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Introduction
Blaenau Gwent Local Authority aim to:
Promote and support excellent school attendance by direct work with schools, pupils, their families and secure the engagement of appropriate agencies where their support is critical towards securing improved attendance.

The importance of regular attendance cannot be overestimated. It is a prerequisite to a good education and securing it must be a high priority for schools and their governing bodies, as well as for parents and pupils.  Pupils who fail to attend regularly not only diminish the value of the education provided but may also jeopardise their future life chances to succeed. 
Good attendance also has a positive effect on wellbeing. Establishing good attendance patterns from an early age is vital for social development. The inter-relationship between attendance and wellbeing is considered so strong that attendance is often considered a proxy measure for learner wellbeing.
The Local Authority (LA) encourages schools to adopt a whole school approach to attendance.  This requires commitment from all staff employed within the school, together with governors, parents, pupils, and the LA.  
This approach relates to a wide range of other issues, including punctuality, rewards and incentives, re-integration of long-term absentees, curricular differentiation, home-school links and the role of the Education Welfare Service (EWS).
The Education Welfare Service will work in partnership with Blaenau Gwent schools to monitor and address a wide range of attendance issues. The following document outlines our commitment to support schools as an Education Welfare Service in addition to outlining school responsibilities within this process. There will also be links provided to key attendance documents which frames the work undertaken, to ensure that young people and children in Blaenau Gwent benefit from regular school attendance.
This document will:
· Provide guidance to develop and implement whole school attendance strategies.
· Summarise efficient and effective early intervention and support strategies.
· Encourage educational provisions to work collaboratively with a range of partners to    support and promote the welfare and wellbeing of children and young people 
· Outline the LA’s role in dealing with non-attendance.
· Explain legal contexts such as the Attendance Pathway, Fixed Penalty Notices and Legal frameworks and provide guidance in relation to the use of Fixed Penalty Notices (FPNs) as a measure to improving attendance and safeguarding
· Provide an outline of the support available through the Education Welfare Service.
· Identify Schools responsibilities and parental responsibilities.
· Outline information which should be included in School Attendance Policies
· Provide school attendance codes and explanations with a clear definition of authorised and unauthorised absences
· Identify legalities around registration.
· Explore the use of data analysis to support positive attendance.
· 
Legal Frameworks
The law on school attendance and right to a full-time education:
· The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age, aptitude, and any additional learning need they may have.
· Where parents decide to have their child registered at school, they have an additional legal duty to ensure their child attends that school regularly. 
· For the most vulnerable pupils, regular attendance is also an important protective factor and the best opportunity for needs to be identified and support provided. 
Whilst the legal responsibility for regular school attendance rests with parents, the school shares with them, and the local authority (LA), responsibility for encouraging good attendance and improving poor attendance. Schools are required by law to maintain specific records and to produce specified information on the attendance of pupils. Statutory obligation apart, the school is committed to improvements in attendance standards as a direct stimulus to raising pupil achievement. Poor attendance is destructive on educational achievement, undermines the well-being of each pupil and demoralises staff.
Under section 7 of the Education Act 1996, parents are responsible for ensuring that their child(ren) of compulsory school age (5-16), receives efficient full-time education, suitable to the child’s age, ability, aptitude and any additional learning needs (ALN) the child may have. This can be through regular attendance at school or educated otherwise by the Local Authority. The law also permits parents to educate their child(ren) at home under the terms of Elective Home Education (EHE).

The LA has a statutory duty to ensure that a child for whom they are responsible is receiving suitable education and as a registered pupil at school means attending school regularly and on time.
Compulsory school age means that children and young people should attend school from the start of the first term commencing after their fifth birthday and are of compulsory school age until after the last Friday in June of the school year in which they have their 16th birthday.
If a registered pupil of compulsory school age fails to attend school regularly, the parent could be guilty of an offence under section 444 Education Act 1996.
An offence is not committed if it can be demonstrated that:
· the pupil was absent with leave (authorised absence);
· the pupil was ill or prevented from attending by an unavoidable cause;
· the absence occurred on a day set aside for religious observance by the religious body to which the pupil/ parent belongs;
· the school is not within the prescribed walking distance of the child’s home and suitable transport arrangements have not been made by the LA.  The law relating to walking distance effectively is defined as two miles for pupils under eight and three miles for all other pupils. Distance will be measured by nearest available walking route;
Only the registered school of the child can authorise an absence.
Registration
Schools are required under The Education (Pupil Registration) (Wales) Regulations 2010, to take an attendance register twice a day, at the start of the morning session and once during the afternoon session. The register is a legal document and must be kept accurately. The register may be requested in a court of law as evidence in a prosecution for non- attendance. It will also be used for end of term reports, records of achievement and reference requests, and information for other schools, LAs and external agencies. No pupil should be marked present unless in attendance at school or other agreed educational activity. The register should not have missing marks. When a pupil arrives late but the register is still open, the pupils should be marked as late but counted as present for the session. When a pupil misses registration, they should be marked as an unauthorised absence, unless a medical letter/ phone call by parent is received and deemed to be genuine. Pupils should not have access to the register. The headteacher is the only person who can authorise that a pupil be added or removed from the register; this can only be done with the agreement of the LA.
[bookmark: _Hlk109644129]In addition to twice daily registration in form groups, a class register is taken for every lesson throughout the day. These are checked by the Head of Year / Phase to identify possible truancy and any pupil found to have missed a lesson. More information and guidance on school attendance codes can be accessed at https://gov.wales/sites/default/files/publications/2018-03/guidance-on-school-attendance-codes.pdf
It can also be found in Appendix 1. It provides specific guidance to schools around how to use the codes to record attendance and absence in schools. Estyn has identified that schools that have both quality assurance procedures in place (with a member of the senior management team responsible for overseeing the coding of attendance) and good systems in place to analyse data are able to adapt their approaches to improve attendance.

An accurate and consistent registration system is crucial if poor attendance and punctuality within a school are to be tackled. It is vital that pupils are aware that registration is a significant part of the school day. 
All staff involved with the registration process should be made aware that the law is specific regarding the keeping of registers. Marking and keeping the register is of the utmost importance and it is an offence not to maintain accurate registers.

Improving attendance is everyone’s business.
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National Context
Attendance is key to whole school improvement and has direct influence on a pupils’ learning, progress and well-being. 
The Welsh Government Guidance document, Inclusion and Pupil Support 2016, provides advice and guidance and sets out responsibilities for maintaining high levels of attendance, positive behaviour and well-being of all pupils. 
The All Wales Attendance Framework provides a toolkit on practice standards and guidance for Education Welfare Service practitioners. This key document aims to ensure greater consistency of practice throughout Wales and the toolkit usefully includes a section for schools that contains examples of strategies that can be employed to improve school attendance and manage lateness. 
Local Context
Blaenau Gwent County Council is committed to supporting positive school attendance by developing and implementing, policies and guidance documents aimed at improving levels of attendance and well-being for schools; providers of EOTAS, pupils, parents, and carers, in order to improve learning, progress and well-being for all pupils.
All schools in Blaenau Gwent are served by a small team of Education Welfare Officers, who provide a link between the schools, education services, families, children, and young people. The early intervention and support provided by an EWO includes improving whole school attendance, regular attendance meetings with school links, supporting individual pupils / families, and acting on behalf of the Local Authority to meet its legal responsibilities. The EWS service follow the attendance pathway (Appendix 2) and offers advice, guidance, support, and signposting to other services, working closely with health services, careers, youth services, police, and social services, with a focus on early intervention and support. 
Support for Schools
We support schools to develop and maintain a whole school culture that promotes the benefits of high attendance including:
· Recognising the importance of good attendance 
· Recognising the interplay between attendance and wider school improvement efforts
· Recognising improving attendance is a school leadership issue. 
· Ensuring all staff know the importance of good attendance.
· Ensuring attendance support and improvement is appropriately resourced.
· Setting high expectations for the attendance and punctuality of all pupils and communicate these regularly to pupils and parents through all available channels
· Demonstrating the benefits of good attendance throughout school life
· Recognising that irregular attendance is never ‘solved’ and is a continuous process.
· Recognising children missing education can act as a vital warning sign to a range of safeguarding issues.

School Policies
Blaenau Gwent encourages each school to have a clear school attendance policy which all leaders, staff, pupils, and parents understand. School policies should: 
· Include the attendance and punctuality expectations of pupils and parents, 
· Outline the name and contact details of the senior leader responsible for the strategic approach to attendance in school.
· Provide a detailed timetable of the school day for parents including times for morning and afternoon registration
· Share information and contact details of the school staff who pupils and parents should contact about attendance on a day to day basis
· Include the school’s day to day processes for managing attendance 
· Address how the school is promoting and incentivising good attendance
· Outline the school’s strategy for using data to target attendance improvement efforts to the pupils or pupil cohorts who need it most
· Outline the school’s strategy for reducing persistent and severe absence
· Include the point at which Fixed Penalty Notices for absence and other sanctions will be sought
· Ensure compliance with all statutory requirements.
· Ensure that clear information is regularly communicated to parents and pupils.
· Collect and make effective and constructive use of attendance data.
· Contain clear procedures to identify and follow up all absence and lateness.
· Recognise the importance of early intervention.
· Make provision for first day of absence contact.
· Monitor post-registration truancy through the taking of class registers and spot checks.
· Be alert to critical times (include reference to supporting attendance in all transition plans)
· Identify a range of strategies to deal with absenteeism / lateness.
· Develop attendance incentive schemes which recognise pupils’ attendance achievements.
· Consider the setting of targets for individuals, classes, year groups, etc.
· Establish procedures for identifying and reintegrating long-term absentees.
· Provide for regular structured meetings between school staff and the EWO.
· Follow the attendance pathway (appendix 1) before an appropriate referral is made to the EWS.
· Stress to parents the importance of continuity of learning, particularly in relation to family holidays during term-time (schools should grant leave for term-time holidays sparingly)
· Highlight how they use opportunities such as parents’ evenings and the school prospectus / brochure to remind parents of the school policy on attendance;
· Involve governors in the creation and updates of the school policy 
· Identify a key senior member of staff with overall responsibility for attendance.
· Ensure that good practice is identified and disseminated.
· Be regularly monitored and reviewed; and
· Take steps to create a culture which encourages attendance, addressing school-based causes of poor attendance such as bullying, racism, the curriculum, etc.
A model attendance policy can be found in appendix 3.
Each school will also be provided with an operational level agreement between the school and the EWS to ensure best practice. – appendix 4 
Whole school attendance improvement strategies 
Instil a staff mindset of high expectations around attendance.
· Establish a senior leadership team presence around school to support punctuality to school and each lesson.
· Make good attendance everyone's responsibility. 
· Work closely with parents.
· Involve the local community.
· Give pupils a purpose to be in school each day.
· Offer pupils the tools to come to school.
· Provide secure conditions for learning.
· Use your exciting curriculum and four purposes to entice pupils
· Anticipate family patterns.
· Appoint an attendance lead who’s passionate about high expectations.
· Include clear stages of action in your attendance policy.

Blaenau Gwent EWS also offer training and resources to schools to support and improve whole school attendance which can be requested via the EWO and these include - Whole school attendance improvement, Positive attendance workshops with Pupils, Coding information, Attendance pathway training, best practice etc.

Some pupils find it harder than others to attend school and therefore at all stages of improving attendance, schools and partners should work with pupils and parents to remove any barriers to attendance by building strong and trusting relationships and working together to put the right support in place.
Engagement is key to improving attendance.

Some key actions which can support positive attendance include the following:

• Building positive relationships when children first start school. Home visits provide the opportunity to meet parents in a more relaxed setting and to share information about the importance of good attendance. This also allows the school to have an
understanding of the individual context of children and families within the school.
• Providing clear guidance and information on attendance and the school’s expectations.
• Allowing parents to feedback their views on attendance and to be involved in co-constructing the policy and approaches that the school adopt.

Emotionally Based School Avoidance
Emotionally Based School Avoidance (EBSA) is a broad umbrella term used to describe a group of children and young people who have severe difficulty in attending school due to emotional factors, often resulting in prolonged absences from school. The impact of EBSA on young people is far reaching. Outcomes for young people who display EBSA include poor academic attainment, reduced social opportunities and limited employment opportunities (Garry 1996, Pellegrini 2007, and Taylor 2012). 
There are information booklets for schools, parents, children, and young people. This guidance can be found on Blaenau Gwent Website. 
Literature suggests that children experiencing EBSA, experience a range of ‘push’ and ‘Pull’ factors: ‘Push’ factors (i.e., those that push the child towards attending school or towards staying at home) • ‘Pull’ factors (i.e., those pull the child away from attending school or towards home). The literature indicates that EBSA is most likely to occur when the risks are greater than resilience and when the ‘pull’ factors that promote school avoidance overwhelm the ‘push’ factors that encourage school attendance.
	PUSH- TOWARDS ATTENDING SCHOOLS
e.g., academically capable, 
school dinner, 
friends
like certain subjects 
	PULL FACTORS- PULLING AWAY FROM SCHOOL (home factors) 
E.g., worried about parent.
Difficulties sleeping 
Parental illness 

	PULL FACTORS- AWAY FROM SCHOOL (School factors) 
Poor relationships with peers
Struggling with work
Disengaged from curriculum. 
Prolonged period of absence 
Noisy environment
Clashes with teachers 

	PUSH FACTORS – TOWARDS STAYING AT HOME 
Reduced anxieties about leaving the home.
Reduced anxieties about going to school.
Reduced pressure around academic work. 
Not having to complete homework.
Reduced peer pressure 



School plays a key role in the identification of children and young people who are currently experiencing, or at risk of, EBSA. It is important for schools to develop effective whole school systems to support young people, be vigilant to early indicators and employ a thorough assess, plan, do and review cycle placing the young person at the heart of the interventions. To break the cycle, schools should be looking to recognise the early warning signs: a change in attendance and/or punctuality, reduced engagement or negative talk about school, or a change in behaviour. It is important that this includes front line and support staff, as well as parents and families, as they are most likely to experience early signs before it reaches Head of Year/ALNCo /Headteacher etc. For schools with young people experiencing EBSA and struggling with attendance, it is the Headteacher’s decision whether to authorise absence or not.
 If a school decides to refer a student to the EWS where EBSA is an issue, the expectation would be that the school will have tried and exhausted an array of strategies to encourage and support the young person’s attendance, including those outlined in Blaenau Gwent documents as well as having exhausted supportive interventions from other professionals prior to the referral to the EWS. Following referral, the allocated worker from the EWS can then assess whether there is a focus of work for the team and provide further advice. 
Working with parents is essential to successful outcomes. While the focus is on the child, it is also important to remember that parents may need their own support and consideration should be made to support services. 
When undertaking direct work with children and families at risk of EBSA, areas which can be explored include the child’s:
•	educational history/ their early experiences at school
•	strengths, interests, and aspirations 
•	any potential changes or losses within the family or child’s life (You could ask them to draw a family tree/ genogram). 
•	Relationships with other children both in and out of school/ any adults within school
•	academic progress School should be aware if the child has identified ALN needs and should ask about these needs and the support in place. If there is no identified ALN school should ask if they have any concerns, or if the child has spoken about difficulties. 
•	the child’s views- what are their specific fears/worries, what is going well in school (e.g., teachers, lessons, friends) Behaviour and symptoms of anxiety When s/he is worried what does it look like? What do they say they are feeling?
•	Typical day – when they go to school and when they do not go to school 
•	How does their non-attendance impact on parents/ carers? And on other family members? 
•	Exceptions to the problem- Have there been times when s/he managed to get into school? What was different about those times? Previous attempts to address the problem What has been the most helpful thing that someone else has done in dealing with the problem so far? What has helped in the past when things have been difficult? What strategies have been most helpful so far in managing their anxiety?

Safeguarding and child protection

All schools and education settings have statutory duties to safeguard and promote the
wellbeing of learners. All staff members must be aware of and understand how to contact and raise concerns with the designated safeguarding person for the school. Absence from school is a potential safeguarding risk and tracking and monitoring attendance has a crucial safeguarding role. Absence can signal possible wellbeing issues or problems at home.

Keeping Learners Safe guidance states that:
• Education settings should use their attendance policy and practice to ensure they are in regular contact with parents if a child is absent from school without authorisation or if they have patterns of absence. The child’s attendance record at school could be an indicator of safeguarding concerns and an opportunity to identify and deal with abuse such as child exploitation.
• If a child is absent without notification, it could also be without the knowledge of their
parent or carer and could be an early sign that the child is missing from home or care. The education setting should ensure any absence is followed up quickly to ensure the child is safe and not missing from home or care.
• If the education setting identifies the child is missing from home or care they should
refer to the Wales Practice Guide ‘Safeguarding children who go missing from home or care’.

Schools should regularly review attendance data to identify and respond to children who are at risk. Schools should have first day absence reporting processes in place and processes for deciding whether welfare sightings are needed. These systems should ensure back-up staff are in place when key attendance staff are themselves absent.

Where a child is registered at a school and subsequently attends a setting such as EOTAS the original school should assume responsibility for checking the child’s attendance (at both settings) daily.

It is good practice for all staff to share information when necessary and lawful and to work closely with the designated safeguarding person and Education Welfare Officer (EWO) to ensure that support for vulnerable learners is timely and joined up. One of the specific circumstances in which data protection legislation allows the sharing of sensitive personal information without the consent of the child or parent is to safeguard children and protect them and others from harm. Staff should be trained to understand when information should be shared with other stakeholders and what information may be disclosed. 

Roles and Responsibilities

Parent / Carer Responsibilities
Parents are responsible in law for ensuring that their child / children attend the school at which they are registered, regularly, on time, properly dressed and in a fit condition to learn (parents are also responsible for ensuring that their children stay at school once they have registered).
Parents can do a great deal to support the regular and punctual attendance of their children, including:
· take an active interest in their child’s school life and work;
· attend parents’ evenings and other school events, if possible;
· ensure that their child completes his/her homework and goes to bed at an appropriate time;
· be aware of letters from school which their child brings home or alternative communications from the school;
· ensure that their child arrives at school on time each day;
· ensure that their child only misses school for reasons which are unavoidable or justified, such as illness or days of religious observance;
· always notify the school as soon as possible - preferably on the first morning - of any absence;
· confirm this in writing when the child returns to school;
· avoid booking family holidays during term-time.
· talk to the school if they are concerned that their child may be reluctant to attend.
· make all medical and dental appointments outside of school hours wherever possible.
If a child misses’ school without an explanation from the parents / carer, or if the school is not satisfied with the explanation, the absence will be recorded as ‘unauthorised’, that is, truancy.
Although parents / carers may provide a reason for the absence, it is the school that decides whether the absence is recorded as authorised or unauthorised.
If parents / carers think there may be a reason why their child does not want to go to school, they should speak to their child’s class teacher for help and support in the first instance.
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School and Governing Bodies Responsibilities
All schools are expected to develop processes that meet the needs of their pupils and contexts that include arrangements to:
· Develop and maintain a whole school attendance policy.
· Ensure that all staff are aware of the registration procedures, registration regulations and education law relating to school attendance.
· Complete school registers at the start of the morning session and afternoon session*
· Stress to parents and carers the importance of contacting the school as early as possible on the first day of absence.
· Promote positive staff attitudes to pupils returning after absence.
· Ensure regular evaluation of attendance by the Governing Body
· Work towards ensuring all pupils are supported and valued and so want to attend school.
· Proactively manage lateness. 
· Encourage parents to contact the school when their child is absent to explain the reason. 
· Identify any absences that are not explained for each session and contact parents. 
· Develop positive relationships with parents / carers and external agencies working with the family/ pupil.
· Monitor and evaluate the early intervention strategies adopted by the school.
· Where reasonably possible, hold more than one emergency contact number for each pupil.
· Regularly inform parents about their child’s attendance and absence levels
· Hold regular meetings with the parents of pupils who the school (and/or local authority) consider to be vulnerable. 
· Identify pupils who need support from wider partners and agencies. 
· Make the necessary statutory data returns to the local authority. 
· Support pupils back into school following a lengthy or unavoidable period of absence.
· Support the EWS audit when requested. 
Schools should identify a designated member of staff for attendance matters, including monitoring registers, liaise with teaching staff, meet with the local authority officer on a regular basis, refer to other appropriate agencies, refer to school nurse in regards to the validity of an illness, oversee the use of standardised letters to parents addressing specific aspects of attendance, arrange for attendance meetings in the case of repeated, unexplained absences, ensure the EWO’s role is known and understood in school, and ensure all staff are aware that attendance is the responsibility of all staff.
Schools also have a safeguarding duty, under section 175 Education Act 2002, to investigate any unexplained absences.
* Schools are required under the Education (Pupil Registration) (Wales) Regulations 2010 to take an attendance register twice a day: at the start of the morning session and once during the afternoon session. The accuracy of the register is important to support any statutory interventions that may be required. It should be noted that it is a legal offence not to maintain accurate registers.
Attendance Pathway
In addressing patterns of poor attendance, schools are responsible for closely following the graduated and escalated response as duly outlined within the Blaenau Gwent ‘Attendance Pathway’ document. The key elements are noted below:
· Schools to contact home on the first, second and third morning of absence (when no explanation is received).
· If no contact on the third day of absence then the EWO can do a welfare check providing school have exhausted all avenues.
· Initial attendance concerns, school to send out Letter 1.
· If no improvement, school to send out Letter 2.
· If no improvement, school to arrange AIM 1 (Attendance Improvement Meeting).
· If no improvement, school to arrange AIM 2.

