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1 Introduction and Aims

“Improving attendance is cveryone’s business. The barricrs to accessing education arc wide and
complex, both within and beyond the school gates, and arc often specific to individual pupils and
familics. Good attendance begins with school being somewhere pupils want to be and therefore

thC foundation Of SCCl_ll'illg gOOCl attcndancc is thar SCl]OOl isa calm, O['dC['lY, safc, and SllpPOlTiVC

kel

cnvironment where all pupils arc keen and ready to learn.” (DFE Working together to Improve
School Attendance August 2024). Improving school attendance must be a focus of the wider school

culture.

The information noted in this policy takes into the consideration best practice and guidance
highlighted in Working together to improve school attendance guidance (August 2024) including
the Summary table of responsibilitics for school attendance (August 2024). Furthermore, taking
into considcration the guidance from School artendance parental responsibility mcasurcs
(Dccember 2023).

Exccllent artendance and punctuality arc crucial to maximising the educational opportunitics for
pupils at Forest. In line, with the Equality Act 2010 and the UN Convention on the Rights of the
Child. we have high cxpectations of our pupils at Forest. This includes not sccing attendance and
punctuality as isolated arcas and that thesc arc required for pupils to thrive and lcarn successtully.
Improving attendance and punctualiry is cvcryonc’s rcsponsibiliry. Itis not a discrerc picce of work,
but rather it is an integral part of the school’s cthos and culrure. It cannot solely be the preserve of
a single member of staff, or organisation, it must be a concerted cffort across all the Forest

community. It is the responsibility of staft to cnsurc accurate registers arc taken.

Our School Values of Growth, Wellbeing, Learning, Hard Work, Diversity, Responsibility and
Community arc reflected in this policy. We have a responsibility to promote a culture which
promotes the imporrance of atrendance and puncruality to support with the safeguarding of pupils,
development of skills for life-long learning such as time management and organisation This also

includes cnsuring we have robust daily processes to follow up absence and punctuality.

The barricers to accessing education are wide and complex, both within and beyond the school
gatcs, and arc often specific to individual pupils and familics. Some pupils may find it harder than
others to atrend school and thercfore ar all stages of improving attendance and punctuality at Forest
we work with pupils and parents/carers to support the pupil in working together to remove any

barricrs to attendance by building consistent and trusting rclationships.

At Forest we recognise that artendance and puncruality is never ‘solved” and is a continuous process
by regularly reviewing and updating messages, processes, and strategics. At Forest the attendance
tcam consists of the Deputy Head Sateguarding, Depury Head Pastoral, Senior School Office
Manager, Heads of Scction and the School’s Attendance Officer. The Atrendance Team will meet
regularly with a designated Governing Council Member who also promotes the importance of
school atrendance, reviews attendance data and ensures the leaders in the school are fulfilling the

cxpectations as outlined in this policy, All staff take part in familiarisation secssions regarding
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Artendance and Punctuality to ensurce they understand their duty of carc and legal responsibilitics

when completing registers.

2 Working Together to Improve Attendance

Excellent atrendance and punctuality require schools, parents/carcrs, pupils and local partners (if
applicable) to work collaboratively. Using the below framework as a guide to this collegiate
approach: Expcct- Aspire to high standards of attendance from all pupils and parents/carers and
build a culture where all can, and want to, be in school and rcady to learn by prioritising attendance

improvcmcnt ACrOss EhC SChOOL

Monitor- Rigorously usc attendance data to identify partterns of poor attendance (at individual and
cohort level} as soon as possible so all partics can work together to resolve them before they become

Cllt['CllCth.

Listen and understand- When a parccrn is spottcd, discuss with pupils and parcntsfcarcrs to listen
to and understand barricrs to attendance and agree how all partners can work together to resolve

them.

Facilitate support- Remove barriers in school and hclp pupﬂs and parcntsfcarcrs to access the
support thcy nced to overcome the barricrs ourtside of school. This might include an carly hclp or

wholc family plan where absencc is a symprom of wider issucs.

