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The name ond contoct details OJ; H;e Senior Auendoncc Champion - ”16 senior leader rcsponsible
for the strol’egic approoch to altendance in our school, is:

Name Sarah Terndrup
Emai[ - admin@trinitg.suﬂ;olksch.uk O|44q 770462

The name ond COH[’QCI’ detoils O‘F ch SChOOl Sl'(lff member Porents /COFCFS should contoct obout

ouendance on a dag—to-dag basis is: Name - Emma Sharman, Anno, Knighf

Emai[ - O|44C| 770462 or contact via arbor

The name and conlact delails of the school staﬂ; member Pupils and Parenfs should conlact for
more individual suPPort with oucndonce:

Name Sarah Terndrup
Emai[ - admin@trinitg.suﬂ;olksch.uk O|44q 770462

The governor with responsibilitg for monil’oring altendance is: Daniel Fiske
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Triniiﬂ CEVAP School

Pupil Altendance Policnj

Al Trinil’H CEVAP school we believe that Hirough kindness and respecl’ we can all grow and achieve
greai Hiings. Wiﬂiin our communiiH, au are welcome ond valued as unique individuals, knowing
thal iogel’her we can chonge lives and creale a belter world, where we cherish each other and the

omozing creol’ion we Iiave been given, seeing God's greol’ness in ourselves and ol’hers.

BH seu'ing Iiigli expeciol’ions in all thal we do, we strive lo help everyone be their besi, and lo
develop into well rounded individuols, who “live lij;e in all ils J:uuness", conj;ideni fo embrace new

chauenges, experiences ond leorning l)OHI now and inio ”16 J;uiure I(nowing, "Noﬂiing is impossible

with God™ LK I:37.

Inl’roducl’ion and Bocl(ground

Triniiﬂ CEV/\P School recognises H‘iai Posihve behaviour and 9oocl aiiendance are essenhal in order J;or

Pupils bo 9ei the most of their school experience, including their aHainmeni, we“being and wider lij;e chances.

The lo,w enhHes everﬂ chilcl OJ; comPulsorH school age io an eﬂ;icieni, J:u”-hme eclucahon suiioble io Hieir

age, apiiiude, and any special educational need H‘ieﬂ may have. It is the legal responsibiliig Of every Parent
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to make sure their child receives thal educalion either bﬂ altendance al a school or b}j educalion otherwise

Hwn Gt a SChOOl.

Where Po,rents declde to have Hmeir chi[cl registered at school, Hmeg have an addihonal [egal dutﬂ fo ensure
their child attends thal school regularlH, on lime. This means their child must altend every daH that the
school is open, excepk in o small number of allowable circumstances such as being too ill to altend or being

9iven Permisslon J:or an absence in advance J:rom H’»e school.

The Departmenf J;or Educahon (DJ:E) has Produced sfatutorg guidance J:or maintained schools, academies,

independenf schools, and local auH‘»orihes. It is co,llecl “Working fogeHwer to improve school aHendance" o,nd

it includes a Nalional Framework in relation to absence and the use of legal sanclions. Qur School

Aﬂendance Policg reJ:lecfs Hme requirements and Principles OJ; H‘»at guidance.

This Policg is writlen with the above guidance in mind and underpins our school ethos fo:

. Promote children’s welj;are and saj:eguarding;

* ensure every Pupil has access lo the J:u”-hme educalion to which H‘»eﬂ are enhHed;

* ensure thal Pupils succeed whilst at school;

* ensure thal Pupils have access o the widest Possible range of oPPortunihes ak school, and when Hmeg

leo,ve SCI’LOO[.

It has been developed in consultation with school governors, teachers, the Local /\uHmoritﬂ and Parents and
carers. 1} delails the responsibilihes of individuals and groups involved and the Procedures in Place bo

Promote and monilor Pupil altendance.

In addihon, all schools J;ollow the D.[;E)s statutorg saj;eguo,rding guidance, Keeping Children Saj;e in
Educahon, which emphasises the importance of understanding the Potenhal vulnerabilities of children who
are missing or absent J:rom educahon.

hﬂlps:/ / www.gov.uk/ 9overnment/ publicaho ns/ |<eelp'mg—children—sadpe—in—eclucahon——z

Our Policg aims ko raise and maintain leve[s OJ: O,Hendance bH:
i Promohng a Posihve and welcoming atmosphere in which Pupils feel safe, secure and valued;
. Raising and maintaining a who[e school awareness OJ; H’»e imPorfance OJ; good aHendance and
Punctualitg;
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° Ensuring Hwt O,Hendo,nce is monitored effCChVClH and reasons fOI" absences are recorded PrOmPHH o,nd

consistenHH.