EWO’s will support the school with their attendance at AIM’s when able to do so.
If an attendance matter cannot be resolved by the school and the appropriate steps have been followed, then a referral will be made to Blaenau Gwent Education Welfare Service for further investigation – EducationWelfareService@Blaenau-Gwent.gov.uk
Local Authority Responsibilities - Education Welfare Service (EWS)
The role of an Education Welfare Officer (EWO) is to address any issues or difficulties that might prevent regular attendance. They will explore the reasons behind school absence, offer information and guidance, undertake planned interventions, advise families about specialist support services and support referrals to appropriate services when required. 
The EWS provides support to schools, pupils, and parents to ensure regular attendance and address problems relating to absenteeism. EWO’s identify barriers to accessing education and supporting strategies to encourage positive outcomes. If school attendance has not improved following EWO involvement, there is an expectation that legal action will be explored.
There is an expectation that all pupils, regardless of their individual circumstances or needs, can secure their entitlement to high quality learning, teaching and support.   Regular attendance is therefore critical if all our pupils are to be successful and benefit from the opportunities and support provided. Regular attendance and punctuality are essential to allow children to achieve their full potential during term time at school. Regular attendance also ensures that children are safe and lessens the opportunities to become involved in truanting and associated anti-social activities.
EWS case work is managed via a referral system, with threshold criteria set below 85% - the LA’s attendance pathway, FPN Code of Conduct & referral system are updated and shared each term by link EWO’s, all of which are informed by up to date WG guidance, research and are available via Hwb / SharePoint links.
EWS encourages collaborative working between schools, agencies, and pupils to support best outcomes. Agencies and support available include: School Nurse, Youth Service, Families First, CAMHS, Pastoral Support Plans (PSP’s) and Youth Offending Service
[bookmark: _Hlk111120538]Penalty Notices
Regular and punctual attendance of pupils at school and alternative provisions is both a legal requirement and essential for pupils to maximise the educational opportunities available to them. In law, an offence occurs if a parent / carer fails to secure their child’s regular attendance at school / alternative provision and that absence is not authorised by the school. The Welsh Government (WG) Education (Penalty Notice) (Wales) Regulations 2013 states that Local Authorities (LAs) are required by law to adhere to the Education Act 1996 section 444 to include Penalty Charge Notices as one of the interventions to promote better school attendance.
If a pupil has 
· a minimum of 10 sessions (five school days) that have been lost due to unauthorised absences during the current term and this brings the overall pupil’s attendance to below 90% in the school year (these absences do not have to be consecutive)
· unauthorised absences of at least 10 sessions (5 school days) due to holidays in term-time if the absences take a pupil’s overall school attendance to below 90% in the school year to date (these absences do not have to be consecutive), or 
· persistent late arrival at school i.e. after the register has closed at least 10 sessions of late arrival (U code) within a term; these do not need to be consecutive but should bring a pupil’s overall school attendance to under 90% in the school year to date.

· A penalty notice is £60 if paid within 28 days of receipt of the notice;

· This rises to £120 if paid after 28 days but within 42 days of receipt;

· If the penalty is not paid in full by the end of the 42-days, the local authority must either prosecute for the offence or withdraw the notice.

The prosecution proceedings will be for the offence of failing to secure the child’s regular attendance at school and not for non-payment of the penalty fine. The prosecution will be brought under section 444 of the Education Act 1996. Withdrawal of the notice can only take place in limited circumstances as set out in the Code of Conduct.

Regular attendance and punctuality are essential to allow children to achieve their full potential during term time at school. Regular attendance also ensures that children are safe and lessens the opportunities to become involved in truanting and associated anti-social activities.
For further information on Penalty Charge Notices please refer to the Code of Conduct.
It is important to note that if there are no valid reasons for non - attendance then there are a range of legal measures that may be implemented by the LA; these can include the issue of FPN’s, Education Prosecutions, Education Supervision Orders and School Attendance orders.
The Local Authority can apply for an Education Supervision Order under section 36 Children’s Act 1989 if it believes a child of compulsory school age is not being properly educated. This can include irregular attendance at school.

Data Analysis
The school and Local Authority should regularly analyse attendance and absence data to identify pupils or cohorts that require support with their attendance and put effective strategies in place.
The key to this is regular data analysis to both identify and provide immediate additional support to pupils or pupil cohorts that need it, and to look at historic and emerging patterns across the school and develop strategies to address them. 
This can include:
· The monitoring and analysis of weekly attendance patterns and trends and deliver intervention and support. 
· Looking further into patterns of attendance within a session to ensure all pupils are attending all timetabled lessons. 
· Using this analysis to provide regular attendance reports to class teachers or tutors. 
· Identifying the pupils who need support and focus staff efforts on developing targeted actions for those pupils. 
· Conducting thorough analysis of half-termly, termly, and full year data to identify patterns and trends. 
· Benchmarking attendance data. 
· Devising specific strategies to address areas of poor attendance identified through data. 
· Monitor the data to evaluate the impact of whole school and bespoke attendance efforts.
· Provide data and reports to support the work of the governing body.
Reduced hours, flexi-schooling, study leave and blended learning.
Reduced hours or part-time timetables, as part of a pastoral plan, can help learners reintegrate into a school after a long absence or be a means of preventing greater absence, they have the overall effect of reducing time in school for learners with a possible negative impact on their progress and wellbeing.
Such arrangements should generally be a short-term measure, with the intention of returning to full-time education as soon as feasible. They should never be used as a means of managing behavioural issues. All learners are entitled to a full-time education and access to the curriculum. In addition, schools are required to deliver the curriculum, other than where exceptions apply.
Reduced hours arrangements should be recorded in a plan as a formal arrangement between the parents, the child, and the school, for example as part of a reintegration plan following exclusion (see Exclusions from schools and PRUs section 6.7), or a managed move arrangement (see Effective managed moves - appendices include forms MM1 and MM2), or as part of a Pastoral Support Programme (PSP) or Behaviour Support Plan (BSP).
When considering placing a learner on a reduced timetable, the school should:
• evaluate the support already implemented and have a clear rationale for the proposed arrangements, such as EOTAS or blended learning provision, considering the needs of the learner
• consider the need for any additional interventions such as external behaviour support or family support.
Once it has been agreed a child had a reduced timetable, the school should:
• set out the new arrangements in a written agreement such as a Pastoral Support Plan signed by all parties and supplemented by supporting evidence from professionals such as CAMHS, health consultants or educational psychologist
• provide a detailed written action plan to education. and their parent, or young person with a named person responsible, clear objectives, targets and review dates and a time frame for expected return to full-time education
• liaise throughout with the parents or carers, gain parental approval and written permission,
• liaise throughout with the local authority, and all relevant agencies, and provide them and the EWS with a copy of the Pastoral Support Plan
• risk assess the safeguarding implications of the learner being out of school and arrange that the pupil is sighted virtually by a professional regularly if face to face attendance is not possible
• review the arrangements regularly
• maintain a formal record of all learners on reduced timetables, including the date implemented and review dates.
Where a reduced timetable has been agreed by all parties, the offer of provision may also include distance or blended learning through the school’s online platforms to ensure continuity of learning. Schools should not use code B (approved educational activity that counts as present) when a pupil is studying at home as part of an agreed reduced hours or part-time timetable arrangement. When not in school, learners are unsupervised, and the arrangement does not meet the legal definition of approved educational activity. The authorised absence registration code C should be used when a pupil has been placed on an agreed reduced hours, part-time timetable.
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Guidance on School Attendance Codes

Introduction
Purpose of this document

The Welsh Assembly Government launched “Behaving and Attending: the Action
Plan for Responding to the Behaviour and Attendance Review” on 30 March 2009.

A key action in it was: “To produce an All-Wales Attendance Framework which would
include revising current school attendance codes and producing guidance”.

In response to this, Welsh Assembly Government officials have met with partners in
schools and local authorities to:

i)  consider the deficiencies in the current set of codes and guidance notes;
i) produce a revised and comprehensive list of codes; and
i) produce accompanying guidance on the codes.

This document sets out the list of revised codes for use in all schools in Wales.
The need for the revision of the present coding system

Our intention for introducing the new codes is to facilitate their consistent use in the
recording of attendance information across Wales. We have worked with school
software suppliers to facilitate the hard coding of the codes into school software
packages used to record attendance. This will support a more consistent approach
to collecting school attendance data across Wales. It will also allow greater potential
for exploring further the reasons why pupils are absent, improving the safeguarding
and tracking of pupils and in turn putting in place strategies to deal effectively with
specific problems.

Overview of the changes: Impact on school attendance figures

The majority of the changes represent a more detailed split of the current codes and
therefore do not affect the overall classification of attendance as present or
authorised/unauthorised absence. However there are a small number of more
significant changes which may affect a school’s overall attendance figures. The main
changes are:

e A new 5" statistical category of ‘not required to attend’ to be used for a
small number of specific infrequent circumstances. This category covers
absence due to the patrtial closure of a school e.g. where some of the
pupils cannot attend due to bad weather. They should no longer be
recorded as an authorised absence.

e Where Traveller children are registered at more than one school and are
present at one of those schools, the other school (s) at which they are
registered can record them as receiving approved educational activity.
They should no longer be recorded as an authorised absence.





A young offender may now only be deleted from the register where his or
her period of custody is for at least four months and where the school has
reasonable grounds for believing that the pupil will not be returning to
school at the end of that period. He or she will be recorded as an
authorised absence until his or her name is deleted from the register. If an
alternative approved educational activity is provided during the period of
custody, the school may record the pupil as receiving approved
educational activity. Previously, a pupil’s name could be deleted from the
register if he or she had been absent for 4 weeks and had been detained
by court order.





Section 1: Legislative changes — new regulations

Some of the changes to the codes and guidance have required the introduction of
new Pupil Registration Regulations. The main changes to the Regulations are as

follows:

1.

Schools would be required to put pupils on the admissions register on the
first day that they expect the pupil to attend from previous agreement or
notification and not when they actually first attend.

If a pupil is prevented from attending school due to exceptional
circumstances, such as the whole or partial closure of the school site or
where transport normally provided for that pupil by the school or the local
authority is unavailable, the pupil may be marked in the attendance
register as ‘not required to attend’. This will be marked under the new
code Y. Previously he or she would have been marked as authorised
absence.

As previously, if a pupil is dually registered at more than one school, for
any particular school session at which he/she is due to attend one school,
the other school may mark him/her in the attendance register as attending
an approved educational activity. This has now been extended to apply to
Traveller children who are known to be attending another school at which
they are registered. Such Traveller children absence will now be recorded
under the D code. Previously, it was recorded as an authorised absence
under the C code.

Where a pupil is dually registered at more than one school (including
Pupil Referral Units) and he/she stops attending one of the schools,
his/her name may only be deleted from the admissions register of that
school when the other school or schools at which the pupil is registered
has agreed to the deletion. This does not apply where the pupil has died,
been permanently excluded or is of no fixed abode.

If a pupil does not return to school following a leave of absence, the school
and the local authority would in future be required to ascertain where that
pupil is. If both the school and the local authority fail, after reasonable
enquiry, to ascertain where the pupil is, and the failure to return to school
exceeds 10 days, the school may delete the pupil’s name from the
admissions register. Previously, there was no requirement to try and
ascertain where the pupil was.

A school may delete a pupil’'s name from the admissions register on the
ground that the pupil has an unauthorised absence of at least 20 school
days; and the school has no reason to believe that the pupil cannot attend
due to sickness or other unavoidable cause and both the school and the
local authority have failed after reasonable enquiry to ascertain where the
pupil is. Previously the period of unauthorised absence was for four weeks
rather than 20 school days and there was no requirement that the school
had no reason to believe that the pupil could not attend due to sickness or
unavoidable cause.





7.

If a pupil has been detained under an court order of custody lasting at
least 4 months and the school does not have reasonable grounds to
believe that the pupil will return at the end of that period, the school can
delete the name of the pupil from the register. Previously, a pupil‘'s name
could be deleted from the register if he or she had been absent for

4 weeks and had been detained by court order.

The requirement that schools inform their local authority when a pupil’s
name is deleted has been extended. The school must inform the local
authority as soon as the grounds for deletion are met and before deleting
the pupil’s name. As well as the previous requirement where parents elect
to educate their own children, the requirement now applies to deletions
where a pupil has:

e ceased to attend the school and no longer lives at a reasonable
distance from the school. This does not apply to pupils who are
boarders;

e been certified by the school medical officer as unlikely to be in a fit
state of health to attend school before ceasing to be of compulsory
school age, and neither he nor his parent has indicated to the
school that he intends to continue with his education beyond the
compulsory school age;

e been detained in custody for not less than four months, and the
school has reasonable grounds to believe that the pupil will not
return to the school following his detention; or

e has been permanently excluded from the school.

Where a school register is kept on computer, the school must ensure that
it produces a back-up copy of the register, either electronically or on micro-
fiche or in print at least once a month. Previously, the back-up copy had to
be in printed format.





Section 2: New Guidance on the Attendance Codes

Introduction

This guidance provides assistance to schools (including independent schools) and
LAs in the use of codes to record pupil attendance and absence in schools. It relates
to attendance at statutory morning and afternoon registration sessions and replaces
the technical completion notes for schools which support the primary and secondary
school attendance return.

Schools are required to be open to pupils for 190 days in an academic year or
380 sessions by the Education (School Day and School Year) (Wales) (Amendment)
Regulations 2006.

The guidance may be used in conjunction with systems to record attendance in
“lesson by lesson” systems but schools may find that they need to record other
reasons in this type of system. However, where such systems are used and the first
lesson in the morning or any session in the afternoon is used to substitute for the
morning and afternoon registration, then the codes in this guidance note must be
used for those sessions.

The guidance should be used in conjunction with the new regulations to be
introduced in 2010, which will be available at www.statutelaw.gov.uk.

The Welsh Assembly Government believes that these codes are best used within
electronic systems for recording attendance and absence of pupils. Such electronic
systems are capable of producing the data necessary for absence returns to the
Assembly Government without time consuming counting up of possible attendances
and actual absences.

The use of fixed codes will assist schools, local authorities and

Assembly Government in monitoring not only whether pupils are absent with or
without the permission of the school, but why pupils are absent from school. They
can use this information to formulate interventions to address deteriorating
attendance, poor attendance, persistent absence and other issues that the data
reveals.

Further Guidance

Further guidance on all issues to do with school attendance can be found on the
Assembly Government website at:

http://new.wales.gov.uk/topics/educationandskills/policy strategy and planni
ng/schools/339214-wag/inclusionpupilsupportquidance/section3/?lang=en

http://new.wales.gov.uk/topics/educationandskills/policy strategy and planni
ng/schools/339214-wag/inclusionpupilsupportquidance/section4/?lang=en




http://www.statutelaw.gov.uk/

http://new.wales.gov.uk/topics/educationandskills/policy_strategy_and_planning/schools/339214-wag/inclusionpupilsupportguidance/section3/?lang=en

http://new.wales.gov.uk/topics/educationandskills/policy_strategy_and_planning/schools/339214-wag/inclusionpupilsupportguidance/section3/?lang=en

http://new.wales.gov.uk/topics/educationandskills/policy_strategy_and_planning/schools/339214-wag/inclusionpupilsupportguidance/section4/?lang=en

http://new.wales.gov.uk/topics/educationandskills/policy_strategy_and_planning/schools/339214-wag/inclusionpupilsupportguidance/section4/?lang=en



Key to New Attendance Codes

The recommended codes are grouped under the following 5 statistical categories:

Code
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e present;

e approved educational activity (treated as present);

e authorised absence;
e unauthorised absence;

e not required to attend.

Meaning
Present at registration
Late but arrived before the register closed

Educated off-site (not dual registration)

Dual registered (ie present at another school

or at a PRU)

Approved sporting activity
Educational visit or trip
Interview

Work experience (not work based training)

Other authorised circumstances (not covered

by another appropriate code/description)
Agreed extended family holiday

Agreed family holiday

lliness

Medical or dental appointment

Study leave

Excluded but no alternative provision made

Day set aside exclusively for religious
observance

Traveller absence
No reason for the absence provided yet

Other unauthorised (not covered by other
codes or descriptions)

Family holiday (not agreed or sessions in
excess of agreement)

Statistical category

present

present

approved educational activity

approved educational activity

approved educational activity
approved educational activity
approved educational activity
approved educational activity

authorised absence

authorised absence
authorised absence
authorised absence
authorised absence
authorised absence
authorised absence

authorised absence

authorised absence
unauthorised absence

unauthorised absence

unauthorised absence





Code Meaning

U

X

Late and arrived after the register closed

Untimetabled sessions for non-compulsory
school-age pupils

Partial and forced closure
Pupil not on roll yet

School closed to all pupils

Statistical category

unauthorised absence

not required to attend

not required to attend
not required to attend

not required to attend





Statistical Category: Present

Registration Code: N\

Brief Description Present
/=am
\=pm
Statistical Meaning Present
Legal Meaning Present
Physical Meaning In for whole session
Use Present in school during registration

Additional useful information:

e Pupils should not be marked present if they were not in school during
registration. Activities outside the school day should not be recorded as
present at registration for a session during the school day. This would
erroneously make it appear that the pupil attended lessons during that
session which could have unwanted consequences.

e Pupils who are present at facilities or provision in school other than
mainstream lessons, such as learning support units and so-called “internal
exclusion”, are recorded in the same way as other pupils, i.e. schools
should use the normal codes for present if the pupils are present at
registration and the appropriate code for absence if they are absent.

e If a pupil were to leave the school premises after registration they would
still be counted as present for statistical purposes.

e The afternoon registration must take place at the start or during the
session, not at the end of the previous session or during the break
between sessions.

e For health and safety and safeguarding reasons, schools need to be
aware of where pupils are, particularly those leaving or arriving on the
premises during a session. This might be achieved through a paper
system in the school office, such as requiring pupils to sign in and out as
they come and go, to record that a pupil has left the school premises
during the session. Systems such as “lesson monitoring” can also help
schools identify pupils who are missing from lessons.

e Schools may wish to have additional codes in their “lesson monitoring”
systems to record where pupils are when they are not in mainstream
lessons. This is acceptable but these additional codes cannot be fed in to
the school Census system. If the first lesson in the morning or any session
in the afternoon is used to substitute for the morning and afternoon
registration, then the codes in this guidance note must be used for those
sessions.





The Assembly Government advises schools should close the register to
pupils 30 minutes after the register was taken. It also advises schools
against leaving the register open for the whole session. (See Code L and
Code V)

Under the School Day and School Year Regulations, schools can set
different session times for different pupils such as during public
examinations and setting different lesson times for pupils in internal
exclusions units or shared exclusions units. However they must have
regard to Welsh Assembly Government advice on the minimum taught
time for pupils and the regulatory requirement to offer 380 sessions to all

pupils.

Where schools set different session times, they should close the register
30 minutes after the register was taken for that group of pupils. For
example if the main school day started at 8.30am but the internal
exclusion unit (or shared exclusion unit) started at 9.30am:

> the register for the main school should close at 9.00am; and
» the register for the exclusion unit will close at 10.00am.

(See Code L and Code U)

For safeguarding and educational reasons, schools must follow up
all unexplained and unexpected absence in a timely manner, such as
through “First Day Calling” procedures.





Registration Code: L

Brief Description Late (before registers closed)

Statistical Meaning | Present

Legal Meaning Present

Physical Meaning Late for session

Use Schools should actively discourage late arrival and be alert
to patterns of late arrival, which could provide grounds for
prosecution. Schools should have a policy on how long
registers should be kept open.

In circumstances such as bad weather or public transport
difficulties, schools may keep the register open for a longer
period.

Additional useful information

Many schools/LAs have asked if schools could have an agreed time for the close of
registration. This is not possible due to the individual needs of each school.

The Assembly Government advises that schools should close the register to pupils
30 minutes after the start of the session. It also advises schools against leaving the
register open for the whole session. (See Code L and Code U)

Under the School Day and School Year regulations, schools can set different
session times for different pupils such as during public examinations and setting
different lesson times for pupils in exclusions units. However they must have regard
to the Assembly Government advice on the minimum taught time for pupils and the
requirement to offer 380 sessions.