Formalisc support- Where abscnee persists and voluntary support is not working or not being
cngaged with, partners should work together to explain the consequences clearly and cnsure
support is also in place to cnable familics to respond. Depending on the circumstances this may

include formalising support through an attendance contract.
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Effective school attendance improvement and management

All pupils
Developing good attendance patterns through effective whole school
approach to attendance (including leadership, ethos and systems and

Prevention of poor processes)
attendance through good >
whole school attendance
management Pupils at risk of poor attendance

Using attendance and absence data rigorously to support pupils with
increasing levels of absence, arriving at school late or taking leave in
term time without permission before it becomes a regular pattern

Pupils with poor attendance
Intervening as early as possible and agreeing an action plan for pupils
with high levels of absence and those demonstrating growing
disengagement with school

Early intervention to reduce
absence before it becomes
habitual

Persistently and severely absent pupils
Put additional targeted support in place, where necessary working with
partners, and agree a joint approachwith local authorities for all severely
absent pupils

Targeted reengagement of
persistent and severely
absent pupils

3 Safeguarding and External Agencies

At Forest we recognise children missing cducation can act as a vital warning sign to a range of
saﬁ:guarding issucs. The Attendance Team meets with the Waltham Forest Attendance Team on

a regularly basis to review our processcs, policy and attendance cascs.
For the most vulnerable pupils attending school is a protective factor.

In most cascs, the school should monitor the impact of any intervention(s) and make adjustments
where necessary in discussion with the pupil, parents/carcrs and any other external agencics
involved as part of any whole family plan or tcam around the family. Where interventions arc
failing, all partics should work together to identify the rcasons why and cither adjust or change the

approach.

We cnsure a collaborative culture when liaising with external agencies regarding artendance.

External agencies have a proactive rolc to support schools with attendance.

The school has a staturory responsibility in line with DFE guidance, paragraph 58 of the guidance
to make a ‘sickness return’ to the Local Authority if a pupil is recorded in the attendance register
as absent using code I {(unablc to attend becausc of sickness). This includes if there are reasonable
grounds to belicve the pupil will have to miss 15 consceutive school days or more for illness or the
pupil’s total number of school days missed during the current school year because of illness
(whether consccutive or cumularive) will reach or exceed 15 school days. This is to help the school

and local authority to agree any provision neceded to ensure continuity of cducation for pupils.
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At Forest taking into consideration our academic year total number of school days this ‘sickness

return’ would occur when a pupil in Forest falls below 91% artendance.

3.1 Emotionally School Bascd Avoidance

Paragraph 132 of the statutory guidance states that: Particular focus should be given by all parters
to pupils who arc absent from school morc than they arc present (those missing 50% or morc of
school). Thesc severely absent pupils may find it more difficult to be in school or face bigger barricrs
to their regular attendance and as such arc likely to nced more intensive support across a range of
partners. A concerted cffort is therefore needed across all relevant scrvices to prioritise them. All
partners should work together to make this group the top priority for support — this may include
specific support with attendance or a whole family plan, burt it may also include considcration for
an cducation, health and carc plan or an alternative form of cducational provision where necessary

to overcome the barriers to bcing in school.

4  Attendance Thresholds

*Thresholds for Attendance will be monitored regularly but particularly towards the end of the
Michaclmas. Thresholds for Attendance will be regularly monitored throughout the academic
year, with particular cmphasis from the sccond half of the Michaclmas Term once pupils have
completed the first half term of the academic year. Monitoring of thresholds will take into

account the previous twelve-month period.

Threshold 1: If actendance falls below 95% the Turtor will contact parents/carcrs as a check in and

to cnsurc there is no additional information, we need to be made awarc of rcgarding the absence.

In addition, on the third day of consccutive abscnce the School Office will alert the Tutor to

contact home to check-in pastorally and sce if there is anything additional, we can do to support.