For our children lo gain the greatest benefit from their educalion it is vilal thal HW’H oltend regularlﬂ and be
o,t school. on hme, everﬂ do,ﬂ Hme school is open unless Hme reason J;or Hle obsence is uno,voido,ble. It isa rule
OJ; Hlis school Hmf Pupils musf ouend cverH dog, unless Hlere are excephonol circumstances, and if

is H’le headteocher, not Hle PGFCDI’, WhO can GUHIOFiSC ”le absence.

PI'O mohng Reg ular Auendance

At Trinitg CEVAP school, we believe in developing 9ood PaHerns OJ: O,Hendance and sef high exPectahons J;or
the altendance and Punctualitg fFor all our Pupils from the outsel. Il is a central Part of our school's vision,
va[ues, ethos and daﬂ bo daH lij;e. We recognise the sh’ong conneclions belween aHendance, aHainment,

so,J:eg uarding and wellbeing.

The name and contoct details OJ; H;e Senior Auendoncc Champion - ”16 senior leader rcsponsible
l:or H;e strofegic approoch fo a”endoncc in our school, is:

Name Sarah Terndrup
Emai[ - admin@trinitg.suﬂ;olksch.uk O|44q 770462

The governor with responsibilitg for monil’oring altendance is: Daniel Fiske

Helping bo creale a Po,Hern of regular altendance is the responsibilitg of Parents, Pupils and all members of

school staj;f.
To help us all fo focus on H}is, we will:

« Submil a dailﬂ altendance return o the Departmenf of Educahon, in line with the legal exPectahons
Placed on all schools;
« Build strong relahonships and work joinHEj with J:o,milies;
« Give Parents/carers delails on altendance in our bullehns;
* Promote the benefits of high altendance;
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. Accuro,telg complete admission and altendance registers and have effechve daﬂ to do,g processes in Plo,ce
to fouow—up absence as required bH law;

o Celebrale excellent altendance bﬂ displaﬂing and reporhng individual and class achievemenls;

* Reward the class with the highest altendance each halj: term with a class selected treal — eg additional
session in the woodland area, non—uniform dag;

* Reward Pupils with halj; termlﬂ cerhj:icates iJ; H‘»eg reach an altendance level above 98% and for those
who achieve |OO°/0;

° Report tO Parents/carers regularlg oan Hleir Childls O,Hendo,nce and H’Le impact on Hleir Progress;

° Contact Parents/carers shou[d Hleir Childls O,Hendance fa“ below H'Le SCI’LOO[IS target fOf’ O,Hendo,nce.

Understanding Types of Absence

An absence a ects Hme rouhne of a child's schoolin and re ulo,r absence will seriousl a ect Hmeir

Y i ¥ 9 9 Y off

learning journeH and abilitﬂ bo progress. AnH Pupil‘s absence or lale arrival disrupts teaching roulines and so
may aﬂ:ect the learning of others in the same class. Ensuring a child's regular altendance al school is a
Porenl’al responsibilitg o,nd a“owing absence J:rom school, wiH‘»out a good reason, creates an OJ;J;ence in law

and maH resuu in Prosecuhon.

EverH halj:-claﬂ absence from school has o be classij:ied bH the school (not bH the Parent), as either
aulthorised or unaulhorised. This is whﬂ informo,hon aboul the cause of any absence is alwaﬂs required.

Each ho,lj;—daH is known as a ‘session .

Aulhorised absences are morning or aj;ternoon sessions away prom school fora genuine reason such as
illness (although you may be asked to Provide medical evidence for your child bej;ore this can be
aukhorisecl), medico,l or dental aPPointmenfs which uno,voido,blg J;QH in school hme, emergencies or oH‘»er

uno,voidable cause.