Where schools set different session times, they should close the register 30 minutes

after the register was taken for that group of pupils. For example if the main school
day started at 8.30am but the exclusion unit started at 9.30am:

e the register for the main school should close at 9.00am; and

e the register for the exclusion unit will close at 10.00am.
(See also Code U)
e For safeguarding and educational reasons, schools must follow up

all unexplained and unexpected absence in a timely manner, such as
through “First Day Calling” procedures.
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Statistical Category: Approved Educational Activity

Registration Code: B

Brief Description | Educated off site (NOT Dual registration)

Statistical Meaning | Approved Educational Activity

Legal Meaning Attending approved educational activity

Physical Meaning | Out for whole session

Use Where a registered pupil on roll is currently being educated
off-site at a supervised activity approved by the school.

Additional useful information

This code can be used for all pupils, including Travellers’ children, who are present
at educational provision which is not in the school.

Examples of when this code would be used are:

e attending taster days at other schools;

e pupils attending another school as ‘guest pupils’ (note a pupil who attends
another school as part of a regular pattern must be dual registered — see
Code D);

e pupils attending vocational courses at college;

e pupils attending alternative provision arranged and or agreed by the
school; and

e pupils undertaking work experience as part of an alternative curriculum or
alternative provision (pupils undertaking work experience under
section 560 of the Education Act 1996 should be recorded under Code W).

For educational and safeguarding reasons, schools should ensure that they have in
place arrangements whereby the provider of the alternative activity provided “off site”
can notify the school of any absences by individual pupils so that the school can
record the pupil absence using the relevant absence code.

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded.
This code must not be used when pupils are attending alternative provision on the
school’s premises.

Schools should not use this code if a pupil has an agreed part-time timetable as part
of reintegration or transition. The school are authorising the absence for the sessions
that the pupil is not required to be in school and the pupil should be recorded as
Code C for those sessions. Whilst part-time timetables are a useful technique to help
pupils adapt or re-adapt to the school setting, they have the effect of reducing the

11





sessions on offer to those pupils to under the minimum 380 sessions. Such
timetables should be a short term measure.

Schools should not use this code to record study leave. Study leave is unsupervised
time away from school for pupils to prepare for their public examinations and many
pupils treat such time as extra holidays and do no study. As a result, study leave
does not meet the legal definition of approved educational activity.

Schools should not use this code to record pupil review days if pupils are simply
sent home with homework and private study. Like study leave it is unsupervised and
usually treated as an extra holiday by pupils. It therefore would not meet the legal
definition of approved educational activity. The code can be used where schools
arranged supervised, off-site educational activities to replace the normal lessons
whilst review interviews are held.
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Registration Code: D

Brief Description Dual registration (i.e. pupil attending other establishment)

Statistical Meaning | Approved Educational Activity

Legal Meaning Attending approved educational activity

Physical Meaning Out for whole session

Use The law allows for dual registration of pupils at more than
one school. Where a pupil is dually registered at institution X
and Y, institution X marks the pupil approved educational
activity while they are attending institution Y and vice-versa.
Both institutions share responsibility for the child. Failure to
attend either institution at the proper time without good
reason is unauthorised absence.

Additional useful information

This code is to be used when a pupil is dually registered at two schools and, for the
session in question, they are not required to attend your school.

The school where the child is expected to attend is responsible for accurately
recording the pupil’s attendance and chasing up non-attendance.

Pupils who are dually registered at two schools should be registered as such in both
schools’ information management systems (MIS) under “pupil enrolment status”. For
example - a student who is on roll at school A but attending school B (which could be
the PRU or a special school).

e School A - record M (Main — dual registration)

e School B —record S (Subsidiary — dual registration)
This code can be used for Traveller children when it is known that:

e they are attending another school; and

e are dually registered at both schools.
It should NOT be used unless these two conditions are met.

Schools should ensure that they have in place arrangements whereby the
school where the pupil is scheduled to be can notify the “other” school of any
absences by individual pupils so that both schools can record the pupil
absence using the relevant absence code. For safeguarding and educational
reasons, one of the schools must follow up all unexplained and unexpected
absence in atimely manner, such as through “First Day Calling” procedures.

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded.
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Registration Code: P

Brief Description Approved sporting activity

Statistical Meaning | Approved Educational Activity

Legal Meaning Attending approved educational activity

Physical Meaning Out for whole session

Use The pupil is participating in or attending an approved sporting
activity.

Additional useful information

The activity must be supervised by a person authorised on that behalf by the
Head Teacher of the school.

The pupil must be taking part in the activity. Spectating at events such as following
the local football club and sporting victory parades must not be treated as approved
educational activity.

If schools have concerns about the appropriateness of an activity they can seek
advice from the sports’ national governing body. However, the final decision rests
with the school and they should take the effect on the pupil’s general education into
account.

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded.
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Registration Code: V

Brief Description

Educational visit or trip

Statistical Meaning

Approved Educational Activity

Legal Meaning

Attending approved educational activity

Physical Meaning

Out for whole session

Use

School organised trips and visits, including residential trips.
Can also be used for other trips of a strictly educational
nature, which are arranged by other organisations, provided
they are supervised.

Additional useful information

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded.
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Registration Code: J

Brief Description Interview

Statistical Meaning | Approved Educational Activity

Legal Meaning Attending approved educational activity

Physical Meaning Out for whole session

Use Interviews with prospective employers, or another
educational establishment.

Additional useful information:

This code should be used to record time spent in interviews with prospective
employers or for a place at a further or higher education establishment (Yr 11 only).
It should not be used for interviews for other employment.

The school should be satisfied that the interview is linked to future education or
employment prospects, and the school staff should normally ask for advance notice
and proof of the appointment.

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded.
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Registration Code: W

Brief Description Work experience

Statistical Meaning | Approved Educational Activity

Legal Meaning Attending approved educational activity

Physical Meaning Out for whole session

Use Work experience under section 560 of the Education
Act 1996.

Schools must ensure that they check on the attendance of
the pupil at the work experience placement and mark the
register accordingly.

Additional useful information

Work experience is for pupils in the last two years of compulsory schooling. A child
shall be taken to be in his/her last year of compulsory schooling from the beginning
of the term at his/her school which precedes the beginning of the school year in
which he/she would cease to be of compulsory school age.

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded.

Work experience undertaken as part of an alternative curriculum or alternative

provision should not be recorded using this code. Such work experience is
legitimate education “off site” and should be recorded using Code B.
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Statistical Category: Authorised Absence

Registration Code: C

Brief Description Other authorised circumstances (not covered by another
appropriate code/description)

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Special occasions at the discretion of the school

Additional useful information
(These examples are illustrative and not meant to be exhaustive.)

Only exceptional occasions warrant leave of absence. Schools should consider each
request individually taking the following into account:

e the nature of the event for which leave is sought;

e its frequency (is it a one-off, or likely to become a regular occurrence?);

e whether the parent gave advance notice; and

e the pupil’'s overall attendance pattern.

Examples might include special occasions such as attending the wedding of a family
member, family bereavement, prison visits.

Public Performances

e Where a pupil is absent because they are taking part in a public
performance, it is still the school which decides whether to authorise the
absence, even if the pupil is being employed under a licence issued by a
local authority.

Young Carers

e In a genuine crisis a school can approve absence for a child to care for a
relative until other arrangements can be made. The school should set a
time limit for the absence and set some school work so the pupil does not
fall behind while at home.

Birth of a Child
e Support should be directed to keeping the pupil in school wherever

possible, and to return her to full-time education as soon as possible after
the birth.
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e A pupil who becomes pregnant should be allowed no more than18 weeks
authorised absence to cover the time immediately before and after the

birth of the child. After that time, any absence should be treated as
unauthorised.

At the request of the school

A pupil has been placed on an agreed part-time timetable e.g. as part of a staggered
intake or reintegration package.
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Registration Code: F

Brief Description Extended Family Holiday (agreed)

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Parents should not normally take pupils on holiday in term
time. They must apply for leave in advance of taking it. Each
request for holiday absence should be considered
individually taking account of: the age of the child; the time of
year proposed for the trip; its nature and parental wishes; the
overall attendance pattern of the pupil; the child's stage of
education and progress. Schools should invite parents to
discuss any proposed holiday in term time.

Schools can only agree to absence for a family holiday if they
believe there are special circumstances which warrant it.
They can only agree to absence of more than 10 school days
in a school year if they believe there are exceptional
circumstances.

Pupils who fail to return to school within 10 days of the end of
extended leave of absence may be deleted if both the school
and LA fail to locate them and they do not have good reason

to be absent.

Additional useful information:

This category is for the whole of an extended holiday where the head teacher has
agreed there are exceptional circumstances.

A pupil who takes 10 days holiday (whether authorised or not) in an academic year
will only attain 94.7% attendance (for primary schools). A pupil who takes 10 days
holiday during the period of September — May (the annual Assembly Government
absence survey time period) will only attain 93.8% (for secondary schools).

If a school agrees absence and the pupil goes on holiday for 10 days or fewer,
absence is authorised (use Code H).

If the parents do not apply for the leave of absence in advance of taking it the pupil
must be recorded as unauthorised absence using Code G.

If a school does not agree absence and the pupil goes on holiday, absence is

unauthorised (Code G). If parents keep a child away for longer than was agreed, any
extra time is recorded as unauthorised (Code G).
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If the school considers that there are exceptional circumstances why the pupil should
be granted approval for a holiday of more than 10 days, this approval can be given
and the absence would be authorised and recorded under Code F. Examples

include:
e parent working abroad for a fixed, medium term period; and

e returning to country of origin.
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Registration Code: H

Brief Description Family Holiday (agreed)

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Parents should not normally take pupils on holidays in

term time and parents must apply for the leave in advance of
taking it. Each request for holiday absence should be
considered individually, taking account of: the age of the
child; the time of year proposed for the trip; its nature and
parental wishes; the overall attendance pattern of the pupil;
the child's stage of education and progress; and whether
circumstances warrant it. Schools should invite parents to
discuss any proposed holiday in term time.

Schools can only agree to absence for a family holiday if they
believe there are special circumstances which warrant it.
They can only agree to absence of more than 10 school days
in a school year if they believe there are exceptional
circumstances.

Additional useful information

A pupil who is authorised to take 10 days holiday during one whole academic year
will only attain 94.7% attendance (for primary schools). A pupil who is authorised to
take 10 days holiday during the period of September — May (the annual

Assembly Government absence survey time period) will only attain 93.8% for
secondary schools.

If a school agrees absence and the pupil goes on holiday for 10 days or less,
absence is authorised (use Code H).

If the parents do not apply for the leave of absence in advance of taking it the pupil
must be recorded as unauthorised absence using Code G, as schools cannot
approve family holidays retrospectively.

If a school does not agree absence and the pupil goes on holiday, absence is
unauthorised (Code G). If parents keep a child away for longer than was agreed, any
extra time is recorded as unauthorised (Code G).

If the school considers that there are exceptional circumstances why the pupil should

be granted approval for a holiday of more than 10 days, this approval can be given
and the absence would be authorised and recorded under Code F.
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Registration Code: |

Brief Description lliness (NOT medical or dental etc. appointments)

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Missing registration through illness is an authorised absence.
If a pupil is present for registration but returns home because
of illness, no absence need be recorded for that session.
Schools should keep a record of pupils leaving or returning to
site in case of an emergency.

If the authenticity of iliness is in doubt, schools can record
the absence as unauthorised absence (Code O) but should
advise parents of the school’s intention. Schools can request
parents to provide medical evidence to support absence on
the grounds of iliness.

A pupil receiving medical treatment on site should be marked
‘present’.

Additional useful information

This code is to be used when parents phone to say that their child is ill. Parents
should always be advised to notify the school as soon as possible when a child is ill.
It could also be used when parents send a letter after the period of illness to explain
the child’s absence.

Absence at registration due to a medical, dental or hospital appointment
should be recorded using Code M.

While schools can request medical evidence to support absence on the grounds of
illness, schools are advised not to request medical certificates unnecessarily
(particularly retrospective certificates), especially if the illness was not treated by a
doctor at the time. Unnecessary requests will block GP’s appointments which, in
turn, could delay treatment of others and doctors report that it is difficult to provide
retrospective evidence, particularly if they did not treat the pupil. Medical evidence
can take the form of sight of prescriptions, appointments cards, etc. rather than
Doctors’ Notes.
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Registration Code: M

Brief Description Medical/Dental appointments

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Missing registration for a medical or dental appointment is
authorised absence.

Parents and pupils should be encouraged to make
appointments out of school hours. Sight of an appointment
card is advisable if a pupil is an irregular attender.

If a pupil is present for registration but has a medical
appointment later, no absence need be recorded for that
session. Schools should keep a record of pupils leaving or
returning to site in case of an emergency.

A pupil receiving medical treatment on site should be marked
‘present’.

Additional useful information

For Health and Safety reasons a system must be in place to record that a pupil has
either arrived at school or left the premises during the session. Medical appointments
include:

e attendance at a GP’s surgery;

e attendance at a dentist’s surgery; and

e hospital appointments (not a stay in hospital, for which Code | should be
used).
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Registration Code: S

Brief Description Study leave

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Study leave should be used sparingly and only for Year 11
pupils during mock and public examinations.

Additional useful information

Many schools are electing to seek alternatives to study leave as there is evidence
that a high proportion of students do not have the skills, or are not inclined, to make
the best use of large amounts of unsupervised and unstructured revision time.

The Welsh Joint Educational Committee website has study tips for students
undergoing exams on http://www.wjec.co.uk/index.php?nav=91.

Approved Educational Activity must be supervised by someone approved by the
school. It must also take place during the session for which the mark is recorded. As
study leave is unsupervised and schools cannot assume that it took place during the
school session it does not meet these regulatory requirements.

Schools should bear in mind that any session given to pupils as study leave has a
statistical meaning of authorised absence and should be recorded and reported on
by the school as such.

When calculating the use of study leave, and therefore authorised absence, schools
must bear in mind that pupils cannot leave school until the last Friday in June.

Pupils who are present at examinations should not be marked using this code.
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Registration Code: E

Brief Description Excluded (No alternative provision made)

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use A pupil who is excluded for a fixed period remains on the
school roll but cannot attend the school. A pupil who is
permanently excluded remains on the school roll until the
appeal process has been completed.

Alternative provision should be arranged for each excluded
pupil from the fifteenth day of exclusion but some schools
and LAs opt to make provision earlier than this. Absence due
to fixed term exclusion where no alternative provision is in
place is authorised as the absence results from decisions
made by the school.

Similarly, the absence of a permanently excluded child for
whom alternative provision is not made should be treated as
authorised while any review or appeal is in progress.

Additional useful information
This code is used to record pupils’ absence because:

e they have been excluded; and

e no provision has been made for them to continue their education whilst
excluded.

The school is responsible for making alternative arrangements for an excluded pupil
who remains on the school roll either directly or in conjunction with an agreed
provider of alternative provision. The provision should be in place from the
sixteenth day of a pupil’'s permanent exclusion and the sixteenth day of fixed term
exclusion. Further guidance on exclusions is available at:

http://new.wales.gov.uk/topics/educationandskills/publications/guidance/exclu
sionquidance/?lang=en.

If the alternative provision made is at a PRU or a shared exclusion unit at another
school, the pupil should be recorded under attendance Code D as the pupil is dually
registered at both institutions. In these circumstances, the pupil’s registration status
as recorded in the school Management Information System (MIS) will need to be
changed from Current single registration (C) to Current main (Dual registration) (M).
If the pupil is “internally excluded” or is attending a shared exclusion unit within the
school then the attendance should be recorded using the normal marks for present.
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If the alternative provision made is attendance at any other provider (agreed by the
local authority*), the pupil should be recorded under Code B as the pupil is being
educated off site.

In all cases where alternative provision is made and the pupil is absent, the absence
should be recorded using the appropriate code for that activity and not Code E.

If a permanent exclusion is confirmed, the pupil’s name should be removed from the
school roll on the school day:

e after the appeal panel’s confirmation of permanent exclusion;

e on expiry of the time allowed for appeals to be made;

e after the parent confirms in writing that they do not intend to appeal; or

e if the pupil takes up a place elsewhere.
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Registration Code: R

Brief Description Religious observance

Statistical Meaning | Authorised Absence

Physical Meaning Out for whole session

Legal Meaning Absent

Use Absence to take part in any day set aside exclusively for
religious observance by the religious body to which the
parents belong, including religious festivals. Parents should
be encouraged to give advance notice.

Additional useful information

This is interpreted to mean that if the parent's religious organisation sets the day as a
religious festival then the school must authorise the absence. Where necessary,
schools should seek advice from the parent’s religious body about whether it has set
the day apart for religious observance.

If the religious body has not set the day apart there is no requirement for the school
to approve the absence or grant a leave absence. Additional holidays and days off
linked to the religious festival but not “exclusively set aside for religious observance”
by the religious body are not marked using Code R.
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Registration Code: T

Brief Description Traveller absence

Statistical Meaning | Authorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Traveller child when the family is travelling

Additional useful information

A number of different groups are covered by the generic term Traveller - Roma,
English and Welsh Gypsies, Irish and Scottish Travellers, Showmen (Fairground
people) and Circus people, Bargees (occupational boat dwellers) and

New Travellers.

To help ensure continuity of learning for Traveller children, dual registration is
allowed. A school cannot remove a Traveller child from the school roll while they are
travelling if it is the base school.

If the pupil’s family are known to be travelling but it is not known whether the pupil is
attending educational provision (at a school or other provider), the absence should
be authorised and recorded using Code T.

If the pupil is known to be dual registered and present at another school during the
session in question, the attendance should be recorded using Code D. If the pupil is
known to be present (during the session in question) at other educational activity
which meet the requirements of the regulation on approved educational activity, the
attendance should be marked using codes B, J, P, V or W as appropriate.

If the pupil is known to be absent from other provision for reasons other than
travelling (e.g. illness, unexplained absence) the appropriate code should be used.

Children from “traveller” families are subject to the same rules as other children in
terms of required to attend school. However, there is a defence available to traveller
families if prosecuted for non attendance provided that the child has attended a
school for at least 200 sessions in the 12 months ending when legal proceedings are
started.
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Statistical Category: Unauthorised Absence

Registration Code: N

Brief Description No reason yet provided for absence

Statistical Meaning | Unauthorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use No reason for absence

Additional useful information

Every endeavour should be made to establish the reason for a pupil’s absence from
school. Until a reason is obtained, the absence must be coded using Code N. If no
reason for absence is provided after a reasonable amount of time, Code N should be
replaced with Code O.

If pupils are unexpectedly absent and their parents do not contact the school, the
school should contact them under first day calling arrangements.

Code N should not be left showing on a pupil’s attendance record indefinitely.

Schools should ensure they have systems and procedures in place to follow
up these absences and establish the reason for absence, ideally within a
two week timescale.

Where a pupil is recorded initially as Code N and this is subsequently amended with
a reason for the absence of the pupil, the new information is regarded as the first
entry in the register and does not require that the change from Code N is associated
with who made the change, when or why. The reason is that the information has just
been provided. Any other change to any other information entered into either the
attendance register or admissions register must be accompanied with details of the
original and new entries, who made the change, when and why.
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Registration Code: O

Brief Description Unauthorised Absence (not covered by any other
code/description)

Statistical Meaning | Unauthorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Unauthorised Absence

Additional useful information
Examples:

e pupil’s/parent’s/sibling’s/relative’s birthday;
e shopping;

e having their hair cut;

e special treat;

e market day;

e “Couldn’t get up”; and

e closure of a sibling’s school for INSET (or other) purposes.
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Registration Code: G

Brief Description Family Holiday (NOT agreed or days in excess of
agreement)

Statistical Meaning | Unauthorised Absence

Legal Meaning Absent

Physical Meaning Out for whole session

Use Parents should not normally take pupils on holidays in term
time and must apply for the leave in advance of taking it.
Each request for holiday absence should be considered
individually, taking account of: the age of the child; the time
of year proposed for the trip; its nature and parental wishes;
the overall attendance pattern of the pupil; the child's stage
of education and progress. Schools should invite parents in
to school to discuss any proposed holiday in term time.

Schools can only agree to absence for a family holiday if they
believe there are special circumstances which warrant it.
They can only agree to absence of more than 10 school days
in a school year if they believe there are exceptional
circumstances.

Additional useful information

A pupil who is authorised to take 10 days holiday during one whole academic year
will only attain 94.7% attendance (for primary schools).

A pupil who takes 10 days holiday during the period of September — May (the annual
Assembly Government absence survey time period) will only attain 93.8% (for
secondary schools).

If a school agrees absence and the pupil goes on holiday for 10 days or less,
absence is authorised (use Code H).

