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1.Aims
At Innov4te Independent School, we recognise the critical link between consistent school attendance and student achievement. Our Attendance Policy aims to foster a culture of regular attendance and punctuality, which are essential for ensuring that each learner can fully engage in the educational opportunities we provide. We are committed to creating an environment where learner’s feel motivated to attend school regularly, understanding that their presence is key to their academic and personal development. This policy outlines the expectations, procedures, and support mechanisms we have in place to promote and maintain high attendance rates, in alignment with statutory requirements and best practices within the educational sector in England.

Aims
Innov4te Independent School recognises the vital link between consistent attendance and student achievement. This policy aims to:
• Promote regular attendance to maximise educational opportunities and potential.
• Ensure punctuality, instilling a life skill essential for academic and personal development.
• Provide early intervention to address attendance concerns promptly.
• Ensure legal compliance with the School Attendance (Pupil Registration) (England) Regulations 2024 and other statutory requirements.
• Foster collaboration with parents/carers to support attendance and punctuality.
• Monitor and evaluate attendance data to identify trends and inform strategies.
• Maintain a supportive school environment where learners feel safe, motivated, and engaged.

2. Legislation and Guidance
This policy is informed by:
• School Attendance (Pupil Registration) (England) Regulations 2024
• Education Act 1996, 2002
• Education and Inspections Act 2006
• Education (Penalty Notices) (England) (Amendment) Regulations 2013
• DfE statutory guidance: Working Together to Improve School Attendance (2024)

3. Attendance Registers

3.1 Register Requirements
• Registers will be taken AM and PM using Arbor.
• Lesson-by-lesson attendance will be monitored via learner Achieve sheets.
• Each learner will be marked as: Present, Attending an approved off-site activity, Absent, Unable to attend due to exceptional circumstances.
• Amendments to registers must record: original entry, amended entry, reason, date, and name/position of staff.
• Registers will be retained for three years.

3.2 Unplanned Absence
• Parents/carers must notify the school by 8:30 a.m. on the first day of absence.
• Illness will normally be authorised unless authenticity is in doubt; evidence may be requested.
• Unauthorised absence will be recorded if authenticity cannot be verified.

3.3 Medical/Dental Appointments
• Should be arranged outside school hours if possible.
• If unavoidable, learners should be absent for minimum time necessary; evidence may be requested.

3.4 Lateness and Punctuality
• Late before register closes → marked as late.
• Late after register closes → marked as unauthorised absence.
• Frequent lateness contributes to persistent absence monitoring.

3.5 Part-Time/Modified Timetables
• Used temporarily in agreement with parents and referring agencies.
• Must be documented, reviewed regularly, and support reintegration to full-time learning.

3.6 Follow-Up of Absence
• All unexplained absences followed up to establish reason, ensure safeguarding, confirm authenticity and correct coding.
• Daily attendance shared with referring organisations.
4. Authorised and Unauthorised Absence

4.1 Term-Time Leave
• Only permitted in exceptional circumstances, approved by referring organisations.
• Holiday leave rarely authorised.
• Examples of authorised absence: Religious observance, Traveller families on occupational travel.

4.2 Unauthorised Absence
• Holidays without approval, truancy, repeated lateness after registers close.

4.3 Escalation
• Persistent absence (≥10% sessions missed) triggers intervention.
• Severe absence (≥50%) requires immediate safeguarding review.

5. Strategies to Promote Attendance
• Early communication with parents/carers.
• Recognition of attendance improvements.
• Learners track attendance during weekly tutor sessions.

6. Attendance Monitoring
• DSL monitors daily.
• Attendance data informs interventions including home visits, calls, and meetings.
7. Roles and Responsibilities

7.1 Directors
• Ensure consistent policy implementation.
• Monitor school and individual attendance data.
• Report concerns to referring organisations and local authorities.
• Support DSL with interventions and attendance plans.

7.2 Intervention Stages
• Stage 1: Initial contact, two-week monitoring with documented contact.
• Stage 2: Emergency review meeting if no improvement; agree support strategies, targets, reasonable adjustments.
• Stage 3: Persistent concerns shared with referring organisation for placement review.

7.3 Staff
• Record attendance accurately daily using Arbor codes.

7.4 Office Staff
• Receive absence notifications, record on Arbor, support communication with parents.

8. Data Sharing and Referrals
• Attendance data shared daily with referring organisations.
• Persistent or severe absence triggers referral to local attendance support teams.
• Data sharing follows safeguarding and GDPR requirements.

9. Monitoring and Review
• Policy reviewed annually by Directors.
• Updates reflect statutory changes and DfE guidance.

10. Links to Other Policies
• Child Protection and Safeguarding Policy
• Behaviour Policy
• Data Protection Policy
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