Unou”;orised obsences are H‘LOS@ WhiCh H‘LC SChOO[ ClOCS not consider FCOSOHQHC cmc[ J:Of‘ WhiCh no ‘lCOVC,
hO,S been gro,nted. ThiS tﬂPe Of o,bsence can lead tO H’Le SCI’LOOl referring tO H’Le I_OCOl AUH’LOFitH J:Of' Pena”’ﬂ

nohces o,nd/or legal Proceedings.

Unauthorised absence includes, (however this list is nol exhaustive):
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. Po,renfs/carers keeping children Off school unnecessarilg eg. because H’»eH had a lale nighf or for non-
inj:echous illness or injurﬂ that would not o,ﬂ;ect their abilitg to learn;

« absences which have never been Properlﬂ explained;

* children who arrive af school aj;fer the close of registrahon are marked using a U This indicales that
H’LGH are in school for so,feguo,rding purposes, however is counted as an absence for the session;

. shopping trips;

. lool(mg aj:ter other children or children accompanging siblings or Parenfs to medical aPPointmenfs;

o their own or familﬂ birthdags;

. ho[iclo,gs taken during term hme, not deemed 'J:or excephonal Purposes' bﬂ the headteacher, including any
o,rranged bﬂ other J;o,milH members or J;riends;

* absence either side of @ school holidaﬂ unless there is medical evidence of illness;

. claﬂ trips;

* other leave of absence in ferm time which has nol been agreed.

Persistent Absenteeism (PA) and Severe Absenteeism (GA)

A Pupil is dej;ined bﬂ the Government as a 'Persistcnt absenlee” when Hmeﬂ miss |0% or more schooling
across the school Yyear for any reason; this can be authorised or unauthorised absence. Absence af this level
will cause considerable damage bo any Pupil)s educalion and we need the J;ull support and co—opero,hon of
po,rents to resolve this. All Pupils who have alfendance levels of 90% or below are considered to be a

Persistent absenlee.
A Pupil who has missecl 500/0 or more schooling is clej:ined bH Hw Government as 'severelg obsenr. Pupils

within this cohort may find it more dij;ficuu to be in school or face bigger barriers fo their regular

aﬂendance o,nd, as SU,CI'L, are lll(elH tO need more intensive SUPPOFt.

Absence Procedures

The name and COHI’OCI’ details Of Hw SChOOl SI'Q.H; member Parents /CQI‘CI‘S should CODtQCt obout

ouendance on a dag-to—dag basis is: Name - Emma Sharman, Anna Knighf

Emai[ - O|44C| 770462 or contact via /\rbor
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We monitor and review all Pupils‘ absence, and the reasons that are given, thoroughlg.

IJ: a child is absent from school the Porent must J:ollow these Procedures
Conlacl the school on the J:trsf daﬂ of absence bﬂ 8:30am and beJ:ore 9.00am of the latest, when our
regtster closes;
We ask that you use Arbor, telephone the school or you may call info school Persono”g and speak bo the
office staﬂ: bo rePort an absence. The school has an answer Phone available to leave o message i
nobodH is available o take your call. Please be aware that you may also receive a call fprom the schaol so
that we may discuss the absence bej;ore m0,|<'m9 a decision as to whelher the absence is to be recorded
as authorised;

« Conlacl the school on every further daﬂ of absence, again before 8:30 am and 9.00am a! the lales;

* Ensure thal your child refurns to school as soon as Possible and you Provicle any medical evidence, iJ;
requesfed, to suPPorf the absence. Medical evidence may be requested where your child is having mulhple

Periods of absence which are reported as being due fo medical reasons.
If your child is absent we will:

. Telephone you on the J:irst, and every subsequent daﬂ of absence, if we have not heard from you.
However, it is your responsibilitﬂ lo conlact us;

. IJ; we are unable lo make contact with Parents bﬂ telephone, we will telephone emergency contact numbers
and a home visit will be made, in the inferests of saj;eguarding,

* Home welfare checks will also be carried out where we are concerned that a child is J;requenHH absent
with o vo,rietH Of reasons, or when a child is absent fora Prolonged Period. This can be from the third

dGH OJ: absence.