If the parents do not apply for the leave of absence in advance of taking it the pupil
must be recorded as unauthorised absence using Code G, as the regulations do not
allow schools to give retrospective approval.

If a school does not agree absence and the pupil goes on holiday, absence is
unauthorised (Code G). If parents keep a child away for longer than was agreed, any
extra time is recorded as unauthorised (Code G).

If the school considers that there are exceptional circumstances why the pupil should

be granted approval for a holiday of more than 10 days, this approval can be given
and the absence would be authorised and recorded under Code F.
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Registration Code: U

Brief Description Late (after registration closed)

Statistical Meaning | Unauthorised Absence

Legal Meaning Absent

Physical Meaning Late for session

Use Schools should actively discourage late arrival and be alert to
patterns of late arrival, which could provide grounds for
prosecution. Schools should have a policy on how long
registers should be kept open. In circumstances such as bad
weather or public transport difficulties, schools may keep the
register open for a longer period.

Additional useful information

This code should be used when a pupil has arrived after the close of registration with
no relevant reason to code it otherwise.

Example:

If a pupil arrives late (after registers have been closed) due to a doctor or
dentist appointment, the code M would be used.

If a pupil arrives late (after registers have been closed) because they couldn’t
find their shoes/their school uniform was drying in the tumble dryer/their
younger sibling was playing up etc, the code U would be used.

The Assembly Government advises that schools should close the register to pupils
30 minutes after the start of the session. It also advises schools against leaving the
register open for the whole session. (See Code L and Code U)

Schools and LAs have asked if all schools could have an agreed time for the close of
registration. This is not possible due to the individual needs of each school and a
school’s power to set different session times for different pupils (see below).

For health and safety reasons, schools need to be aware of where pupils are,
particularly those leaving or arriving on the premises during a session. This might be
achieved through a paper system in the school office to record that a pupil has
arrived on the school premises during the session. “Lesson monitoring” can also help
with this process.

Under the School Day and School Year Regulations, schools can set different
session times for different pupils such as during public examinations and setting
different lesson times for pupils in exclusions units. However they must have regard
to the Assembly Government advice on the minimum taught time for pupils and the
requirement to offer 380 sessions. Where schools set different session times, they
should close the register 30 minutes after the register was taken for that group of
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pupils. For example if the main school day started at 8.30am but the exclusion unit
started at 9.30am:

e the register for the main school should close at 9.00am; and
e the register for the exclusion unit will close at 10.00am.

(See also Code L)
For safeguarding and educational reasons, schools must follow up all

unexplained and unexpected absence in a timely manner, such as through
“First Day Calling” procedures.
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Statistical Category: Not Required To Attend

Registration Code: X

Brief Description Untimetabled sessions for non-compulsory school-age pupils

Statistical Meaning | Not counted in possible attendances

Legal Meaning Absent

Physical Meaning Not required to be in school

Use Pupils who have not attained the age of 5 years at the start
of the term in which the session takes place or were 16 years
before the start of the school year in which it takes place.

Additional useful information:

The Regulations require the register to be taken for both compulsory age and
non-compulsory age pupils. The difference between the two set of records is that the
school does not have to record whether or not the absence is authorised for
non-compulsory age pupils.

However, we recommend that this code is used to record sessions that non-
compulsory school-age children are not expected to attend and use the standard
codes to record other absence. This will not affect schools’ and local authorities’
attendance statistics, particularly those published by the Assembly Government ,
because the Assembly Government does not collect statistics for non-compulsory
school-age pupils. It will help schools to easily identify when pupils have missed
lessons. This code must not be used to record the absence of children of
compulsory school age or any form of exclusion.

If a school places a compulsory school age pupil on a part time timetable, for
example as part of re-integration, then the school is authorising the pupil's absence
from the sessions not in the timetable. That absence should be recorded under
Code C. Schools should not place pupils on part-time timetables for an indefinite
period and should monitor it and the pupil.

If a pupil is registered at more than one school, attendance at other school(s) should
be recorded under Code D with absence from them all recorded in the normal way.

Year 11 Pupils who are going onto the Year 12 (Sixth Form)

Under the New Regulations, schools cannot delete Year 11 pupils who intend to
remain at the school and enter the Sixth Form (Year 12) from the school registers.
Once the pupils have reached the end of their compulsory school-age, which is on
the last Friday in June, they can be recorded using this code if the school has not
asked them to attend.
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Registration Code: Y

Brief Description Forced and Partial Closure

Statistical Meaning | Not counted in possible attendances

Legal Meaning Unable to attend due to exceptional circumstances or not
attending because the pupils have a different school year to
other pupils in the school.

Physical Meaning Not required to be in school

Use Where the school site, or part of it, is closed due to
unavoidable cause or the transport provided by the school or
local authority for pupils (who do not live with walking
distance) is not available. Or where the school has different
term dates for different groups of pupils.

Additional useful information
Different Term Dates for Different Pupils

The Education (School Day and School Year) Regulations 1999 require schools to
be open to each compulsory school-age pupil for 380 sessions a year but schools
and local authorities can agree to set different term dates for different year groups.
Where they do this, schools can use Code Y to record that a year group is not due to
attend. Schools and local authorities can use the attendance register to monitor the
offer made to pupils because there must be at least 380 session recorded using
codes /\ or B to W for each pupil who is registered at the school for the whole year.

Closed due to unavoidable cause

For the purposes of recording attendance and absence, “official transport” is that
arranged and funded by the school or local authority such as dedicated buses, taxis
and public transport passes.

Examples include:
e road conditions make some roads impassable with the result that the

school bus or taxi can only collect some of the pupils;

e public transport not available to those issued with passes due to major
incident;

e burst boiler;
e floods; and
e damage.
This code should not be used for planned closures of the school site which should

be recorded as Code #. It must not be used for pupils on part-time timetables or any
form of exclusion.
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This mark should be used where the official transport is withdrawn by the school or
local authority (or with its agreement). It should not be used:

e for pupils who “miss the bus” and could use a later service thereby arriving
late;

e when pupils’ normal mode of transport is unavailable, such as a being
driven their by parents, but alternatives are available; or

e for pupils’ who normally walk to school.

Where the whole school is forced to close in exceptional circumstances, this can be
recorded in electronic attendance recording systems by way of a “system wide” entry
for the whole school and applying the enforced closure to all pupils in the school.

Where only part of the school is forced to close in exceptional circumstances,
e.g. one site housing 2 year groups or classes, this can be recorded in electronic
attendance recording systems by way of selecting the year groups or classes and
applying the partial enforced closure to all pupils in the year group or class.

Where the enforced closure relates to pupils following a failure of school/LA provided
transport, this can be recorded in electronic attendance recording systems by way of
selecting the pupils as a group and applying the partial enforced closure to all pupils
in that group.
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Registration Code: Z

Brief Description Pupil not on roll

Statistical Meaning | Not counted in possible attendances

Legal Meaning Pupil not registered at the school

Physical Meaning Not required to be in school

Use For administration purposes for pupils expected to join the
school roll

Additional useful information:

This code is available to enable schools to set up registers before pupils are due to
join and ease administration.

School MIS systems store details of pupils who are to be admitted in a

“pre admission group” which is then “rolled forward” at the start of term. This helps
schools to have details on new pupils in their MIS system as soon as possible.
However, some pupils do not turn up (because they have started somewhere else)
but they are still “on roll” as far as the computer is concerned until they are made a
“leaver”. While “on roll” in this way, they will be shown as “unauthorised” absent
unless they can be marked as “not yet on roll” in the computer.

Under the New Regulations, schools must now put pupils on the admissions register
on the first day that the school expects them to attend not, as previously, when they
first attend. Schools should also remember that all pupils on the admissions register
must also be entered on the attendance register and their attendance recorded.

If a pupil is expected to arrive at a school i.e. in a “pre admission group”, but does
not, in fact, arrive to attend the school, the school should advise the LA immediately
and mark the pupil using Code N. When the school and LA locate the pupil, they
should mark the pupil accordingly. For example, if it is found that the pupil is at
another school, the pupil can be treated as dual registered (see Code D) and then
removed from the school roll.
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Registration Code: #

Brief Description School closed to pupils

Statistical Meaning | Not counted in possible attendances

Legal Meaning No session held

Physical Meaning Not required to be in school

Use

For planned closures of the whole school

Additional useful information:

This code should be used for whole school planned closures. Examples are:

between terms;

half terms;

occasional days when the whole school (including staff) are on holiday;
weekends (if required by the system);

up to 5 no-contact days when teachers are at work but not teaching and
when pupils are not required to attend;

any additional no contact days defined by regulation to be used for
curriculum planning/training; and

use of schools as polling stations.

This code should not be used for enforced closures of all or part of the schoal, site.
Code Y is the appropriate code (see guidance on Code Y).
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The aim of this revised document is to provide clear support and guidance to all Blaenau Gwent schools. It offers a 6-stage school process which should be enhanced by the school’s own attendance policy and tracking systems. 



The LA’s Education Welfare Service can provide further training, advice, support, and guidance to all schools in relation to attendance and welfare matters, via: 



· Link EWO support, reviews, and visits

· Family and pupil support

· Training, resources

· Presentations

· Referrals

· Policy development

· Punitive sanctions

· Elective Home Education Officer support

· Registers & Coding issues







If no contact on 3rd day school should refer to the link EWO for a welfare check

If  no conta

School Step1: 

   School makes first day, second day

and third day telephone calls consistently

Reasons

acceptable

no further

action

School Step2: 

School sends out first letter if

attendance is below 90% (unless genuine reason established)

Concerns

regarding

pupil’s

attendance

School Step3: 

School sends out second letter if 

there is insufficient improvement in attendance and invite 

parents/carers to meeting.

Improvement: no further action but

monitor during preventative work. 

School Step5: 

Discussion with EWO if

Parents do not attend and/or improvement in attendance 

is not sufficient.

School informs parents of referral

to LA. School staff can organise

home visit. 

LA Officer can accompany.

 Parents provide relevant medical

evidence to school to support absence.

School Step 4: 

Attendance Improvement

meeting (AIM) with parents / guardian & child. Consider 

contract, options, mentoring, FF, health & provision

Genuine reason for absence - school 

accepts authorised absences with 

relevant certification

School Step 6: 

  Referral to EWS sent to link EWO or



 .

EducationWelfareService@Blaenau-Gwent.gov.uk Referral to 

Include AIM Pro forma with pupil registration certificate.

a. Pupils below 85% & 5+ days of UA

b. 

         b.     FPN Referral to include registration certificate.

LA Step2: 

LA supports strategies to improve attendance: 

>

 Pupil seen in school. > Home visits. > Family Support EWO. 

>

 Signposting to other agencies, FF, DTR, etc

LA Step1: 

Referral accepted

open case (12 wks.) based on

School Steps 1-6 being complete or

FPN request supported.

Pupil back in school, but keep as open 

case until attendance at acceptable 

Level (85%+).

LA Step4: 

Consider Legal action 

Action: FPN, SAO, ESO

LA Step3: 

No improvement - EWS review





The Attendance Pathway

Triggers and Timeline

School Steps

		Steps

		Stage of process

At each stage, early intervention is key. Schools should closely monitor attendance at the start of each term and identify initial patterns of poor attendance and lateness swiftly, especially at key transition points. Consider initiating school attendance panel, consider EBSA, FF, PSP support and explore EWS advice and guidance.

		Attendance and Time triggers

Schools need to consider the proportion of authorised and unauthorised attendance which will inform the following steps.

6 – 12 weeks process (unless safeguarding concerns)



		School Step 1

		School makes 1st day, 2nd, and 3rd day telephone calls consistently.

		Ongoing



		School Step 2

		School sends out letter 1 if attendance is below 90% (unless genuine reason established). Engage support of pastoral support team and FF if necessary.

		Below 90% current attendance in current academic year (within last 4-6 weeks) or below 90% in a rolling 12-week period





		School Step 3

		School sends out letter 2 if there is insufficient improvement in attendance inviting parents / carers to AIM (attendance improvement meeting).

		No improvement 2- 4 weeks after letter 1 (School Step 2)



		School Step 4

		School AIM (school, teams or home based) - LA Officer can be invited.  Use AIM Proforma to record outcome. Consider home/ school contract.

· School must use AIM Template

· Consider & discuss FF referral.

· AIM = parental & pupil contract

· Parent / guardian informed of potential EWS referral, following a 2-week review (regular school review can be extended)

		Aim should be initiated, 2 weeks after letter 2 – if no improvement 

(School Step 3)



		School Step 5

		Discussion with EWO / EWS if parents do not attend and/or there is no sustained improvement or engagement.

		Discuss with EWS 2 Weeks after AIM (if no attendance improvement) or following x 1/2 AIM no shows.



		School Step 6

		Referral for investigation to LA:

EducationWelfareService@Blaenau-Gwent.gov.uk or via link EWO

a) If attendance below 85% with at least 5 days UA and correct coding

b) Meets FPN criteria – complete Appendix 3 and S9

		After discussion with EWS officer





LA Steps



		LA Step 1

		Welfare Check:

Referral accepted if school have exhausted all avenues (see page 7)



Referral process:



Referral accepted via based on school steps 1-5 being completed. 



1. Rejected by EWS

2. Open for up to 12 weeks case work - based on evidence School Step 1-6

3. FPN

4. Prosecution



		Response by EWS officer within 24 working hours of the request





Response by EWS officer within 5-10 days of referral



		LA Step 2

		Case work:



LA supports strategies to improve school attendance. (EWS AIM @ school / home or within community, FF, DTR, alternative curriculum, referrals, and support)



		LA support - including time for investigation, 4 - 12 weeks.



		LA Step 3

		Consultation with SEWO:



No improvement within 4 – 12 weeks EWO consultation with SEWO to consider Next Steps.



		Consider all options: FF support / referrals / legal sanctions



		LA Step 4

		Outcomes:



· FF support & referral

· DTR

· ESO & SAO

· FPN

· Prosecution

· Pupil back in education

· EHE





		EWS will record and track all interventions and outcomes. Following case work, Individual cases may be:

1. Closed

2. Remain open.

3. Referred to other services.

4. Monitored and reviewed









The Attendance Pathway

Guidance and paperwork School Steps

		Steps

		Stage of process

		Compulsory Forms/Letters

		Checklist/ Guidance



		School Step 1

		School makes 1st, 2nd, and 3rd day telephone calls consistently

		

		Record of phone conversation

Referral to EWS if no contact has been made



		School Step 2

		School sends out letter 1 or if attendance is below 90% (or U95%) 

(Unless genuine reason established) (see steps 2a and 2b below)

		First letter

		



		School Step 3

		School sends out letter 2 if there is insufficient improvement in attendance inviting parents/carers to a meeting

		Second letter

		



		School Step 4

		School based AIM - LA Officer can be in attendance. Consider home/school contract

		Attendance 

Improvement 

Meeting (AIM)

		



		School Step 5

		Discussion with EWO if parents of do not attend and/or no improvement

		Monitor for at least 2 weeks

		



		School Step 6

		Referral to EWS

		Attendance Improvement 

Meeting (AIM) Proforma Fully completed all evidence attached Or PN After discussion with EWS to complete AIM Proforma + PN Request form

		Information for Referral 

Evidence of Step 1-5 See also Guidance for FPN








Protocol for Non-contact



		Day 1

		First Day Response makes first attempt to call home. You can leave a message outlining the purpose of the call.  If the child is CLA or CP both social worker and EWO to be notified. 



		Day 2

		First Day Response makes a second attempt to call home. You can leave a message outlining the purpose of the call.  If the child is CLA or CP both social worker and EWO to be notified.



		Day 3

		First Day Response makes a third attempt to call home.  If the child is CLA or CP both social worker and EWO to be notified. If no contact has been made, then a referral can be made to the link EWO.







          Things to consider prior to escalating to EWO…

Have you exhausted all contact numbers available on SIMS – even relatives? 

· If successful – ensure SIMS is updated with all up to date telephone numbers.



Have you looked to see if there are siblings? 

· Check to see if sibling’s school / teacher has contact with family.

· Check that contact details match for sibling, if not try other details and amend SIMS if found to be correct.



Have you tried emailing the learner via their school account? 



*This list is not exhaustive, and school may have additional measures in place to delegate actions to support staff, teachers and pastoral staff.















Elective Home Education (EHE) School Process

When a school becomes aware of any interest in EHE or a Parent/Carer issues a written notice to the school to withdraw their child to Home Educate

The school must inform the LA by completing the EHE Referral Form and emailing it to the link EWO along with the Parent/Guardian’s written notice if already issued. The form is available as part of the LA Attendance Pathway document.



The Pupil MUST NOT be removed from roll until you are notified via the EHE officer or EWO. Please see the following for further guidance: all-wales-attendance-framework.pdf (gov.wales)



The EHE team will contact the parent/carer and pupil directly to discuss the proposed de-registration.

The EHE team will contact the parent/carer and pupil directly to discuss the proposed de-registration.

The EHE team will contact the parent/carer and pupil directly to discuss the proposed de-registration.

If a parent/carer decides not to withdraw their child from school, the EHE officer will notify the school and respective link EWO.



If parent/carer decides to continue with the withdrawal, the EHE team will inform the school & EWO.

The school must remove the child from roll backdating to the date of the Parent/Guardians written notice.

Elective home education (gov.wales)



The EHE team will contact the parent/carer and pupil directly to discuss the proposed de-registration.

If parent/carer decides to continue with the withdrawal, the EHE officer will inform the school & EWO.

The school must remove the child from roll backdating to the date of the Parent/Guardians written notice.

Guidance: Elective home education (gov.wales)







































School Step 2a

TEMPLATE	-	LETTER 1

Dear 

As part of the Welsh Government drive to increase attendance levels across all schools in Wales, we have been asked to look at the attendance within our school.

Your child,                                              , has an attendance level of                           which 

is below the Government target of 95%. We do appreciate your efforts to inform us when your child is ill, however, attendance has been shown to be linked with attainment and we would like to see your child reach their full potential.



Learning missed in ONE School year.

		100%

Attendance

		0 days of learning missed - best chance of success!

		



		95%

Attendance

90%

Attendance

		2 weeks of learning missed – poor attendance.





4 weeks of learning missed

		



		85%

Attendance

		5 ½ weeks of learning missed - Very Poor                         attendance.



		



		80%

Attendance

		At least 7 1/2 weeks of learning missed.                                                             You are at risk of prosecution.



		





We look forward to continuing to work with you in the future to improve levels of attendance.

Yours sincerely 







School Step 2b

TEMPLATE	-	LETTER 2

Dear 

As part of the Welsh Government drive to increase attendance levels across all schools in Wales, we are making every effort to ensure that all our students benefit from regular attendance. Continuity of work is clearly essential for all our students to make good progress and to achieve their full potential. There is a strong and proven link between Attendance and Attainment and the table below highlights the impact of poor attendance on their learning experience: -

Attendance over ONE School year

		Attendance

		Attendance in days

		Days Absent

		Learning hours lost



		100%

		190 days

		0

		0



		99%

		188 days

		2

		10



		98%

		186 days

		4

		20



		97%

		184 days

		6

		30



		96%

		182.5 days

		7.5

		37.5



		95%

		180.5 days

		9.5

		47.5



		94%

		178.5 days

		11.5

		57.5



		93%

		176.5 days

		13.5

		67.5



		92%

		175 days

		15

		75



		91%

		173 days

		17

		85



		90%

		171 days

		19

		95



		89%

		169 days

		21

		105



		88%

		167 days

		23

		115



		87%

		165 days

		25

		125





25

Your child’s attendance for this academic year to date presently stands at            % only, which is below the target attendance level set for the school this year of              %. We appreciate that children become unwell from time to time and there can be exceptional circumstances for absence. However, we ask that you think carefully before keeping your child off school and that you keep any appropriate medical information to serve as supportive evidence for your child’s absence.

We look forward to working with you in the future to ensure that your child achieves their full potential during their time spent at school.



Yours sincerely 

(Headteacher)



School Step 3

TEMPLATE	-	LETTER 3

Dear 

We are becoming increasingly concerned about the attendance of                                 , which you will see from the attached report is                           %. I am sure you will appreciate that regular attendance is essential for your child’s education and is also a legal requirement.

Therefore, we would like to invite you to an Attendance Improvement Meeting at school so that we may find a way forward in this matter.

Please Contact                                                           at the school to arrange a meeting with.