After x3 days of absence and not recciving information regarding an authorised reason to be
missing School, the Safeguarding Team who arc members of the Attendance Team would seck
advice from the Children Missing in Education Team. The Safeguarding Team recognisc children

missing cducation can act as a vital warning sign to a range of safeguarding issucs including neglecr.

Threshold 2: If attendance falls below 90%- 85% the Turor and Head of House will mect with
parcnts/carcrs and pupil to dig deeper into the potential rcasons for absence and o offer support
if nceded. Following this meeting a standardised letter is sent from the office for recording

purposcs.

*f a pupil reaches threshold which is below 85% bur the parenticarer and pupil meeting with the Tutor
and Head of House berween 90-85% has not yer happened, then the Tutor and Head of House should
still meet with the parenss/carers and pupil in the first instance ro investigate reasons for absence and
offer support, unless directed otherwise by the Head of Section”
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Threshold 3: If attendance falls below 80-85% the Head of Scction will mect with parents/carers
to discuss rcasons for low atrendance and offer support and discuss next steps. This is also added

o our intcmal safcguarding databasc.

Threshold 4: If attendance falls below 80% the Head of Scction and Deputy Head Pastoral decide
what intervention, support or cxternal guidance is needed dependent on pupil and context/ reason
for absences. Working with cach identified pupil and their parents/carcrs to understand and
addzress the reasons for absence, including any in-school barriers to attendance. Where out of school
barricrs arc identificd, signpost and support access to any required scrvices in the first instance. If
the issuc persists, take an active part in the multi-agency cffort with the local authority and other
partncrs. Act as the lead practitioner where all partners agree thar the school is the best placed lead
scrvice. Where the lead practitioner is outside of the school, continuc to work with the local

authority and partners.

5 Punctuality

AM chisrration is taken by 8.30am b}? all Turors. All pupils arc cxpcctcd to be in their tutor

rooms by 8.30am.
-If a pupil is not in AM registration, the Tutor will mark N on the register.

-If they know the reason for pupil absence (i.c. Music, EPP ctc.) the turor must record a note in

the registcr or contact the Senior School Office dircetly.

~Pupils that enter the White Gartes between 8.30-8.35am must be marked late (including
minutes) by the Tutor. From 8.35am the reception will then record pupils and update lareness

on the register accordingly.

~Lates should not be given if the parent or carer has given a rcasonable reason for absence and

informed the turor or alerted the Scnior School Office.

-If there arc adverse weather conditions or transport issucs that arc causing widespread delays
members of the Atrendance Team will advisc tutors not to mark latencss for that particular

morning,.

The puncruality thresholds for morning registration arc as follows: These will be cleared every
term and resct for cach pupil. The Data tcam will send automarted cmails and nortifications when

pupils meet thresholds.

1st - Professional Conversation {(actioned by Tutor)

2nd- Parental/Carcr cmail home (automated email sent by the Data Team)
3rd- Lunch time reflection

4th- Head of Housc Parental/Carer Communication
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5th- Punctuality Awarcncss Scssion led by the Head of Housc

Oth- School Detention

9. Hecad of Scction Parcental/Carer communication
12™- Leadership Detention

If lateness persisted following the Leadership Detention the Head of Section and Deputy Head
Pastoral would discuss next steps, this will be decided on a case-by-casc-basis depending on the

Chﬂd and CONCxr Of reason fOl' latcncss.

6 Lessons (including PM registration)

Lesson registers must be taken at the start of the lesson within the first 10 minutes. Subject
teacher must mark the minutes late on the register where and when applicable if a pupil is late to

their lesson.

If pupils arc late to lessons in line with the Behaviour Policy, thcy will be issucd with a
profecssional conversation in the first instance and for repeated latencess they would reccive a

lunchtime reflecrion.

If ['CPC‘Elth latcncss OCCU['['CCI fOHO\ViDg tl]iS l'hC SUbjCCt tCﬂChC[' \VOUld VVO['k ClOSCl}T Wll'h EhC HCG[C]
Of DCPR[’UHCIlt ﬂl"lCl HCG[C] Of HOUSC to CliSCLlSS nexr SICCPS thiS may iﬂ\’Ol\’C CSCﬂlﬂth sanctions as

wecll as further support for the pupil.