IJ; absence conlinues, we will:

. Telephone bo discuss ways bo support an improvement in alfendance;

« Wrile lo you LJ: your child's altendance is below 92% / causing concern and/or where Puncfualitg isa
concern;

. Arro,nge a meehng so that you may discuss the situation with our Senior Altendance Champion

* Creale a Personalised achon/support Plan, such as an altendance conlract, lo address any barriers to

O,Hendance o,nd mo,|<e cleo,r QGCI'L Person)s role in improving H'Le O,Hendo,nce PGH@FHS Of HOUF Child;
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o Oﬂ;er signposhng suPPort to other agencies or services, iJ: aPPropriate;
o Rej;er the malter fo the Local Authoritﬁ for relevant legal sanchons, iJ: altendance deleriorales J:ollowing

the above aclions.
Laleness

Poor Punctualitg is not acceptable and can somelimes lead lo irregular school altendance PaHerns. Good lime-
keeping is a vilal lij:e skill which will help children as H}@H progress leough their school life and oul inlo the

wider world.

PuPils who arrive lafe disrupf [essons and, iJ; a chi[cl misses H’»e start OJ: Hw dO’U' H‘»eg can J:eel unsemed and

embarrassed and risk missing vital work and important messages from their class leacher.
The hmes OJ; H;e starf and close ol: ”16 school dOH J;or au Pupils af Trinifg CEVAP School are:

8.30am Gales open
8.40am Chi[dren should be on Hw main Plaﬂground.

8.45am Bell rings in the Plaﬂground bo go info school readH for registrahon

9.00am Registrahon closes

3.|5Pm End of the school daﬂ. Please be aware the end of the daﬂ signals when teaching stops, after this
children will prepare lo get readH bo go home

How we manage lateness:
The school daﬂ starts af 8:45am when children can come into school and regish’ahon takes Place;
Children arriv'mg after 8:45 am are required to come info school via the school Office. With the excephon
of Year 5 and 6 who may walk to school bH themselves, all other children arriving after the bell has rung
should be accompanied bﬂ their Parents to the school office. IJ; accompanied bH a Parent/carer H‘»eﬂ must
sign them into our Lale Book and Provide a reason for their lateness, which is recorded;
Al 9:00am the registers will be closed. In accordance with the DJ;E regulahons, if your child arrives
aj;ter that hme, Hmeg will receive a mark thal shows them to be on site — 'U), bul this will not count as a
Present mark and it will mean thal H’L@H have an unaulhorised absence;

The SChOOl mOH confact Parents/carers regardinc] Punctualitg concerns,
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Unaulhorised lateness could resull in the school rej:erring to the Local Authorifﬂ for sanclions and/or legal
Proceedings. IJ: your child has a Persiskenk lateness record, you may be asked to meet with Mrs. Sarah
Terndrup, bul you can aPProach us al any time iJ: you are having cliJ:J;iculhes 9eHin9 your child o school on
time. We exPect Paren[s and staﬁf bo encourage 9ood punc[ualitg bl:j being 9ood role models to our children

o,ncl, as a school, we celebrate good clo,ss and inclivicluo,l Puncfualitﬂ.

Understonding barriers lo altendance

Whilst any child may occasiona”g have fime Off school because H’L@H are oo unwell o altend, somelimes H’leﬂ
can be reluctant to altend school. An3 barriers Prevenhng regular altendance are bes! resolved between the
school, the Parents and the child. IJ; a Parent thinks their child is reluctant to altend school, then we will
work with thal J;o,milﬂ to understand the roof Problem and Provide any necessary support. We can use oulside
agencies bo help with this, such as the School Nurse, Mental Health and Emalional We”being support services,
a Child and Familg SuPPort Worker or the relevant Local /\uthoritg team/s.

Some Pupils face greater barriers to altendance than their peers. These can include Pupils who live with
long-ferm medical condihons, who have special educalional needs and disabi[ihes, or have other
vulnerabilities. High expectahons of altendance remain in Plo,ce for these Pupils, however we will work with
fo,milies and Pupils bo support improved altendance whilst being mindful of the additional barriers J;o,ced.
We will discuss reasonable adjusfments and additional suPPorf advice from external Partners, where

aPPropriate.

The name and conlact delails of the school staﬂ; member Pupils and Parenfs should conlact for
more individual support wilth altendance:

Name Sarah Temdrup
Emai[ - admin@trinitg.suﬂ;olksch.uk O|44q 770462

LOCOI Au”wril’g ol’tendance supporl’ services

The LOCG[ AU,HIOI"itH Aﬂendance Teo,m WOY‘I( Sh‘OthiCO“H bH OJ:J;ering SuPPOFt tO SChOO[S, tO FCC[UCC Persiskent

absences o,nd improve overa“ aHendance.