Yours sincerely 




School Step 4/5Attendance Improvement Meeting (AIM)

Present at meeting:

		Information Required for Referral to EWS

		Date 

		Attached 

(Please tick)



		Latest Attendance Register

		

		



		Letter 1

		

		



		Letter 2

		

		



		Letter 2 (if applicable)

		

		



		Letter 2 (if applicable)

		

		



		AIM meeting

		

		



		AIM meeting 2 (if applicable)

		

		



		Date

		Teacher

		Parent/Carer



		Name of Pupil

		Form

		Attendance



		Issues Discussed



		Action agreed



		Pupil Signature

		Parent/Carer Signature

		Teacher Signature



		School contact details:

If referral to EWS is agreed

School signature     ______________________________            date   _______________











EDUCATION WELFARE SERVICE - REFERRAL FORM

	

School Name:                                                    Date of referral: 

Is this a re-referral:				Yes/No

               Is this child Looked After (subject to care proceedings):   Yes/No

		First Name

		

		Known as:



		Year Group



		Surname

		

		Date of Birth

		M / F



		EWO

		

		FSM    Y / N



		 This form has been submitted by:



		Designation/Role  





		Please provide names and addresses of those who have Parental Responsibility

(e.g., both parents if living apart, Social Services)



		Parent/Carer Name (s)

		



		Home address

		



		Home telephone number

		



		

		



		Parent/Carer Name (s)

		



		Home address

		



		Home telephone number

		





		ATTENDANCE INFORMATION AND ACTION TAKEN BY SCHOOL



		For this referral to be accepted by the Education Welfare Service you must have exhausted all procedures to address concerns regarding attendance, this is in line with the school’s attendance policy and Welsh Government All Wales Attendance Framework



		Is this the third day of absence with no contact from home? Y /N



		(If yes, please confirm that all contact details, including emails held on SIMS have been tried with no success)



		





		% Attendance at date of referral



		Has the school followed the All-Wales attendance process? Yes /    No



		If not, why not? 



		Date letter 1 sent to parent/carer

		



		Date letter two sent to parent/carer

		



		Date of meeting to discuss attendance concerns with parent/carer

		



		If parent/carer did not attend why not?

		



		Any other action taken: (e.g.: telephone conversations, visits to the home)



		Can you give details of the concerns preventing the child from attending school on a regular basis.

(e.g.: Issues within the home, any health needs, or ongoing medical issues? Any mental health concerns? Any drug or alcohol issues with the parents/s? Parents failing to engage? 

  





		What support mechanisms have school used to resolve the issues before submitting a referral to the EWS. 





		If the majority of the absence has been recorded as illness has the school asked for medical evidence:



		OTHER AGENCIES INVOLVED ( Please state agency and contact details)



		Educational Psychologist



		CAMHS



		Families First



		Social Services



		Other:









		RISK OF HARM



		Is the young person at risk of exploitation/county lines

		Y / N 



		If yes, please state reason:





		Are there known domestic abuse / honour based abuse allegations / Police reports we should be aware of?

		Y/ N



		If yes, please provide details:





		Do you know of any risks associated with visiting the family at home? Y /N

(If Yes - Please include any Health and Safety issues present in the family and if there are any concerns about an officer visiting the house alone.)





		Please email the referral to your EWO









(Office use only) 

Date received by Education Welfare Service: 

Referral open date:

Referral closed date:

 

PLEASE ALSO BE AWARE THAT THIS REFERRAL MAY RESULT IN ENFORCEMENT ACTION BEING TAKEN AGAINST THE PARENT/S IN CERTAIN CIRCUMSTANCES IF THERE IS EVIDENCE TO DO SO.



















LA Referral Response 

Educational Referral Response Form

Name of Pupil: 

Date of birth:

Form/Year:

Address: _____________________________________________________

______________________________________________________________

Name of Parent/Guardian:    _____________________________________

Telephone (Home/Work):    ______________________________________

School Name:   _______________________________________________

______________________________________________________________ I wish to confirm that the EWS have received a formal referral with respect to the above-named pupil.

Date referral received:   __________________________________________

Referral NOT Accepted

Attendance Pathway Procedures School Steps 1 to 5 not followed Other Reason:    ____________________________________________

________________________________________________________

Referral Accepted Yes.

The above-named pupil will now be recorded as a referral to the EWS and follow up action will be taken in agreement with the school.

Pupil Step down from EWS referral

· There is improved sustained attendance which has taken the pupils attendance above 85% for the term .

· EWO Actions identified have been completed (e.g. Prosecution)

Name:   ___________________________________ (Education Welfare Officer)

Date:      ___________________________________





EHE Referral Form 

ELECTIVE HOME EDUCATION REFERRAL FORM 

(School de-registration form)

Please do not remove pupil from school role until the LA has undertaken further investigations.



		Pupil Details 







		Name 

		



		Date of birth 

		



		School 

		



		Year group 

		



		ALN

		



		FSM

		



		Exclusions

		



		PSP

		



		Attendance for 2021 / 22

		



		Attendance for 2022 / 23

		







		Parent / Carer Details







		Name 

		



		Address 

(Including postcode) 

		







		Email address 

		



		Telephone number 

		



		Relationship to pupil 

		







		Reason for Elective Home Education[footnoteRef:1]       [1: ] 








		

		School

		Parent / guardian

		Child or Young Person



		Attendance / prosecution

		

		

		



		School cannot provide appropriate language provision

		

		

		



		School / parent / child relationship breakdown 

		

		

		



		School cannot provide appropriate SEN / ALN provision 

		

		

		



		Awaiting a place in school of choice 

		

		

		



		Preferred school place refused 

		

		

		



		Religious beliefs 

		

		

		



		Lifestyle / ideology / philosophy 

		

		

		



		Anxious / phobic 

		

		

		



		Racism 

		

		

		



		Homophobia 

		

		

		



		Bullying 

		

		

		



		Child medical need 

		

		

		



		Parent / carer medical need 

		

		

		



		COVID-19

		

		

		



		Other (please specify)

 







		3. Please give details of any interventions, referrals or work conducted with pupil, parents, or guardian prior to the notification of decision to educate at home 







		











		4. Please give details of discussion with the parents / carers prior to the notification of the decision to educate at home 







		













		5. Please give details of the involvement of the Education Welfare Service 







		













		6. Please provide names and contact details of any outside agencies currently involved with the pupil. For example, Social Worker, CAHMS  







		













		7. Has the school or any other service spoken to the pupil regarding parent / guardian decision to home educate? Please record details



		











Please attach a copy of the written notification from the parents / carers informing you of the decision to home educate (if been issued) and email to educationwelfareservice@Blaenau- Gwent.gov.uk



The EWS will contact you with a decision within 5 working days of receipt of this referral form; please do not remove the pupil off role in line with WG guidance.



		Headteacher Signature







		Name 

		



		Signature 

		







		Date 

		







BLAENAU GWENT ATTENDANCE PATHWAY 2023/24 | educationwelfareservice@blaenau-gwent.gov.uk



image1.jpeg

Cyngor Bwrdeisdref Sirol

Blaenau Gwent

County Borough Council






image2.png







image3.png







image4.png

Cyngor Bwrdeisdref Sirol

Blaenau Gwent

County Borough Council










1



 



 



 



BLAENAU GWENT



 



ATTENDANCE PATHWAY 202



3/24



 



|



 



educationwelfare



service



@



blaenau



-



gwent



.gov.uk



 



 



 



 



 



S



CHOOLS ATTENDANCE PATHWAY 



                 



SEPTEMBER 2023 



–



 



AUGUST 



2025



 



 



 



 



Education Inclusion 



Service



 



 



Attendance Pathway



 



 



 



Date:



 



1



st



 



September 2023



 



Date of Revie



w 31



st



 



August 2025



 



 






1      


BLAENAU GWENT ATTENDANCE PATHWAY 2023/24 | educationwelfareservice@blaenau-gwent.gov.uk


      


  S CHOOLS ATTENDANCE PATHWAY                    SEPTEMBER 2023  –   AUGUST  2025      


 


Education Inclusion  Service     Attendance Pathway      


Date: 1


st


 September 2023 


Date of Review 31


st


 August 2025 


 



image5.emf
Model attendance  policy.doc


Model attendance policy.doc
Xx School


Xx School- Attendance Policy

September 2023

DESIGNATED STAFF MEMBER WITH RESPONSIBILITY FOR MONITORING ATTENDANCE 


NAME: 

CONTACT NUMBER:


DEPUTY STAFF MEMBER WITH RESPONSIBILITY FOR MONITORING ATTENDANCE AT THE SCHOOL

NAME: 


CONTACT NUMBER:


NOMINATED MEMBER OF THE GOVERNING BODY  FOR MONITORING ATTENDANCE


NAME: 

…… School aims to create a learning community which benefits from the positive behaviour, regular attendance and well-being of its pupils and staff.  


All children should be at school, on time, every day the school is open unless the reason for absence is unavoidable.   Equally, parents have a duty and responsibility to ensure that their children attend school on a regular basis.  The Local Authority (LA) has a duty to promote and enforce attendance.


Schools are required under the Education (Pupil Registration) (Wales) Regulations 2010 to take an attendance register twice a day: at the start of the morning session and once during the afternoon session. The accuracy of the register is important to support any statutory interventions that may be required. It should be noted that it is an offence not to maintain accurate registers.


It is acknowledged that all children are sometimes reluctant to attend school.  Any problems which arise with attendance are initially best resolved in discussions between the school, the parents/carers and the child.  

RATIONALE


· The school bases its attendance policy on the guidelines as set out by the All Wales Attendance Framework (2011).

· Whilst the legal responsibility for regular school attendance rests with parents, the school shares with them, and the LA, responsibility for encouraging good attendance and improving poor attendance.

· The school is required by law to maintain specific records and to produce specified information on the attendance of pupils.

· The impact of poor attendance is profound.  Absence and exclusion from school are associated with a higher risk of poor educational achievement and attainment and can also impact on pupil wellbeing. 

· The LA has a statutory duty to ensure that a child for whom they are responsible is receiving suitable education and, if a registered pupil at school, this means attending school regularly and on time.

OBJECTIVES


· To promote good attendance as this is vital to educational achievement.

· To convey clearly to parents and pupils that:


· regular attendance is essential;

· unauthorised absence and persistent lateness are not acceptable;

· only the headteacher in the context of the law can approve absence;  


· parental condoned, unjustifiable absence will be investigated and will be recorded as unauthorised absence.


· To keep records of attendance which:


· clearly distinguish between authorised and unauthorised absence by pupils;

· provide accurate information on actual attendance to enable monitoring and evaluation of school attendance rates through centrally held statistics.


· To build on existing good practice that fosters a positive attitude to good attendance by: 


· responding rapidly to pupil absence;

· recognising pupils who maintain ‘excellent’, ‘good’ and ‘improving’ attendance records.

· To be sensitive to situations where regular attendance patterns are disrupted by external factors such as family bereavement.

STATUTORY RESPONSIBILITIES

The legal framework governing attendance is set by the Education Acts and their associated regulations (which relate to schools and Pupil Referral Units).

Section 7 of the Education Act 1996 states that “…the parent of every child of compulsory school age shall cause him/ her to receive full time education suitable to his/ her age, aptitude and ability and to any special education needs he/she may have, either by regular attendance at school or otherwise…”

Section 444 further states “...the parent of a child of compulsory school age registered at school and failing to attend regularly is guilty of an offence punishable by law…”.

Compulsory school age means that children and young people should attend school from the start of the first term commencing after their fifth birthday and are of compulsory school age until after the last Friday in June of the school year in which they have their 16th birthday 


An offence is not committed if it can be demonstrated that:

· the pupil was absent with leave (authorised absence);

· the pupil was ill or prevented from attending by an unavoidable cause;

· the absence occurred on a day set aside for religious observance by the religious body to which the pupil/ parent belongs.

Parents are asked to make all medical and dental appointments outside of school hours wherever possible.


PRACTICE AND PROCEDURES

The school encourages good attendance and punctuality by:

· creating a caring and nurturing environment whereby pupils’ feels safe and appreciated as young people;

· ensuring that attendance and punctuality are recognised within the whole school reward system;

· developing positive relationships with parents / carers and external agencies working with the family/ pupil;

· monitoring and evaluating the early intervention strategies adopted by the school;

· working closely with multi agency colleagues and the Education Welfare Service to improve attendance and punctuality;

· monitoring attendance data and trends and reporting this information termly to the Governing Body.

Specific actions

· The school will make its policy on attendance available to parents and pupils.


· The school will also communicate the importance of attendance to parents and pupils through assemblies, the school prospectus, newsletters and the school website / Facebook page.


· If no contact is received by the parent/ carer of an absent pupil on the first morning of the absence, a telephone call is made by the school’s administration staff to investigate the reason for the absence. If the school is not able to contact the family, then this will be recorded as an unauthorised absence (N no reason yet provided for absence).

· Details of the absence are recorded, if later received, and discussed with the headteacher and a decision will be made with regards to authorisation as soon as possible. The headteacher may ask the Education Welfare Service for advice with regards to this but the decision to authorise any absence remains with the school.

· If the pupil is registered as a Child Looked After or on the Child Protection register and absent from school without reason, then the school should contact Children’s Services as soon as possible.

· When a pupil returns to school from an absence, but no explanation is offered, a letter will be sent to the parent.

· A letter will also be sent out where there are concerns about attendance or if a pupil is persistently late to school.

· It is essential that, when school staff feel that a worrying pattern of non-attendance is emerging that they endeavour to meet with families and work closely with them to ensure that the appropriate level of intervention and support can be offered to the parent/carer and child to improve attendance.  

· Where school-based interventions do not improve attendance, advice will be sought from the Education Welfare Service. Where overall attendance is less than 85% and the main cause of absence is unauthorised, a formal referral to the Service will be considered. Alternatively, where there are concerns around unauthorised absence, school can consider requesting that a Penalty Notice is issued.

· Where a pupil is missing for 10 school days (due to unauthorised absence), Schools have a duty to refer to the LA (Education Welfare Service) on the tenth day of absence where they have been unable to make contact with the parent/carer or child or have child welfare concerns (Statutory Guidance to prevent children and young people from missing education, Welsh Government circular no: 002/2017).

· The Welsh Government (WG) Education (Penalty Notice) (Wales) Regulations 2013 states that Local Authorities (LAs) are required by law to adhere to the Education Act 1996 section 444 to include penalty notices as one of the interventions to promote better school attendance. 

· Sections 444A and 444B of the Education Act 1996 provide that certain cases of unauthorised absence can be dealt with by way of a penalty notice. A penalty notice is a fine of up to £120 and may be issued to a parent / carer as a result of a child’s unauthorised absence from school / education provision which brings their overall attendance to below 90%.


· The school adheres to the Code of Conduct for Penalty Notices as agreed and adopted by the LA, and therefore may request the LA to issue a penalty notice in certain cases.


· Only Headteachers can authorise the absence of children and young people. 

· Information regarding the cause of the absence will always be required from parents/ carers.

The school will also:


· ensure that all staff are aware of the registration procedures, registration regulations and education law relating to school attendance;

· complete school registers at the start of the morning session and afternoon session – the register is open for 30 minutes and closes at xxxx am;

· stress to parents and carers the importance of contacting the school as early as possible on the first day of absence;

· promote positive staff attitudes to pupils returning after absence;

· consult with all members of the school’s community and Education Welfare Service in developing and maintaining the whole school attendance policy;

· ensure regular evaluation of attendance by the Governing Body;

· work towards ensuring all pupils are supported and valued and so want to attend school. 


The Designated Member of Staff


Attendance is the responsibility of all staff. There is, however, a designated member of staff for attendance matters and all staff are able to discuss individual pupil attendance with this person. The Designated Member of Staff for Attendance:

· monitors the school’s registers;

· liaises with teaching staff, in particular Heads of Year;  


· meets with the LA Officer on a regular pre-arranged basis;

· refers to other agencies if appropriate;

· oversees the use of standardised letters to parents addressing specific aspects of attendance and requiring parental response;

· arranges for an attendance meeting/education planning meeting where appropriate; 

· ensures that the LA Officer’s role is known and that the referral process to the Education Welfare Service is understood in school.

RESPONSIBILITIES OF PARENTS

Parents are responsible in law for ensuring that their children attend the school at which they are registered, regularly and on time.

Parents can do a great deal to support the regular and punctual attendance of their children. Parents should:


a) take an active interest in their child’s school life and work;


b) attend parents’ evenings and other school events, if possible;

c) ensure that their child completes his/her homework and goes to bed at an appropriate time;

d) be aware of letters from school which their child brings home;

e) ensure that their child arrives at school on time each day;

f) ensure that their child only misses school for reasons which are unavoidable or justified, such as illness or days of religious observance;

g) always notify the school as soon as possible - preferably on the first morning - of any absence;

h) confirm this in writing when the child returns to school;

i) avoid booking family holidays during term-time;

j) talk to the school if they are concerned that their child may be reluctant to attend.


REGISTRATION


Keeping the registers

The register is a legal document and must be kept accurately. The register may be requested in a court of law as evidence in a prosecution for non- attendance. It will also be used for end of term reports, records of achievement and reference requests, and information for other schools, LAs and external agencies.

· No pupil should be marked present unless actually in attendance at school or other agreed educational activity.

· The register should not have missing marks.

· When a pupil arrives late but the register is still open, the pupils should be marked as late but counted as present for the session.

· When a pupil misses registration, she/he should be marked as an unauthorised absence, unless a medical letter/phone call by parent is received and deemed to be genuine.

· Pupils should not have access to the register.

· The headteacher is the only person who can authorise that a pupil be removed from the register – this can only be done with the agreement of the LA.

· In addition to twice daily registration in form groups, a class register is taken for every lesson throughout the day. These are checked by the Head of Year to identify possible truancy and any pupil found to have missed a lesson.

Lateness


A pupil’s punctuality is a legal requirement and the parent of a pupil who is persistently late is guilty of an offence. The law treats persistent lateness in the same way as irregular attendance and parents can be prosecuted if persistent late arrival is not resolved.


Holidays


The headteacher has the discretionary power to grant leave for the purpose of a family holiday and will consider every case on an individual basis. Parents do not have an automatic right to withdraw pupils from school for a holiday during term time. However, there may be circumstances that warrant a pupil taking time off in term time and this is why head teachers are best placed to make the decision.  The Education (Pupil Registration) (Wales) Regulations 2010 state that head teachers have a discretionary power to authorise leave for a family holiday during term time where parents seek permission. Parents can access a holiday request form from school for this purpose. Except for exceptional circumstances, no more than 10 days’ leave should be granted for this purpose.

Extended Overseas Trips should only be agreed where schools have taken into full account the Welsh Government guidance and individual circumstances.  Parents/carers should be advised of the impact such a lengthy absence will have upon their child(ren) and be encouraged, where possible to take their holiday to coincide with school closure.  Trips overseas are the same as family holidays and parents can access a request form within the school.  It is critical that pupils’ time in school is maximised and whether it is for linguistic or delayed attainment reasons, parents need to be encouraged to plan for trips in the 13 weeks available to them outside term times.  An agreed date of return should be made with the school prior to the trip. Failure to return on the agreed date, can result in your child(ren) being taken off roll. In these circumstances the parents/carers would need to make an application for re-admission on their return to UK and may not be guaranteed the school of their choice, as all available places could be taken.  Therefore, a change of school would be required.

Registration Codes

		Code 

		Description 



		/\ 

		Present at registration 



		L 

		Late but arrived before the register closed 



		B 

		Educated off-site (not dual registration) 



		D 

		Dual registered (i.e., present at another school or at a PRU) 



		P 

		Approved sporting activity 



		V 

		Educational visit or trip 



		J 

		Interview 



		W 

		Work experience (not work based training) 



		C 

		Other authorised circumstances (not covered by another appropriate code/description) 



		F 

		Agreed extended family holiday 



		H 

		Agreed family holiday 



		I 

		Illness 



		M 

		Medical or dental appointment 



		S 

		Study leave 



		E 

		Excluded but no alternative provision made 



		R 

		Day set aside exclusively for religious observance 



		T 

		Traveller absence 



		N 

		No reason for the absence provided yet 



		O 

		Other unauthorised (not covered by other codes or descriptions) 



		G 

		Family holiday (not agreed or in excess of agreement) 



		U 

		Late and arrived after the register closed 



		X 

		Untimetabled sessions for non-compulsory 


school-age pupils 



		Y 

		Partial and forced closure 



		Z 

		Pupil not on roll yet 



		# 

		School closed to all pupils 





MONITORING AND EVALUATION OF POLICY

This policy will be reviewed annually.


Date passed by Governing Body …………………………………………………………


Chairperson ……………………………………………………………………......................


Designated Governor for school attendance ……...................................................... 
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EDUCATION WELFARE SERVICE


OPERATIONAL LEVEL AGREEMENT


Introduction


The Education Welfare Service exists to enable schools to meet the obligations and duties placed upon them by education and childcare legislation.


The team aims to work in close partnership with schools and other agencies to enable schools to improve attendance and punctuality, reduce exclusions and to contribute positively to pupil wellbeing. 


This operational level agreement is intended to clarify both the strategic and operational basis upon which the Education Welfare Service will operate and provide a range of performance indicators including a regular service specific evaluation. 