If pupils do not arrive to lessons or PM registration and the teacher is unawarce of their
whercabours, they must contact the Senior School Office who will then following the processes

outlined in the Missing Child Policy.
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7 Parental and Carer Responsibility

Parcnts/carcrs have a legal duty o ensurc their child atrends School regularly (compulsory school
agc). This means their child must attend every day that the school is open, except in a small number
of allowable circumsrances such as being too ill to attend or being given permission for an absence

in ﬂdVE.IlCC ﬁ'om EhC SChOOL

Parcnts and carers must notify the Senior School Office (officc@forest.org.uk) if a child is going

to be late or not in School:
We ask parents/carers to:

e Ensurc their child attends every day the school is open excepr when a statutory reason
applics (this includes Open Day).

e Notify the school as soon as possible when their child has to be unexpectedly absent (c.g.
sickncss}.

e  Only request leave of absence in cxceprional circumsrances and do so in advance.

° BOOk any l"[lCdiCGll ZEIPPOillU"HCDtS 11['0L111C1 tl]C SCl]OOl clay \«Vl]C['C pOSSiblC.

All pupils arc expected to be in School during Term time, and we would nort expect to receive any
requests for absence, in particular duc to holiday. The school’s position is that it is far from idcal
for pupils to miss schooling at this crucial rime in their education. Although pupils would
cndeavour to catch up on any work missed, this is of coursc no substitute for acrually being taught
in the classroom and abscnce can lead to pupﬂs bcing disadvantagcd and many hinder their
pcrformancc in end of ycar and cxternal cxaminations. A rcquest for lcave of abscncc in cxccptional
circumstances should be sent to the relevant Head of Scction to be considered whether it is
authorised or not. Granting leaves of abscnces only include artending an interview, study leave, PT

timetable arrangements or exceptional circumstances (decided by the school).

If a pupil is at risk of becoming persistently absent or late to School parents/carcrs must work
closcly with the school and local authority (if applicable) to help them understand the barriers to
attendance and/or puncruality. Parents/carers must proactively engage with the support offered to

prevent the need for more formal support.

In communicating with parents/carers, we will discuss the link between attendance and atrainment
and wider wellbeing., Where a pupil or family nceds support with artendance and punctuality, it is
important that a member of the pupil's core tcam works with and supports the family and wherever
possiblc this staff member should be kept consistent. With regards to persistently absent pupils the
parcnts/carcrs arc cxpected to work with the school and external agencics to help them understand
the barricrs to attendance and or repeared latencss, Parents/carcrs arc expected to proactively cngage
with the formal support offered, this may involve multi-agencics depending on the needs of the
pupil and background of the casc. This would referral to Early Help and/or MASH (Multi-Agency
Safcguarding Hub) as part of our duty of carc under the statutory Children Missing in Education.
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All parents/carers must provide at least onc emergency contact for their child/children.

8 Reports and Parental/Carer Portal

Artendance and punctuality data is noted on their child’s report as well as on the parent/carcr

portal. If a parent/carcr belicves dara is incorrect they should conract the School Office

(officc@forest.org.uk) copying in the Tutor.

9 Support for Neurodiverse and SEND pupils including those with

medical conditions

Somec pupils face greater barricrs to attendance than their peers. These can include pupils who
suffer from long term medical conditions or who have special educational needs and disabilitics.
As a School we will maintain the same ambition for attendance as well as punctuality and work
with pupils and parents/carcrs to maximisc artendance and puncruality where and when applicable.
Regularly monitoring of data for such groups will be reviewed. Thar said, in working with their
parcnts/carcts to improve artendance, we arc mindful of the barricrs these pupils face and put

additional support in placc where NCCCSsary to hclp them access their full-time educartion.