Trinity CEVAP — Nothing is Impossible LK1:37



Parenls are expecfcd to work with the school and local authorifﬂ to address ony oltendance concerns.
Parents should Proachvelg engage with the support Offered, o,im'mg to resolve any Problems fogether. If
diJ:J:iculhes cannol be resolved in this way, the school may consider more J;ormo,l support and/or reper the

child to Hw Local /\uHmorifg. IJ; a”endance does not imProve, legal achon maH be taken.

SChOOl Auendance Qﬂd Hle I_QW

In accordance with the School Altendance (Pupil Registrahon) (England) Regulahons 2024 all children of

compulsorﬁ school age must receive an appropriate J;ull—hme educalion (Education Act 1996). Parents have

a legal dutﬂ tO ensure H‘»eir Chi[d O,Hends SChOOl regu[arlg Ot H‘LC SChOOl Gt which H"L@H are registered.

Parents maH be recognised diﬂ:erenuﬂ under educahon law, Hmcm under J;amilg law. Sechon
576 OJ: Hw Educahon Acf |C|C|6 states H‘»at a ‘Parenf', in relahon to a chi[cl or Houng Person, includes anH
person who is nol a Po,rent (from which can be inj;erred ‘biological Parent)) bul who has Parental

responsibilitﬂ, or who has care OJ: Hw child.

A person tHPicaHH has care of @ child or young person ij; HI@H are the person with whom the child lives,

eiHmer J;ull or Parf hme and who [oo|<s aj:fer Hw child, irresPechve OJ: what H‘»eir bio[ogical or [egal relahonship
is wiH1 Hw child.

Nalional Framework for Penautj Notices

There is a consistent nalional threshold for when a Penalfﬂ nofice must be considered bH all schools in
England, of 0 sessions (equivalent to 5 school daﬂs) of unauthorised absence within o ro”ing 10 school
week Period. The 10 sessions of absence do not have to be conseculive and can be made up of
combination of any kHPe of unauthorised absence (G, 0 and/or U coded within the school's registers). The

|0-school week Period spans diﬂ;erent terms, school years or educalion seHings.

Sanclions may include issuing each Parent (J;or each child) with a Penauﬂ Notice for £|60, reduced to £80
if Paid within 2| do,Hs (for the first Offence). A second Penauﬂ Notice issued within a H’Lree—ﬂear Period will

result in a J:ine of E|6O per Parent per child. IJ; a Hmird offence is commiﬂed H’»e maHer may be reJ:erred to
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the local authoritg for consideralion of Prosecuhon via the Magistrates Court. IJ; Prosecuhon is inshgated for
irregular school a”endance, each Parent may receive aj;ine of up to £2500 and/or up to 3 months in

Prison. IJ: a Parent is J:ound guiuH in court, HW’H will receive a criminal conviclion.

There is no enlillement in law for pupils to lake lime Off during the term lo qo on holidag or other

absence for the purpose of leisure or recreahon, or lo take part in prol’est acl’ivitg in school hours

The School Altendance (Pupil Regisl’rol’ion) (Englond) Regulol’ions 2024 sel oul thal headleachers

may not qront any ICOVC Oof obsence durinq ferm hme unlcss Hlere are "excephonal circumstonces“.
4 4 4 J 4 L)

Itis a rule of this school that o leave of absence shall not be 9ranted in ferm lime unless there are reasons
considered lo be excephonal bg the headteacher. irrespechve of the child's overall altendance. Onlg the
headleacher or his/her designate (not the local authoritg) may authorise such a requesf and all aPPlicahons
for o leave of absence must be made in wrihng al least three weeks in advance of the first daH of absence,
on the Prescribed form Provicled bH the school via the school OJ;J;ice. The school will usuallg consider thal the
Parenk who has made the aPPlicahon is H‘»erej;ore allowing the leave of absence, and also that all Po,rents
who are on the holidaﬂ are a“owing the leave. Absence immediatelg bej;ore or aj;ter a school holidag will nol
be authorised unless suPPorted bH excephono,l circumstances and aPProvecl in advance bﬂ the Headleacher

or iJ; a chi[cl has an iHness Hmaf Prevents Hmem J:rom aﬂending and medical evidence is Provided to support

this.