Pupil Attendance, Punctuality & Wellbeing


A) The Education Welfare Officers (EWOs) will provide targeted support based on the schools’ specific needs. 

The key activities will be in respect of pupil welfare and attendance and could include; 


· The issuing of letters, such as: attendance letters, requests for medical evidence, requests for parent meetings, 


· Telephone calls to parents to discuss attendance concerns.


· Analysing attendance data such as percentage attendance reports, pupil with chosen code report, (G, N, O), 


· Supporting schools with attendance data for Governor reports.


· Home visits 

Referrals


The Education Welfare Officers (EWOs) will


· Meet with schools / Head of year during scheduled meetings to review individual pupil attendance issues and agree actions to be undertaken by the school and by the EWO.


· Respond to referrals as appropriate.


· Provide the Headteacher/designated member of staff with appropriate feedback verbally or via email/report.


Individual Casework


The Education Welfare Officers (EWOs) will


· Use a range of strategies with children and their parents/carers to improve individual school attendance including letters, phone calls, home visits, requests for evidence for medical absences, referrals to Families First, parent meetings, and supporting the school in requesting the issuing of FPNs or warning letters. 

· Continue to monitor a pupil’s attendance after the final warning notice has been issued, without the need for a further referral. This monitoring will continue for a maximum period of 10-15 school days and if no significant improvement is noted and there are no mitigating circumstances, initiate court proceedings.


· In discussion with the Senior Education Welfare Officer (SEWO), support the school to determine whether to take legal action against a parent/carer for the non-attendance of a child.


· Provide guidance and advice when a pupil is re-integrated after a lengthy period of absence, for example, sickness or exclusion. 

Whole school support and guidance


The Education Welfare Officers (EWOs) will


· Provide advice and guidance for schools on whole school attendance issues.

· Advise on the marking of attendance registers to conform to Welsh Government guidance, with reference to the use of the country wide agreed set of attendance codes. 

Conduct


The Education Welfare Officers (EWOs) will


· Sign in and out of school, using available facilities, as appropriate, to fulfil health and safety and security obligations.


· Provide feedback as appropriate to the Headteacher or designated member of staff either verbally or via email/report.


· If for any reason an Education Welfare Officer (EWO) is unable to visit the school on the arranged day and time he/she will make alternative arrangements where appropriate. 


· In the case of an absence of an EWO the Senior Education Welfare (SEWO) will inform the school and ask the school to send in any concerns with regards to the welfare or attendance of their pupils for the SEWO to address. 


B) The school contracts to 

· Undertake key actions which will support attendance and punctuality following a whole school graduated response. 


· Promote the importance of attendance to pupils and parents/carers. 


· Identify a key senior member of staff with overall responsibility for attendance and punctuality. 


· Use a range of strategies with children and their parents/carers to improve individuals’ school attendance and punctuality following First Day Response practices that includes challenging sickness absence.


· Analyse pupil attendance and identify target groups and individuals.


· Set a whole school target for attendance. 


·  Inform parents that a sickness absence will be coded as unauthorised if school is dissatisfied with the reason for the absence and/or medical evidence has not been provided where appropriate. 


·  Ensure that parents are aware of the need to complete a written holiday request form and return to the Headteacher for his/her discretion to authorise. 


· Have opportunities for high visible praise of good attendance in school. 

· Ensure that registers are completed on time and are accurate

· Ensure that registers are complete and accurate and missing marks and N codes cleared up weekly?

· Ensure that whole school attendance is complete and ready for LA analysis by the end of the month. 

Expectations of school


· To ensure that school have exhausted all avenues before making a referral to the EWS.

· To ensure that the EWO is provided with the necessary information when a referral is made to ensure that he/she can undertake the actions required.

· To provide the EWO with a suitable space in which he/she she can work.  

NB If school have not exhausted all avenues or if all absences are authorised then the EWO will not be able to accept the referral.

C) Performance Indicators


The Education Welfare Service is committed to providing a high quality and effective service. To assist the LA in measuring its performance, the following performance indicators have been identified which will consist in evaluating the service’s effectiveness.


· Enable schools to meet attendance targets.


· Deliver a service that has a high degree of satisfaction from all schools and a rating of at least Good as per the annual perception survey. 

D) Concerns / Complaints


· Any specific concerns / complaints about the service provided should be discussed with the Senior Education Welfare Officer in the first instance. A meeting will be set up with the team member, the Senior Education Welfare Officer, and the school to resolve the difficulties.


· Following the discussion, if the school still has concerns, these should be made known to the Inclusion Manager. 

· The Senior Education Welfare Officer will provide a written response to any complaint within ten school days of its receipt.

E) Statutory Functions


The specific statutory functions performed by the LA that sit outside the SLA are: -

1. Issuing and monitoring school attendance orders, and bringing prosecutions for failure to comply with a school attendance order i.e., children missing education, FPNs 


2. Bringing prosecutions for failing to secure regular attendance at school of a registered pupil. 


3. Making applications for an education supervision order


4. Administration of the pupil exclusions process including monitoring of compliance with the WG regulations


5. Attendance at independent appeals panels and Pupil Disciplinary Meetings


6. Regulating child employment and child performance licences for statutory school aged children


7. Support with any safeguarding matters. 

8. Elective Home Education


9. Vulnerable Learners Panel

Education Welfare Service
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Schools Served by Officers from 

September 2023



		



		Wendy Lane -  EWO 

		Claire Newell - EWO



		Brynmawr Comp

		310527

		Ebbw Fawr 3-16

		354690



		Coed-y- Garn Primary

		290044

		Cwm Primary

		370437



		St Mary’s C in Wales

		310525

		

		



		St Mary’s RC

		310596

		

		



		Ysgol Gymraeg Bro Helyg

		293000

		

		



		

		

		

		



		Jonathan Henderson - EWO

		Catherine Mapps - EWO



		Tredegar Comprehensive

		723551

		Abertillery LC 

		355911



		Brynbach Primary

		722569

		

		



		Deighton Primary

		722567

		

		



		Georgetown Primary

		717341

		

		



		St Joseph’s RC

		722899

		

		



		

		

		

		



		Andrew James - EWO

		James Richards - EWO



		Beaufort Hill Primary

		302624

		All Saints RC

		303631



		Blaen y Cwm Primary

		313524

		Glanhowy Primary

		722312



		Glyncoed Primary

		302211

		Rhos y Fedwen Primary

		302465



		Sofrydd Primary

		244003

		Willowtown  Primary

		302436



		St Illtyds Primary

		321718

		Pen-y-cwm

		304031



		Ystruth

		290955

		The River Centre

		357714



		

		

		

		



		Nicola Thomas – FEO

		

		Dabila Goma - FEO

		



		Abertillery LC 

		355911

		Brynmawr Comp

		310527



		Sofrydd Primary

		244003

		Blaen y Cwm Primary

		313524



		St Illtyds Primary

		321718

		Coed-y- Garn Primary

		290044



		

		

		Ystruth

		290955



		

		

		

		



		New Post - FEO

		

		New Post - FEO

		



		Ebbw Fawr 3-16

		354690

		Tredegar Comprehensive

		723551



		All Saints RC

		303631

		Deighton Primary

		722567



		The River Centre

		357714

		Willowtown  Primary

		302436



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		



		








image8.emf
SCHOOL  ATTENDANCE letter to parents.docx


SCHOOL ATTENDANCE letter to parents.docx
SCHOOL ATTENDANCE



Dear Parents,



We believe passionately that every school day matters in a child’s education. This is

backed up by plenty of research to show how crucial regular attendance is in ensuring children reach their full potential in our education system and develop into confident, well rounded adults who are equipped for life.



What is good attendance?

There are 190 school days each year. To ensure a child fully achieves their potential, they should be in school for at least 95% of this time (180 days). If a child is taken out of school for a 2 week holiday in term time then any further absences e.g. through illness will immediately put that child below the 95% threshold.



Can I take my child out of school for a holiday in term time?

Headteachers have the discretion to approve up to 10 school days over an academic year for family holidays. This is done on a case by case basis and the decision to approve will be based on a number of factors, including  the child’s attendance over the last year. All requests for term-time absence must be submitted in writing to the Headteacher.



What do I do if my child is absent from school?



Parents have a responsibility to inform the school if their child is absent and provide a valid reason for the absence. We encourage parents to ring the school……. Or   contact us by email (              ) as early as possible ON THE FIRST

DAY OF ABSENCE. In line with many other schools, we also send text messages to remind parents to contact us if their child is absent.



What about lateness?

The law states that parents are legally required to ensure their children attend school

regularly and on time. Persistent lateness is dealt with in much the same way as irregular attendance. Persistent lateness can be every bit as harmful to a child’s education as missing school. We encourage all children to be in school before……. Children who   arrive in school after the close of register will be marked as an unauthorised absence. 



How do we deal with persistent absence?

We like to keep parents informed about their child’s attendance so we provide termly

reports for every child from Reception Class upwards. We also make contact with parents of children whose attendance is a cause for concern. The purpose of these meetings is to identify the reasons for persistent absence and to identify any support the school or outside agencies can give to ensure the child’s attendance improves. There are occasions where there are  significant and ongoing concerns about a child’s attendance which necessitate the school referring the matter to the School Safeguarding and Attendance Team.







What can I do as a parent?

As parents, we all want the very best for our children and key to this is a good education.

We are proud of what we do for our pupils here at ……. School. We endeavour to provide educational experiences tailored to a child’s developmental needs and which feed their interests, enthusiasm and specific abilities and talents. For this to work, they need to be with us for as much of the journey as possible, so we urge that, as parents you:

• ensure that your child arrives at school on time each day;

• ensure that your child only misses school for reasons which are unavoidable or

justified, such as illness or days of religious observance;

• always notify the school as soon as possible - preferably on the first morning of any

absence;

• try to avoid booking family holidays during term-time; and

• talk to the school if you are concerned that your child may be reluctant to go to school.

I hope you will support us in our attempts to ensure that your child has the very best start on their lifelong learning journey
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School First Day Call Procedure

Make sure that your First Day Response procedures are included in your School Attendance Policy.

When setting up First Day Response, the following questions need to be considered:

· After what time are First Day Response calls made? This should be after the time at which registers close. (Guidance advises that registers should be closed 30 minutes after the end of registration. However there is discretion to authorise lateness for those pupils on reintegration programmes, with complex additional needs or young carers)

· How is the telephone contact list updated?

· How is information from First Day Response used to update the registers? E.g. is the sheet given back to class teachers with responses or does the Co-ordinator mark the register?

· Is person receiving information able to authorise absence?

· How is information from First Day Response collated and disseminated as appropriate? e.g. Is it used at Parents’ Evening? 

· Who is responsible for ensuring the quality and consistency of First Day Response calls? E.g., are they challenging? The questioning should be rigorous and not too sympathetic where appropriate.



Once the Registers have been taken:

· Attendance lead/First day response listens to absence calls, reads absence messages on relevant school app and check school comms messages

· Registers collated, lates, absence calls - produce the list of children absent with no explanation (these will be N marks on SIMS)

· Any discrepancies will be chased up in school.

· Send school comms (texts and emails), if no response start first day calling for children absent without explanation, call everyone on the contact list until you get an answer. Leave messages if there is a voicemail option.

· If there is an overseas ring tone a check is made with class teacher’s and the Head teacher to see if there has been any contact for holiday authorisation

· If no replies at all consider whether any children have additional agency support, such as a social worker, contact them.

· Speak to any family members in school to ask about the child’s whereabouts.

· Call the contact list at least twice and send out another set of school comms at PM registration if we have not had any communication.

· Make a prompt home visit if school has concerns.

· If you cannot get an answer from the home visit refer to children's services  / Police and request a welfare call



When speaking to parents and they give the reason for absence as illness the attendance lead/First Day Response person:

· Asks the nature of the illness.

· Gives the relevant HPA.

· Advises the parent to take the child to the GP if appropriate.
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Our First Day Response Procedures

Dear Parents/Carers,

Good attendance is vital to your child’s success at school. I would, therefore, like to remind you of your legal responsibilities as parents and the requirements involved to ensure success for your child. On-going poor attendance is a factor often linked to low levels of academic success and could also affect future applications for jobs or college places. Many pupils have difficulty maintaining friendships if they have long or numerous periods of absence.

The school’s minimum target for attendance is 92% and, to put this into perspective, 90% attendance in a school year is equivalent to missing 19 days of school or 114 lessons.

It is a parent’s legal responsibility to ensure their child is in school. Ongoing unauthorised absence of 15 sessions or more could lead to a Penalty Notice being issued, which is a fine of £60 if paid within the first 21 days and £120 if paid within 28 days. If the fine is not paid within 28 days parents could be prosecuted for their child’s poor attendance.

If your child is too ill to attend school, please contact us on the first day of absence (and on each subsequent day of absence) that your child is unwell.

There are several ways you can contact school to report an absence:

· Telephone:

· App:  

· Email: 

· Email:  

On return to school, your child should bring a letter explaining the illness.

If you would like to discuss your child’s attendance, please contact (insert relevant person) on (insert phone number) and she will be happy to talk with you and if required arrange a meeting.

Thank you for your cooperation.

Yours sincerely,


Mr/Mrs (insert name)
Headteacher



Our First Day Response 



Procedures



 



Dear Parents/Carers,



 



Good attendance is vital to your child’s success at school. I would, therefore, like 



to remind you of your legal responsibilities as parents and the requirements 



involved to ensure success for your child. On



-



going poor attendance is a factor 



often linked t



o low levels of academic success and could also affect future 



applications for jobs or college places. Many pupils have difficulty maintaining 



friendships if they have long or numerous periods of absence.



 



The school’s minimum target for attendance is 9



2



% a



nd, to put this into 



perspective, 90% attendance in a school year is equivalent to missing 19 days of 



school or 114 lessons.



 



It is a parent’s legal responsibility to ensure their child is in school. Ongoing 



unauthorised absence of 15 sessions or more could



 



lead to a Penalty Notice being 



issued, which is a fine of £60 if paid within the first 21 days and £120 if paid within 



28 days. If the fine is not paid within 28 days parents could be prosecuted for their 



child’s poor attendance.



 



If your child is too ill 



to attend school, please contact us on the first day of 



absence (and on each subsequent day of absence) that your child is unwell.



 



There are several ways you can contact school to report an absence:



 



·



 



Telephone:



 



·



 



App



: 



 



 



·



 



Email



:



 



 



·



 



Em



ail:



 



 



 



On return to school, your child should bring a letter explaining the illness.



 



If you would like to discuss your child’s 



attendance,



 



please contac



t 



(insert relevant 



person)



 



on 



(insert phone number)



 



and she will be happy to talk with you and if 



required arrange a meeting.



 



Thank you



 



for your cooperation.



 



Yours sincerely,



 



 



Mr



/Mrs (insert name)



 



Headteach



er



 






Our First Day Response  Procedures   Dear Parents/Carers,   Good attendance is vital to your child’s success at school. I would, therefore, like  to remind you of your legal responsibilities as parents and the requirements  involved to ensure success for your child. On - going poor attendance is a factor  often linked t o low levels of academic success and could also affect future  applications for jobs or college places. Many pupils have difficulty maintaining  friendships if they have long or numerous periods of absence.   The school’s minimum target for attendance is 9 2 % a nd, to put this into  perspective, 90% attendance in a school year is equivalent to missing 19 days of  school or 114 lessons.   It is a parent’s legal responsibility to ensure their child is in school. Ongoing  unauthorised absence of 15 sessions or more could   lead to a Penalty Notice being  issued, which is a fine of £60 if paid within the first 21 days and £120 if paid within  28 days. If the fine is not paid within 28 days parents could be prosecuted for their  child’s poor attendance.   If your child is too ill  to attend school, please contact us on the first day of  absence (and on each subsequent day of absence) that your child is unwell.   There are several ways you can contact school to report an absence:      Telephone:      App :         Email :        Em ail:       On return to school, your child should bring a letter explaining the illness.   If you would like to discuss your child’s  attendance,   please contac t  (insert relevant  person)   on  (insert phone number)   and she will be happy to talk with you and if  required arrange a meeting.   Thank you   for your cooperation.   Yours sincerely,     Mr /Mrs (insert name)   Headteach er  
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Reason for absence letter



Dear Parent/Guardian,

Your child (name of child) was absent from school on the following dates:-



__________________________________



__________________________________



__________________________________



Absences without explanation must, by law, be recorded as an unauthorised absence.  Would you please indicate below the reason why your child was absent and return the letter to School as soon as possible.



Thank you for your co-operation.



Yours sincerely









(Headteacher)



Medical/Dental treatment: __________________________________________



Sickness: __________________________________________



Other reasons: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Signed: ___________________________________ Date: ___________________



Reason for absence letter



 



 



Dear Parent/Guardian,



 



Your child 



(name of child) 



was absent from school on the following dates:



-



 



 



__________________________________



 



 



__________________________________



 



 



__________________________________



 



 



Absences without explanation must, by law, be recorded as an unauthorised 



absence.  Would you please indicate below the 



reason why your child was absent 



and return the letter to School as soon as possible.



 



 



Thank you for



 



your co



-



operation.



 



 



Yours sincerely



 



 



 



 



 



(Headteacher)



 



 



Medical/Dental treatment: __________________________________________



 



 



Sickness: __________________________________________



 



 



Other reasons: 



_____________________________________________________________



______



___________________________________________________________________



___________________________________________________________________



___________________________________________________________________



_________________________________________________



___________



 



 



 



Signed: __________________________________



_ Date



: ___________________



 






Reason for absence letter     Dear Parent/Guardian,   Your child  (name of child)  was absent from school on the following dates: -     __________________________________     __________________________________     __________________________________     Absences without explanation must, by law, be recorded as an unauthorised  absence.  Would you please indicate below the  reason why your child was absent  and return the letter to School as soon as possible.     Thank you for   your co - operation.     Yours sincerely           (Headteacher)     Medical/Dental treatment: __________________________________________     Sickness: __________________________________________     Other reasons:  _____________________________________________________________ ______ ___________________________________________________________________ ___________________________________________________________________ ___________________________________________________________________ _________________________________________________ ___________       Signed: __________________________________ _ Date : ___________________  
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APPLICATION FOR ANNUAL HOLIDAY LEAVE OF ABSENCE

Suggested letter to parents


Date:
_____________________


__________________________


__________________________


__________________________


Dear _________________


HOLIDAYS IN TERM TIME


Thank you for requesting a “leave of absence” form, which is attached.  Please complete the form (attached) and return to school at least ten school days before your intended holiday.


All applications for holidays in term time will be considered on an individual basis.  The maximum number of days holiday which can be taken in term time is 10 DAYS between 1st September to 31st August in any academic year.


When considering future family holidays in term time, I would ask you to consider the following:-


a)
not to take holidays during term time; 


b)
the effect the absence from school may have on your child’s education and development; and

c) where possible, take family holidays during school holidays.


I would also ask that, on your return from holiday, your child returns to school promptly.


Yours sincerely


Head teacher


Name and Address of School


………………………………….


………………………………….


Application for leave of absence for annual holiday


I request that …………………………………………………... (Name of Child)


be granted leave of absence for the period from …………………………………


to ……………………………………………….


to go on annual holiday.


Reasons for taking a term holiday:


……………………………………….         ….……………………………………….


(Signature of parent/carer)                      (Date)


If the pupil/s do/does not return by the agreed date they are at risk of losing their school place/s and they may be removed from the school register in accordance with the admission guidance Education (Pupil Registration) (Wales) Regulations 2010 section 4 which states ‘the pupils has ceased to attend the school and no longer resides within a reasonable distance from the school’. Please note that we cannot guarantee that a place will be available for your child in the school of your choice on your return but you will be offered a place at the nearest school with room available in the year group. Failure to return on the agreed date may also prompt welfare concerns; a child who goes missing from education may be considered to be at risk of significant harm. Any such concerns will immediately be referred to the statutory authorities for consideration

Address ………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………………………………………
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Accepting a Parental Request for Authorised Absence 



          School Logo                                          





Parents name and address: 



Date:



Dear Parent/Guardian/or full name,



I note that you have applied to take <name of pupil> out of school during the school term. 



The Education (School Day School Year) (Wales) Regulations 2006 states pupils are expected to attend school for 190 days a year. Moreover, there is a strong correlation between good attendance and high achievement.



As a school we actively encourage parents not to take time off during term time so that children can fully benefit from the opportunities that school provides. We have looked at your request in accordance with guidance issued by Welsh Government including the ‘Guidance on School Attendance Codes – June 2010’. 