Triangular communication between the pasroral and lcaming support tcams including
parcnts/carcrs will be key to cnsuring transparent and open dialogue. Additional support and
adjustmcnrs will be considered, discussed and implcmcnrcd. Additional support from widcr

scrvices and external parters, making timely referrals will be considered (where applicable).
This could include:

* Having scnsitive conversations and developing good support for pupils with physical or mental
health conditions. For example, making rcasonable adjustments where a pupil has a disability or
putting in place an individual plan where needed. Considering whether additional support from
cxternal partners would be appropriare, making referrals in a timely manner and working together

with thosc services to deliver any subscquent support.

1. e Establish strategics for removing the in-school barricrs these pupils face, including
considering  support or reasonable adjustments for uniform, transport, routines, access
to support in school such as an adapted curriculum and lunchrime/breaktime
arrangements. Ensure thar whilst we do not provide structured timerabled lessons and
work for pupils who arc struggling to atrend school, as this may act as an cnabler, the
school will look at cach child casc by casc and providc academic support where appropriate

to help casc the transition back into lessons.

* Ensurc joined up pastoral carc is in place where needed and consider whether a time-limited
phascd rcrurn to school would be appropriate, for example for thoesc affected by anxicty about

school attendance.
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. EHSUIC data is rcgularl}? monitorccl fO[’ l'l]CSC groups at Pastoral and Safcguarding HlCCtillgS.

Pupils with long term illnesses or other health needs may need additional support to continuc their
cducation. In all cascs, schools should be sensitive and avoid stigmatising pupils and parents/carcrs,
and they should ralk to pupils and parcnts/carcrs and understand how they fecl and what they
think would hclp improve their attendance to develop individual approaches that meet an

individual pupil’s specific nceds.

10 Monitoring and Analysis of Data

Poor attendance and/or punctuality could in some cascs be habirual, prevention and carly
intervention is crucial. The key to this is regular data analysis to both identify and provide
immecdiatc additional support to pupils or pupil cohorts that nced it, and to look at historic and
cmerging patterns across the school and develop strategics to address them. The Arcendance Team
usc the programme ‘PowerBi’ to track and monitor attendance and puncruality data. This cnables
the pastoral tcam to monitor individual pupils, cohorts and also the ability to analysc scctional data

as WCH

Effcctive and timcl}? usc and sharing of rcgisrcr dara is crirical to improvc attendance and
punctuality. The school’s clectronic management information system iSAMs is used to keep
attendance and admission rcgistcrs to improve accuracy, spcccl up the proccss of sharing and

analysing information, and make returns to cxternal agencics casicr.

11 Admission and Attendance Register

All schools including independent schools are required by law to have an admission register. All
pupils (regardless of their age) must be placed on the admission register and have their attendance
recorded in the attendance register. The Admission Register and Attendance Registers arc recorded
and backed up monthly, as required by legislation and these are held clectronically. The Admission
Register contains the specific details of every pupil in the school, along with the date of admission
or re-admission to the school, date of birth, information regarding parents and carers, and details
of the school last attended. The Atrendance Register records registration ar the start of cach
morning scssion of cach school day and once during cach afternoon session. Lesson registers arc
also raken during the school day. The registers arc annotated with present, attending an approved

cducational activity, rcason for absence or unable to attend duc to cxceptional circumstances.

Registers arc legal records, and all schools must preserve every entry in the attendance or admission
register for 3 years from the date of entry. As the attendance register is a record of the pupils present
at the time it was taken, the register should only routinely be amended where the reason for absence
cannot be cstablished at the time it is taken, and it is subscquently necessary to correct the entry.
Where amendments arc madc, all schools must cnsurc the register shows the original entry, the

amended entry, the reason for the amendment, the date on which the amendment was made, and

Attendance and Puncruality Policy Page 11 of 12



Forest School

the name and title of the person who made the amendment.  Attendance Registers and the
Admissions Register arc formally recorded every month and copics backed up monthly as required

by legislation.
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