Where a Po,rent removes a child o,fter their applicahon for leave was rej;used or where no applicahon was
made lo the school, the absence will be recorded as unauthorised. It is likelH that PenaltH nolices will be
requesfed, in [ine wiH1 Hw Nahonal Framework and Suﬂ;olk Code OJ:

Conduct, in respect Of QOCI'L Parent believed tO have GHOW@d Hw, absence.

Al Trinil’g CEVAP School, 'excephonol circumstances will be interprel’ed as:

The fundamental Principles for defining lexcephono,l‘ are evenls thal are "rare, significant, unavoidable and
shorl”. Bﬂ ‘unavoidable” we mean an event that could nol reasonablﬂ be scheduled ot ancther hme, oulside of

school term lime.
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GencrouH, ch DJ;E dOGS not consider a need or (165"'6 J;or a hOlidOH or ol’her obsence fOr H’le

purpose of leisure and recrealion an excepl’ionol circumstance.

The headleacher/school may discuss the leave of absence request with other educalion seHings and/or the
Local AuHmorihj to delermine any excephonal circumstances.

IJ: leave of absence is unaukhorised, the school will not Provide work for children fo do dur'mg their absence.
\A";ere H;e headtcocher/school believes a Penoug nohce would be oPProPriofe in an individuol case,
the local aul’horitg relains the discrelion lo issue one bej:ore the threshold is mel. exomples may
includc, whcre Parents are deliberatclﬂ avoiding ”16 nohonol lecshold bg falting scvcrol tcrm hme

hOlidOHS below HH‘CSIIOI(J, or f()r repeoted obsence fOF birthdoﬂs or OHICF J:omilg events.

Dclehon Jprom Rou

For any Pupil leaving Trinitﬂ CEVAP School, other than al the end of Year 6, where Possible, Parents/carers
are requirecl lo complefe a ‘Pupils moving from schaol form which can be oblained from the school OJ;J;ice
(Appendix ). This Provides school with the J;ollow'mg inJ:ormo,hon: Child’s name, class, current address, dale
of leaving, new home address, name Of new school, address of new school. This inj;ormo,hon is essential lo
ensure thal we know the whereabouls and may aPProPriafelH saj;eguard all of our Pupils, even those who

lCOVQ us.

It is crucio,l Hmt Po,rents keep school uPdated win current addresses o,nd contact details J;or Hwe PuPil and

l(eﬂ meilH members, in case Of emergencg.

Under Pupil Regulahons, all schools are legoug requircd bo nohﬂj their Local /\uthoritﬂ Of every new entrg
to the admission register within J;ive daﬂs of the Pupil being enrolled. In addilion lo this, every delelion
from the school register must also be nohfied to the Local Authoritg, as soon as the ground for deletion has
been mel in relation fo that Pupil, and in any event no later than the lime ab which the Pupi['s name is
deleted from the register. This duhj does not applﬂ when a Pupil)s name is removed from the admission
regisl’er al a standard transilion Point — when the Pupil has completed the final year of educalion norma“g

Provided bH Hmaf school.
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AI)SCBCC thO

We use dala fo monilor, idenhj;H and support individual Pupils or groups of Pupils when lheir altendance
needs to improve, and schools are required to submit Pupil altendance dala to the

Departmenk for Educalion on a dai[g basis Educalion (Informahon aboul Individual Pupils) (England)
(Amendment) Regulahons 2024 PersistenHH and severelﬂ absent Pupils are tracked and monitored
carej:uug. We also combine this with academic h‘acking, as increased absence aﬂ;ecfs altainmenl.

We share inj:ormahon and work co“aboro,hvelH with other schools in the area, local authorilies, and other

Partners, when absence is af ris|< OJ: becoming Persisfent or severe.
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School Penaug Notice for School Altendance are changing from |q”' August 2024

Wil’h Hme infroduchon OJ’; Hw new Nahonal Fromework J;or Pena”g Nohces issued 53 DfE, Hw following changes wi” come 'mko
Fcrce J:or School Pena”g Nohce F'mes 'Lssued afker |C|H‘ Augusk 2024.