________________________________________________________________________________

[delete the following paragraph for term time absences which are not holidays]



Parents do not have an automatic right to withdraw pupils from school for a holiday and in law must apply for permission in advance. Head teachers are afforded a margin of discretion as to whether they authorise the absence or not taking into account (amongst other things):-



		· Age of the child

· Time of year of the proposed trip

· Length and purpose of the holiday

· Impact on continuity of learning

· Circumstances of the family

		· Wishes of the parents

· Overall attendance pattern

· The stage of education

· The child’s progress

· Any cultural issues



		· Benefits to the child

		· Any guidance or clarifications issued by Welsh Government or Ministers





_________________________________________________________________________________

Whilst we are worried about your child’s school attendance given the research regarding its close links with attainment, we will be exercising our discretion and will be authorising the absence on this occasion only. Although we have authorised the absence on this occasion it does not follow we will do so again in the future. If a pattern of absence develops or circumstances are different we may not exercise our discretion in the same way again. Every request for absence will be considered in light of the factors set out in the relevant guidance and a number of these factors relating to the child’s circumstances will change over time. We would strongly encourage parents not to take their children out of school during term time and trust you will work with the school to ensure high school attendance for your child. 



We will continue to monitor your child’s attendance and hope you will do the same to ensure there are no further periods of absence over the remainder of the academic year.  



Yours sincerely,



Head-teacher



Accepting a Parental Request for Authorised Absence 



 



 



          



School Logo                                          



 



 



 



Parents name and address: 



 



 



Date:



 



 



Dear Parent/Guardian/or full name,



 



 



I note that you have applied to take <name of pupil> out of school during the school term. 



 



 



The Education (School Day School Year) (Wales) Regulations 2006 states pupils are 



expected to attend school for 190 days a year. Moreover, there is a strong correl



ation between 



good attendance and high achievement.



 



 



As a school we actively encourage parents not to take time off during term time so that children 



can fully benefit from the opportunities that school provides. We have looked at your request 



in accordanc



e with guidance issued by Welsh Government including the ‘Guidance on School 



Attendance Codes 



–



 



June 2010’. 



 



_________________________________________________________________________



_______



 



[



delete the following paragraph for term time absences which are n



ot holidays]



 



 



Parents do not have an automatic right to withdraw pupils from school for a holiday and in law 



must



 



apply for permission in advance. Head teachers are afforded a margin of discretion as 



to whether they authorise the absence or not taking i



nto account (amongst other things):



-



 



 



·



 



Age of the child



 



·



 



Time of year of the proposed trip



 



·



 



Length and purpose of the holiday



 



·



 



Impact on continuity of learning



 



·



 



Circumstances of the family



 



·



 



Wishes of the parents



 



·



 



Overall attendance pattern



 



·



 



The stage of 



education



 



·



 



The child’s progress



 



·



 



Any cultural issues



 



·



 



Benefits to the child



 



·



 



Any guidance or clarifications issued 



by Welsh Government or Ministers



 



_________________________________________________________________________



________



 



Whilst we are worried about 



your child’s school attendance given the research regarding its 



close links with attainment, we will be exercising our discretion and will be authorising the 



absence on this occasion only. Although we have authorised the absence on this occasion it 



does no



t follow we will do so again in the future. If a pattern of absence develops or 



circumstances are different we may not exercise our discretion in the same way again. Every 



request for absence will be considered in light of the factors set out in the releva



nt guidance 



and a number of these factors relating to the child’s circumstances will change over time. We 



would strongly encourage parents not to take their children out of school during term time and 



trust you will work with the school to ensure high scho



ol attendance for your child. 



 



 



We will continue to monitor your child’s attendance and hope you will do the same to ensure 



there are no further periods of absence over the remainder of the academic year.  



 



 



Yours sincerely,



 



 



Head



-



teacher



 






Accepting a Parental Request for Authorised Absence                 School Logo                                                 Parents name and address:      Date:     Dear Parent/Guardian/or full name,     I note that you have applied to take <name of pupil> out of school during the school term.      The Education (School Day School Year) (Wales) Regulations 2006 states pupils are  expected to attend school for 190 days a year. Moreover, there is a strong correl ation between  good attendance and high achievement.     As a school we actively encourage parents not to take time off during term time so that children  can fully benefit from the opportunities that school provides. We have looked at your request  in accordanc e with guidance issued by Welsh Government including the ‘Guidance on School  Attendance Codes  –   June 2010’.    _________________________________________________________________________ _______   [ delete the following paragraph for term time absences which are n ot holidays]     Parents do not have an automatic right to withdraw pupils from school for a holiday and in law  must   apply for permission in advance. Head teachers are afforded a margin of discretion as  to whether they authorise the absence or not taking i nto account (amongst other things): -    


   Age of the child      Time of year of the proposed trip      Length and purpose of the holiday      Impact on continuity of learning      Circumstances of the family     Wishes of the parents      Overall attendance pattern      The stage of  education      The child’s progress      Any cultural issues  


   Benefits to the child     Any guidance or clarifications issued  by Welsh Government or Ministers  


_________________________________________________________________________ ________   Whilst we are worried about  your child’s school attendance given the research regarding its  close links with attainment, we will be exercising our discretion and will be authorising the  absence on this occasion only. Although we have authorised the absence on this occasion it  does no t follow we will do so again in the future. If a pattern of absence develops or  circumstances are different we may not exercise our discretion in the same way again. Every  request for absence will be considered in light of the factors set out in the releva nt guidance  and a number of these factors relating to the child’s circumstances will change over time. We  would strongly encourage parents not to take their children out of school during term time and  trust you will work with the school to ensure high scho ol attendance for your child.      We will continue to monitor your child’s attendance and hope you will do the same to ensure  there are no further periods of absence over the remainder of the academic year.       Yours sincerely,     Head - teacher  
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Declining a Parental Request for an authorised absence



	          School Logo                                          





Parents name and address: 



Date:



Dear Parent/Guardian/or full name,



I note that you have applied to take <name of pupil> out of school during the school term.



The Education (School Day School Year) (Wales) Regulations 2006 states pupils are expected to attend school for 190 days a year. Moreover, there is a strong correlation between good attendance and high achievement.



As a school we actively encourage parents not to take time off during term time so that children can fully benefit from the opportunities their school provides. We have looked at your request in accordance with guidance issued by Welsh Government including the ‘Guidance on School Attendance Codes – June 2010’. 

___________________________________________________________________________

[delete the following paragraph for term time absences which are not holidays]



Parents do not have an automatic right to withdraw pupils from school for a holiday and in law must apply for permission in advance. Head teachers are afforded a margin of discretion as to whether they authorise the absence or not taking into account (amongst other things):-



		· Age of the child

· Time of year of the proposed trip

· Length and purpose of the holiday

· Impact on continuity of learning

· Circumstances of the family

		· Wishes of the parents

· Overall attendance pattern

· The stage of education

· The child’s progress

· Any cultural issues



		· Benefits to the child

		· Any guidance or clarifications issued by Welsh Government or Ministers





____________________________________________________________________________

Having considered the matter and the impact the absence will have, I am of the view that I will not authorise the absence from school.



If you do continue with removing the child from school the absence will be marked as unauthorised. Should your child continue with this pattern of unauthorised absence then consideration may be given to requesting that the Local Authority issue a penalty notice in respect of your child’s attendance. 

The details of the operation of this scheme are available in the Carmarthenshire Code of Conduct for Penalty Notices . If you have previously received a fixed penalty notice there is also the risk that a decision may be taken to prosecute you for an offence of failing to secure your child’s regular school attendance. 



We of course however wish to avoid any formal intervention and wish to work with you to ensure a consistent and high level of school attendance. If there are any comments you wish to make in relation to this issue please provide this in written form to our school office.  





Yours Sincerely,







Head-teacher





Declining a Parental Request for an authorised absence



 



 



 



          



School Logo                                          



 



 



 



Parents name and address: 



 



 



Date:



 



 



Dear Parent/Guardian/or full name,



 



 



I note that you have applied to take <name of pupil> out 



of school during the school term.



 



 



The Education (School Day School Year) (Wales) Regulations 2006 states pupils are 



expected to attend school for 190 days a year. Moreover, there is a strong correlation between 



good attendance and high achievement.



 



 



As a 



school we actively encourage parents not to take time off during term time so that children 



can fully benefit from the opportunities their school provides. We have looked at your request 



in accordance with guidance issued by Welsh Government including the 



‘Guidance on School 



Attendance Codes 



–



 



June 2010’. 



 



_________________________________________________________________________



__



 



[



delete the following paragraph for term time absences which are not holidays]



 



 



Parents do not have an automatic right to withdr



aw pupils from school for a holiday and in law 



must



 



apply for permission in advance. Head teachers are afforded a margin of discretion as 



to whether they authorise the absence or not taking into account (amongst other things):



-



 



 



·



 



Age of the child



 



·



 



Time of



 



year of the proposed trip



 



·



 



Length and purpose of the holiday



 



·



 



Impact on continuity of learning



 



·



 



Circumstances of the family



 



·



 



Wishes of the parents



 



·



 



Overall attendance pattern



 



·



 



The stage of education



 



·



 



The child’s progress



 



·



 



Any cultural issues



 



·



 



Benefits to the 



child



 



·



 



Any guidance or clarifications issued 



by Welsh Government or Ministers



 



_________________________________________________________________________



___



 



Having considered the matter and the impact the absence will have, I am of the view that I will 



not a



uthorise the absence from school.



 



 



If you do continue with removing the child from school the absence will be marked as 



unauthorised. 



Should your child continue with this pattern of unauthorised absence then 



consideration 



may



 



be given to requesting that th



e Local Authority issue a penalty notice in 



respect of your child’s attendance. 



 



T



he details of the operation of this scheme are available 



in the Carmarthenshire Code of 



Conduct for Penalty Notices 



. If you have previously received a fixed penalty notice t



here is 



also the risk that a decision may be taken to prosecute you for an offence of failing to secure 



your child’s regular school attendance. 



 



 






Declining a Parental Request for an authorised absence                  School Logo                                                 Parents name and address:      Date:     Dear Parent/Guardian/or full name,     I note that you have applied to take <name of pupil> out  of school during the school term.     The Education (School Day School Year) (Wales) Regulations 2006 states pupils are  expected to attend school for 190 days a year. Moreover, there is a strong correlation between  good attendance and high achievement.     As a  school we actively encourage parents not to take time off during term time so that children  can fully benefit from the opportunities their school provides. We have looked at your request  in accordance with guidance issued by Welsh Government including the  ‘Guidance on School  Attendance Codes  –   June 2010’.    _________________________________________________________________________ __   [ delete the following paragraph for term time absences which are not holidays]     Parents do not have an automatic right to withdr aw pupils from school for a holiday and in law  must   apply for permission in advance. Head teachers are afforded a margin of discretion as  to whether they authorise the absence or not taking into account (amongst other things): -    


   Age of the child      Time of   year of the proposed trip      Length and purpose of the holiday      Impact on continuity of learning      Circumstances of the family     Wishes of the parents      Overall attendance pattern      The stage of education      The child’s progress      Any cultural issues  


   Benefits to the  child     Any guidance or clarifications issued  by Welsh Government or Ministers  


_________________________________________________________________________ ___   Having considered the matter and the impact the absence will have, I am of the view that I will  not a uthorise the absence from school.     If you do continue with removing the child from school the absence will be marked as  unauthorised.  Should your child continue with this pattern of unauthorised absence then  consideration  may   be given to requesting that th e Local Authority issue a penalty notice in  respect of your child’s attendance.    T he details of the operation of this scheme are available  in the Carmarthenshire Code of  Conduct for Penalty Notices  . If you have previously received a fixed penalty notice t here is  also the risk that a decision may be taken to prosecute you for an offence of failing to secure  your child’s regular school attendance.     
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Term time holiday request consideration for head teachers 

		Relevant Consideration

		Yes

		No



		

Does the request for a term time holiday bring the total days for this purpose to over 10 days for the course of the academic year? If so, consider if there are ‘exceptional circumstances’. 



Note, the test of exceptional circumstances is only applicable to holidays of 10 + days for the year. Holidays under 10 days should consider the remaining factors below. 



		

		



		

Does the age of the child have a specific bearing on the exercise of your discretion?



		

		



		

Does the timing of the proposed trip have any bearing on the exercise of your discretion?



		

		



		

Is the overall attendance pattern of the pupil a concern when considering authorising a term time absence?



		

		



		

Does the child’s stage of education have any bearing in relation to the exercise of your discretion?



		

		



		

Does the pupil’s progress have any bearing in relation to the exercise of your discretion?



		

		



		

Is the pupil studying at key testing periods and is the absence at a crucial time?



		

		



		

The factors above are a non-exhaustive list of considerations. Are there any other factors or issues you feel are relevant to the exercise of your discretion?  If so, please detail below. 



		

		



		

























		

		







Answers of Yes to any or all of the above questions should not automatically result in a refusal of a term time absence but should lead the head teacher to strongly question and scrutinise whether it would be appropriate to grant the absence as authorised when balanced against parental views and reasons behind the absence.



Before utilising your discretion make sure you consider the circumstances of the family, the purpose of the holiday/absence and the wishes of parents. 



		

I have utilised my discretion and will authorise the absence in full. 

		

		











		I have utilised my discretion and will authorise the following dates of absence only:





		

		











		

I have considered my discretion and will not authorise the absence due to the issues highlighted above





		

		







Signed:		…………………………………………………………….	Dated:	………………………





Term time holiday request consideration for head teachers 



 



Relevant Consideration



 



Yes



 



No



 



 



Does the request for a term time holiday bring the total days for this purpose to 



over 10 days for the course of the academic year? If so, consider if there are 



‘exceptional circumstances’. 



 



 



Note, the test of exceptional circumstances is only applicable t



o holidays of 10 



+ days for the year. Holidays under 10 days should consider the remaining 



factors below. 



 



 



 



 



 



Does the age of the child have a specific bearing on the exercise of your 



discretion?



 



 



 



 



 



Does the timing of the proposed trip have any 



bearing on the exercise of your 



discretion?



 



 



 



 



 



Is the overall attendance pattern of the pupil a concern when considering 



authorising a term time 



absence



?



 



 



 



 



 



Does the child’s stage of education have any bearing in relation to the exercise 



of your discre



tion?



 



 



 



 



 



Does the pupil’s progress have any bearing in relation to the exercise of your 



discretion?



 



 



 



 



 



Is the pupil studying at k



ey 



testing periods and is the absence



 



at a crucial 



time?



 



 



 



 



 



The factors above are a non



-



exhaustive list of considerations. Are there any 



other factors or issues you feel are relevant to the exercise of your discretion?  



If 



so,



 



please detail below. 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



Answers of Yes to any or all of the above questions should not automatically result in a refusal 



of a term time absence but should lead the head teacher to strongly question and scrutinise 



whether it would be appropriate to grant the absence as authorised 



when 



balanced



 



against 



parental views and reasons behind the absence.



 



 



Before utilising your discretion make sure you consider 



the circumstances of the family, the 



purpose of the holiday



/absence



 



and the wishes of parents



. 



 






Term time holiday request consideration for head teachers   


Relevant Consideration  Yes  No  


  Does the request for a term time holiday bring the total days for this purpose to  over 10 days for the course of the academic year? If so, consider if there are  ‘exceptional circumstances’.      Note, the test of exceptional circumstances is only applicable t o holidays of 10  + days for the year. Holidays under 10 days should consider the remaining  factors below.       


  Does the age of the child have a specific bearing on the exercise of your  discretion?      


  Does the timing of the proposed trip have any  bearing on the exercise of your  discretion?      


  Is the overall attendance pattern of the pupil a concern when considering  authorising a term time  absence ?      


  Does the child’s stage of education have any bearing in relation to the exercise  of your discre tion?      


  Does the pupil’s progress have any bearing in relation to the exercise of your  discretion?      


  Is the pupil studying at k ey  testing periods and is the absence   at a crucial  time?      


  The factors above are a non - exhaustive list of considerations. Are there any  other factors or issues you feel are relevant to the exercise of your discretion?   If  so,   please detail below.       


                           


  Answers of Yes to any or all of the above questions should not automatically result in a refusal  of a term time absence but should lead the head teacher to strongly question and scrutinise  whether it would be appropriate to grant the absence as authorised  when  balanced   against  parental views and reasons behind the absence.     Before utilising your discretion make sure you consider  the circumstances of the family, the  purpose of the holiday /absence   and the wishes of parents .   
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Appendix 4



		

Home School Contract for Extended 

Holidays



To be agreed and completed by school representative and parent/carer

		

School/

County 

logo







		Name of Pupil/s:



		Date of Birth

		Year



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		Name of School:



		



		Head teacher:



		



		Place of Visit:



		



		Date of Visit:



		



		Agreed Return Date:



		



		Address/contact details for visit

		



		Mobile Phone:



		



		UK contact details. 

(name, address and contact number of a relative or friend who we can make contact with whilst you are away)

		







The parent/carer will discuss with the school about taking work to ensure that the child/young person keeps up with their education during the visit abroad.



If the pupil/s do/does not return by the agreed date they are at risk of losing their school place. 



Failure to return on the agreed date may prompt welfare concerns; a child or young person who goes missing from education may be considered to be at risk of significant harm. 



Any such concerns will immediately be referred to the statutory authorities for consideration.



Signed: _________________________ Parent/carer              Date: _____________________

 

Signed: _________________________ Head teacher            Date: _____________________
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Name of School:



 



 



 



Head teacher:



 



 



 



Place of Visit:



 



 



 



Date of Visit:



 



 



 



Agreed Return Date:



 



 



 



Address/contact details for 



visit



 



 



Mobile Phone:



 



 



 



UK contact 



details.



 



 



(name, address and 



contact 



number of a relative or friend 



who we can make contact 



with whilst you are away)



 



 



 



The 



parent/carer



 



will discuss with the school about taking work to ensure that the child/young person 



keeps up with their education during the visit abroad.



 



 



If the



 



pupil/s do/does not return by the agreed date they are at risk of losing their school place. 



 



 



Failure to return on the agreed date may prompt welfare concerns; a child or young person who goes 



missing from education may be considered to be at risk of sig



nificant harm. 



 



 



Any such concerns will immediately be referred to the statutory authorities for consideration.



 



 



Signed



: _



________________________ 



Parent/carer           



   



Date



: _



____________________



 



 



 



Signed



: _



________________________ Head teacher            Date



: _



____________________
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  Home School Contract for Extended    Holidays     To be agreed and completed by school representative and  parent/carer    School/   County    logo  


 


Name of  Pupil/s:    Date of Birth  Year  


       


       


       


       


       


Name of School:     


Head teacher:     


Place of Visit:     


Date of Visit:     


Agreed Return Date:     


Address/contact details for  visit   


Mobile Phone:     


UK contact  details.     (name, address and  contact  number of a relative or friend  who we can make contact  with whilst you are away)   


  The  parent/carer   will discuss with the school about taking work to ensure that the child/young person  keeps up with their education during the visit abroad.     If the   pupil/s do/does not return by the agreed date they are at risk of losing their school place.      Failure to return on the agreed date may prompt welfare concerns; a child or young person who goes  missing from education may be considered to be at risk of sig nificant harm.      Any such concerns will immediately be referred to the statutory authorities for consideration.     Signed : _ ________________________  Parent/carer                Date : _ ____________________       Signed : _ ________________________ Head teacher            Date : _ ____________________    
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Introduction

Emotionally Based School Avoidance (EBSA) is sometimes known as Anxiety Based School Avoidance (EBSA). These terms are used to describe when a child or young person has severe difficulty in attending school due to anxiety and emotional upset, often resulting in prolonged absences from school.  A clear distinction is made between those that are absent from school due to truanting and those that are absent from school due to the specific emotional distress that they experience around attending school.



Non-Attendance and EBSA

Emotionally based school avoidance (EBSA) is not in itself a mental health difficulty, but a combination of symptoms that indicate a pupil is experiencing emotional distress and feelings of anxiety relating to school attendance.



Most pupils worry about school at some time or another and express a preference to stay at home. However, some have heightened levels of anxiety which impact on their functioning and school experience. These pupils may show severe emotional upset and often have irrational and fearful thoughts at the prospect of going to school or their ability to cope in this setting. If pupils are permitted to stay at home and avoid going to school, these physical symptoms often disappear.

To avoid overwhelming emotions and the fear associated with school attendance, pupils may turn to hostile behaviours and attempt to control a situation that, for them, feels ‘out of control’. Typically, this might be directed towards a parent or carer who is encouraging school attendance.



These behaviours and the avoidance of school may contribute to the maintenance of EBSA over time. Negative thoughts about one’s ability to cope can lead to further feelings of worry and, if left unaddressed, can undermine attempts to improve attendance.



Risk and resilience factors of EBSA

Different pupils will be hesitant to attend school for different reasons. There are multiple factors that place pupils at greater risk of experiencing EBSA. Predisposing factors may be present in the nature of the school, the pupil’s family or the pupil him/herself. Being alert to these factors in relation to an absence from school can act as an early warning system to enable preventative action to be taken.