National Threshold
There will be a single consistent national threshold for when a penalty notice must be considered by all schools in
England of 10 sessions (usually equivalent to 5 school days) of unauthorised absence within a rolling 10 school week
period.
These sessions do not have to be consecutive and can be made up of a combination of any type of unauthorised absence.
The 10-school week period can span different terms or school years.

Please note: The DfE does not consider a need or desire for a holiday or other absence for the purpose of leisure and
recreation to be an exceptional circumstance.

First Offence Per Parent*, Per Child
The first time a Penalty Notice is issued for A School Penalty Notice is issued to each parent*,
unauthorised absence the amount will be: for each child that was absent.
£160 per parent, per child paid within 28 days. For example: 3 siblings absent for term time leave,
Reduced to £80 per parent, per child if paid within 21 would result in each parent receiving 3 separate
days. penalty notices.
*Parent
Section 576 of the Education Act 1996 defines
"parent" as:

«  All natural (biological) parents, whether they
Second Offence are married or not.

(within 3 years) «  Any person who, although not a natural
) . parent, has parental responsibility for a child
The Second time a Penalty Notice is issued for or
. A young person.
unauthorised absence the amount will be: .« Anv person who. althouah not a natural
£160 per parent, per child paid within 28 days. yp ' _g
parent, has care of a child or young person.

Third Offence and Any Further Offences
(within 3 years)

The third time an offence is committed a Penalty Notice will not be issued and the case could be presented straight to the
Magistrate’s Court. Prosecution can result in Criminal records and fines of up to £2,500
Cases found guilty in Magistrates’ Court may show on the parent’s future DBS certificate due to ‘failure to safeguard a child’s
education’.

Trinity CEVAP — Nothing is Impossible LK1:37




Further inj:ormahon:

https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary table of resp
onsibilities for school attendance applies from 19 Auqust 2024 .pdf

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2

The School Attendance (Pupil Registration) (England) Regulations 2024 (legislation.gov.uk)

https://www.suffolk.qgov.uk/asset-library/anti-social-behaviour-act-2003-penalty-notice-codeof-
conduct.pdf

DfE external document template (childrenscommissioner.gov.uk)

https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working together t
0 improve school attendance 2026.pdf
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Appendix i
Trinity CEVAP School — Pupil Moving from School

If your child is leaving this school, please complete this form as fully as
possible and return it to the school office.
Why you must complete this form.
* Your current school is expected to transfer information to the new school.
* The School and Local Authority have a duty to track your child’s education provision. « If
you fail to provide details to either the school/local authority, further checks will be carried
out to determine your child’s new educational provision which may include contacting Social
Services and the Police.
These checks are undertaken in the interest of safeguarding and to ensure every child is
receiving a suitable education as legally required by the Education Act 1996.

School name

Pupil name

Date of birth

Class/ year

Date of leaving

Contact details of parent/carer with whom child will be living

Name:

Current address:

Telephone number:

Email:

Extra contact details- please complete
We will only contact them if we need information and cannot contact you about your child’s new school. Please
choose a friend or relative who you will be staying in touch with and who is contactable.

Friend/relative name:

Relationship to you:

Telephone number/s:

Email:

Details of any siblings who are moving with you that do not attend this school
Please ensure you have also filled in a leaving school form for them at the school they attend.

Name: Name:

Date of birth: Date of birth:
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School they School they
attend: attend:

Please provide any other information if appropriate. Please use an extra sheet if needed.

Schools use only — date form returned to school office

Details checked by

Details of new address and school — must be completed

New address details

Full address:

Post code

Country:

Date child is leaving the
UK:

New school details

If you have applied for or accepted a new school place in your new area, if you are not sure of the details yet, you
must let school know as soon as possible.

Name:

Full address:

Postcode:

Telephone:

Email:

School application details

If you have not yet been allocated a new school place for your child, please fill in these details.

School, borough or county
council application was
submitted to:

Date application was
submitted:

If you are removing your child to electively home educate them, you must inform the school in writing.
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Please be aware that any child who leaves school without providing details of their new school place, or other
suitable, full time education provision, will be referred to the children missing education officer at the local authority.

| confirm that the information supplied on this form is accurate to the best of my knowledge:

Parent name:

Signature:

Date:
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