Identification, Information Gathering and Planning

[image: ]Schools play a key role in the identification of pupils who are currently experiencing, or at risk of EBSA. It is important for schools to develop effective whole school systems to support pupils, be vigilant to early indicators and implement interventions swiftly.

Possible indicators of EBSA include.



Difficulty attending school with periods of prolonged absence.

Reluctance to leave home and staying away from school with the knowledge of the parent/carer.



Reluctance to leave care giver or get out of the car.

Regular absence without indication of truancy



Frequent absences for minor illnessesPatterns in absences (e.g., days and or subjects, after weekends and holidays)





Reluctance to attend school trips.

Expresses a desire to attend lessons but is unable to do so.



Anxiety on separation and inappropriate dependence on family members (e.g. worry expressed about the safety of those at home)



Evidence of underachievement of learning potential



Social isolation and avoidance of peers

Challenging behaviours, particularly in relation to specific situations at school



Severe emotional upset with excessive fearfulness, outbursts of temper and complaints of feeling ill on school days



Depression and sense of isolation resulting in low self-esteem and lack of confidence



Confusion or extreme absent mindedness shown in school due to lack of concentration

resulting in lower attainments

Physical signs (e.g. sweating, sickness, aching limbs, headaches, panic attacks, abdominal pain, rapid weight loss or gain)



Wellbeing concerns and poor mental health (e.g., self-harm, thoughts of suicide)





Where significant risks of EBSA are identified, it is really important to gather further information from the pupil, caregivers and school staff involved with the pupil, and put into place strategies to support them as soon as possible. Swift action can prevent EBSA from becoming entrenched and result in much better outcomes. School should follow a thorough assess, plan, do and review cycle, placing the pupil at the heart of the planning and interventions.
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Information Gathering and Analysis

Once a difficulty has been identified there should be a prompt investigation into the reasons for the difficulties. For any intervention or support plan to be successful, it is essential to gain an understanding of the various aspects causing and maintaining the EBSA behaviours.

The main aims of this analysis is to:



· confirm that the pupil is displaying EBSA as opposed to truancy or absence condoned by the parent/carer

· assess the extent and severity of (a) a school absence, (b) anxiety, and (c) ascertain the types of anxiety

· gather information regarding the various pupil, family and school factors that may be contributing to the EBSA

· formulate a practical working hypothesis (based on the information gathered) as a prelude to planning effective interventions

It is often tempting to try to locate a simple reason and simple solution for the behaviour.



However, as identified earlier, it is often an interaction of several factors and trying to find simple causation often encourages blaming. Individuals can then become anxious and defensive. Caregivers may feel blamed for the absences, feel that their parenting skills are being criticised and they may be fearful that they will get into trouble, or even prosecuted for non- attendance. Pupils may feel guilty, or scared, that they will be forced to attend school, amongst other factors.



Each person may have a different perspective on EBSA and have a different story to tell. It is essential that different people’s views are respected and differences in views are acknowledged. When there is a difference of views it is often more helpful to focus on how the behaviour is occurring rather than why.



Due to the complex nature of EBSA, no fixed ‘assessment process’ can be followed. However, in all cases it is essential that the views of the pupil, the family and key school personnel are gathered and listened to.











Working with the Pupil

Any pupil currently avoiding school will become anxious when asked to discuss returning. They currently manage feelings of anxiety by employing the avoidant behaviour of not going to school, so any talk about going back to school is going to raise their anxiety; you are proposing to take away their way of coping with their fears. A good place to start any assessment with a pupil is to acknowledge it may be difficult, but you would like to know what they think and feel. It is important that the adult does not dismiss anxieties or worries the pupil has. Empathise with the pupil but do not collude or promote the EBSA. The approaches taken will depend on the pupil’s age, level of understanding and language. Even if they are able, children often find it difficult to verbalise what they are thinking and feeling; they may prefer to draw what they are feeling or have visual prompts.

It may be helpful to carry out an assessment of the level of anxiety a pupil is experiencing. Psychologists from the EPS or Child and Adolescent Mental Health Service (CAMHS) have access to a range of screening tools for children and young people. These may help to identify any underlying issues.







		Exploring the anxieties…



		Some example questions could include:



		· Ask the pupil to think about their thoughts and feelings about school. What would these look like if they could be drawn?



		· It can also help to externalise the anxiety. Ask the pupil to:

· Think about the feeling they experience when they think about going to school – what name could you give it?

· If it was a thing, what would it look like? What would it say?

· How does the ...... get in the way of them attending school? When is……in charge?

and when are they in charge?











		Some example activities could include:



		· Drawing how the body feels when the pupil is worried.





[image: ]











		· Using an anxiety thermometer or a scale to ask the pupil what aspects of school they find difficult. Some areas to consider include:

· The physical environment (e.g. toilets, corridors, assembly hall).

· Times of the day or social interactions (e.g. arriving at school, play and break times, lining up to go into school or classroom, lunchtimes, going home, changing for PE)

· Particular lessons or activities within lessons (e.g. writing, working as part of a group)







[image: ]	[image: ]













		

· A life graph or path can help them tell you their ‘story so far’ and what they would want in the future.



[image: ]





























		Exploring the future…



		The ideal school or classroom (Williams & Hanke, 2007; Morgan Rose, 2016)



		· This tool uses Personal Construct Psychology. Ask the pupil to draw or use Lego to show their ideal school/classroom/ playground etc.



[image: ]











		Person Centred Planning (PCP)



		· Person Centred Planning approaches and tools can be used to plan WITH a pupil not FOR them. These tools can be used to help the pupil think about what is important in their lives and also think about what would make a good future.



[image: ]











		Attendance and Risk Monitoring Schedule (pupil interview)



		· For more verbal pupils you could try the Attendance and Risk Monitoring (ARM) Schedule (pupil interview), which is a questionnaire that can help to identify the possible underlying functions of non-attendance.

https://westsussex-local- offer.s3.amazonaws.com/public/system/attachments/475/original/ebsr_manual.pdf



















		Risk and resilience cards



		· Risk and resilience cards can be a useful way to flexibly explore the pupil’s perception of themselves in relation to school and to identify potentially helpful environmental factors which can inform a support plan for the pupil.

You could make your own or try the West Sussex EPS cards or the School Wellbeing cards by Dr Jerricah Holder

School Wellbeing Risk and Resilience Card Set (schoolwellbeingcards.co.uk)
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Working with Parents/Carers



Working with the adults caring for a pupil is essential to successful outcomes. Research has shown that family engagement is a key predictor of academic performance, more so in fact than the quality of the school. Working collaboratively with parents/carers can therefore help to bring about positive change for pupils.



It is important to remember that parents/carers may also be struggling to know what to do for the best in this situation. They may have had similar experiences as the pupil, it may provoke feelings of anxiety and/or they may feel that they are at fault.



Ensuring a trusting, supportive relationship with parents/carers, so that they do not feel judged, is crucial to enabling positive engagement with families. Remember that parents/carers can offer unique and valuable information about the pupil’s home context and factors surrounding the EBSA behaviours. Establishing a key person in school, who can maintain regular contact with the family, will help with information gathering, targeting support appropriately and monitoring of the situation.



Resources to guide information gathering can be found in the appendices (Appendix 1 and 3). These should be used to help facilitate discussions with family members, not restrict them. It is important that parents/carers feel comfortable and listened to, as some of the topics may be particularly sensitive and difficult for them to talk about. Creating a safe, supportive environment is key.



Parents/carers may also benefit from access to further advice and support from additional local services; a list of these can be found in the further support & resources section.







[image: ]





	Area

Example Questions







Developmental and    educational history





Strengths and aspirations





Any potential changes or losses within the family recently?

What was the pupil like as a young child? Can you tell me about their early experiences at school? The primary school, at the start of secondary school?





What are they good at? What do they like doing? What are their strengths and interests (academically and otherwise)? Do they have any hopes or aspirations for the future? Do they know what they want their life to be like when they are an adult?

Can you tell me about their family? Who are they closest to? Have there been any changes or losses within the family recently? (You could ask the parents/carers to draw a family tree/ family or pupil’s life genogram).



                            

                                                Relationships       	Do they talk about any other pupils? What do they say? Do they talk about any adults within school? What do they say? Who do they get on with? Who do they not get on with?

Academic progress

School should be aware if the pupil has identified ALN needs and should ask

about these needs and the support in place. What’s working/ not working

academically now? If there is no identified ALN, school should ask if they have any concerns, or if the pupil has spoken about difficulties.





Pupil’s views: what’s

going well?


Have they mentioned anything that is going well in school? (e.g., what is

going well in teachers, lessons, friends). Did they attend any extra-curricular  

activities? What, when and what did they enjoy?



Pupil’s views: what’s   Have they spoken to you about what they find difficult about school? Do

not going well?             they discuss any specific concerns or worries? What do they say?





Behaviour and

anxiety

Typical day (when attending and not attending school)





Impact on various family members


What do they say about their feelings of anxiety? When they are worried or

anxious what does it look like?

Please describe a typical day when they go to school, from the moment they wake up until they go to bed. Please describe a typical day when they do not go to school, from the moment they wake up until they go to bed. What are other family members doing in these scenarios?



How does their non-attendance impact on you? And on other family members? How do different people deal with the situation? Why?



Parental views on the reasons for EBSA







Exceptions to the problem


Why do you think they have difficulty attending school? (Ask each parent /carer separately). If (other parent/carer/ sibling/grandparent) were here, what would they say were reasons for the EBSA? Are there any differences of views about the reasons and what should be done within the family?



Have there been times when they have managed to get into school? What was different about those times?



Previous attempt to	What has been the most helpful thing that someone else has done in address the problem	dealing with the problem so far? What has helped in the past when things have been difficult? What strategies have been most helpful so far in

  managing their anxiety?





Working with School Staff



School staff can also offer key information. It is important to remember that the pupil may have had positive or difficult experiences with particular staff members/classes, which may contribute to ‘push’ or ‘pull’ factors. Everyone responds differently according to the environment, situation or task and with different people, therefore the pupil’s experiences may differ from those around them. It is important to listen to the views of staff members and the pupil, to unpick what might be triggering anxiety or to find useful strategies to support them.



Key information to gather includes:



· The pupil’s strengths

· What is going well?

· Any difficulties they have noticed.

· Peer relationships

· Relationships with adults

· Response to academic tasks

· If they have witnessed emotional distress – what did this look like and what caused it?

· The support or differentiation that is in place – how does the pupil respond to this?

· Any ideas for further support



An example of a ‘round robin’ form can be found in Appendix 2: Information Gathering from School.



Remember to consider additional factors which might influence the situation such as Additional Learning Needs (ALN), medical needs or disability. The school ALNCo (Additional Learning Needs Coordinator) may be able to support you with this.
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Interpreting the Information and Planning

It is essential that the information gathered from the pupil, family, school, and other professionals is put together to form an overview of all the various factors involved. This enables potential hypotheses to form and will help to inform the return to school support plan.

Some of the questions below can help you to formulate the information gathered from the pupil, family and school. This is not to be used as a questionnaire but more of a tool to help collate and analyse the information already gathered into a number of sections.

It is important to note that at the formulation and current thinking stage, schools can access consultation support from the EPS to assist with the identification of function of the EBSA behaviour and inform the action planning and intervention.· Behaviour and symptoms of anxiety; What does it look like? What does the pupil say about any specific fears and difficulties?

Are there any patterns to non-attendance? (e.g., any particular days or lessons)

History of behaviour; When did it first occur? Have there been similar difficulties in the past?

What is the current rate of attendance?







Description of Behaviour







· Any other needs within the family?

Any changes in family dynamic? (e.g., separation, loss, birth of a sibling, health issues of

other family members)

Development and educational history (e.g. health, medical, sensory or social factors)





Risk factors – Pupil, family, and school





What are the aspirations or ambitions?

What positive relationships do they have at home and at school? (e.g., peers and staff) What positive experiences have they had at school?

What was different about the times when the pupil was able to attend school?

What has been helpful in the past?

What strengths do they have?









•



Strength and protective factors
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· Are there any maintaining factors?

To avoid something or a situation that elicits negative feelings or stress? (e.g., fear

of the toilets, the noise of the playground, lots of people in the corridor)

To escape difficult social situations? (e.g. feeling left out at playtime, public speaking/group task)

To get attention from or spend more time with significant others? (e.g. change in family dynamic, worry about a parent/carer)

To spend more time out of school as it is more fun? (e.g., going shopping, playing video games).

Are there any differences of views?

What risk factors have been identified (pupil, family and school)? What strengths have been identified that can be built upon?

What is the function of the behaviour? Is it:

o o o

o

What is people’s understanding of why the pupil demonstrates these behaviours?











Formulation and Current Thinking





Action Planning

After the information gathering and analysis process has occurred, a support plan should be made noting how that pupil will access their education e.g., a return to school.

All plans need to be co-produced with parents/carers, the pupil, and any other appropriate agencies. All parties need to be engaged and committed to the plan.

Each plan will differ, according to the actions indicated by the assessment. What works with one pupil will not necessarily work with another.

The plans should always be realistic and achievable with the aim of reintegrating the pupil. An overly ambitious plan is likely to fail. The return should be gradual and gentle, and recognition by all that a ‘quick fix’ is not always possible. A part-time timetable may be necessary as part of a gradual return process, but this should always be temporary and not seen as a long-term option as all pupils are entitled to a full-time education.

All parties should be aware that there may be difficulties implementing the plan and these should be anticipated, and solutions found. Setbacks happen, and do not mean that the plan has failed. An optimistic approach should be taken; if the pupil fails to attend school on one day, start again the next day. Parents/carers and school should anticipate that there is likely to be more difficulty after a school holiday, period of illness or after the weekend.

At the start of the plan the pupil is likely to show more distress and all should be aware of this. School staff and parents/carers need to work together to agree on a firm and consistent approach. Any concerns about the process should not be shared with the pupil; a ‘united front’ is recommended. Concerns should be communicated away from the pupil. Schools should take an individual and flexible approach to the pupil’s needs. All school staff that will encounter the pupil should be aware of the reintegration plan and any adaptations to normal routines or expectations that are in place to support the pupil.

Once actions on a support plan are agreed with a pupil e.g. returning to school in very gentle incremental steps, stick to what has been agreed for that week, even if things seem to be going really well, as pushing things further than agreed can heighten anxiety, reduce trust and backfire overall. It is important to be consistent.

The format of the support plan should be flexible. The pupil should have a copy of the plan that is accessible to them. Examples of a support plan can be found in Appendix 4: Example Support Plans.



Literature has identified key elements of support that should be in place for reintegration action plan to be successful:



		Key elements of any plan



		The pupil to be given the opportunity to provide meaningful input into the planning for their reintegration.





The aim of returning to school at the earliest opportunity.

Direct telephone contact between parent/carers and key worker in school.



Agree expectations regarding frequency of contact and set realistic response times.

Regular contact with meaningful interactions (e.g. returning marked work that has   been completed by the pupil and feedback on their work).



Early home visits, if appropriate to discuss the pupil’s reluctance to attend school.

All parties to agree to actions and keep to them until the next review period.



A personalised programme for each pupil. (e.g., flexible timetable, arrangements for transport, buddying, and provision of a safe haven).



Ensuring the pupil has access to an identified member of staff who can be approached if anxiety becomes temporarily overwhelming in school (i.e., a key worker).



Ensuring all staff (including supply staff) are informed about the pupil’s difficulties, particularly during changes of classes/key stages.



Identifying a safe place or base in school that the pupil can go to if needed.



   

Identifying a member of staff for the pupil to ‘check in’ with throughout the day.



		Considering whether or not a family assessment would be helpful to identify whole family support.









Interventions and Strategies

Once all the information is available a functional analysis of the school avoidance behaviour should be undertaken, and this should inform the choice of intervention. Your EP can support you with this. There are four types of variables that can maintain school avoidance behaviour, however, several of these may be involved and their effects will be interactive. Interventions should be bespoke to the individual.

1. 	To avoid something or situations that elicit negative feelings or high levels of stress (e.g. fear of the toilets; the noise in the playground; lots of people moving all together in the corridors between classes, tests/exams)

Interventions should include learning about anxiety and worry and how these affect our thinking, feelings and behaviour. Interventions should highlight how avoidance of the feared situations can make things worse. The pupil should be taught ways of managing their anxiety such as relaxation techniques. Links to resources to support schools with this can be found in Appendix 7: Relaxation Top Tips.

There should be a gradual re-exposure to the school setting using an anxiety/avoidance hierarchy, created with the pupil from the least feared school situations to the most feared. School should work with pupils to identify the provision of safe spaces such as pastoral offices, libraries, wellbeing, or nurture areas. These may be less stigmatising for some pupils than the additional learning needs areas.

Anxiety/Avoidance Hierarchy





For each situation the pupil will need to be supported to think about:

What coping technique they will use (e.g. relaxation, thinking, distraction)

What support will be in place (e.g. key worker available, time out card, access to safe place)

[image: ]Some situations may need to be broken down into even smaller steps.







To create an anxiety/avoidance hierarchy, the pupil can be asked to name situations (or shown cards representing possible fears) and asked to rank them in terms of how they feel about the situation or objects from least to most worried about. When thinking about the next steps, it is important to start with the item that causes the least amount of anxiety, helping them to think about how they will cope with the situation and what support they will need. When they have overcome this fear and consolidated this several times then they can begin to work their way up the hierarchy.



2. To escape difficult social situations (e.g. feeling left out at playtime, reading out loud in class or other public speaking/group task, working as part of a group)

In addition to interventions previously discussed (point 1), pupils should be taught social skills and given opportunities to practice coping skills in real-life situations, starting small and building up to the most challenging. There could be pre-teaching of missed key work, buddying, peer mentoring and role-playing what they are going to say when peers ask about their absence from school.



3. To get attention from or spend more time with significant others (e.g. change in family dynamics, concern about wellbeing of a parent/carer).

Intervention would usually involve work with caregivers supporting them to develop skills and techniques to:

· Manage school avoidance behaviours such as tantrums or physical complaints.

· Establish morning routines.

· Use problem solving techniques.

· Establish positive and individual time to spend with the pupil outside school hours.

· Focus on positive behaviours.

· Positively acknowledge times they attend school (pat on the back, smile, words of encouragement)



4. 	To spend more time out of school as it is more fun or stimulating (watching TV, going shopping, playing computer games, hanging out with friends).

Intervention would usually include:



· Being aware of the attention a pupil receives during non-attendance

· If possible, take away/reduce more stimulating activities (e.g. laptop time, access to the internet, phone and computer)

· Support their travel to and from school.

· Make school as stimulating as possible, find out the pupil’s interests and if possible, apply this to the school work



Review

It is essential that any plan is reviewed regularly and that the pupil is made aware of the actions that have been taken. This reinforces their feelings of support as they can see that they have been responded to and heard. Dates for reviewing any plan should be set and the relevant key members of staff and professionals should be invited to attend. It is important that pupils and their parents/carers are actively involved in the review process.

The review should identify and celebrate any progress made and consider any further information to help inform next steps. These next steps can include:

· Consolidating and maintaining the current support plan

· Setting new outcomes and/or actions for the pupil, school, and parents/carers

· Agree any additional referrals to other agencies.









Plan

Based on information gathered, plan for a realistic reintegration

Assess

Gain a full understanding of all the factors at play (pupil, school and family)

Do

Ensure support is in place and good communication with school, family and others

Review

Monitor progress made and adjust plan accordingly









Whole School Good Practice

Any successful work with an individual needs to be embedded in whole school systems. General good practice for promoting wellbeing and positive mental health also applies to EBSA. The figure below outlines the culture, structures, resources and practice within a school that can promote wellbeing of staff and pupils, with particular reference to EBSA. A whole school audit can be found in Appendix 5.
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Transition

Research shows peaks in the number of pupils experiencing EBSA that coincide with transition periods in educational phases. This is unsurprising given the significant changes pupils face during these times.
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Successful transition involves the pupil being supported to be able to adjust fit in with their new environment.











Adjustment







meeting lots of new children and young people

departmentalised subjects being timetabled and taught differently by different teachers

a different journey to school






to



	



greater pressure placed on attainment.



moving around the school to different classrooms for different subjects



new staff and   staffing structures.



new relationships, group rules and friendships






new environment













	being grouped in classes for   different subjects or abilities



	from being the oldest in their primary school to being the youngest in secondary school

	the pastoral system and pastoral support



Most pupils adjust to these changes over time, however, pupils who experience high levels of anxiety, or who have experienced loss or separation, may experience great difficulty with adjusting and may be vulnerable to developing or exacerbating EBSA patterns of behaviour. It is important that schools, and the parents/carers supporting the pupils at home, provide early, individualised support. For example, feeder primaries should discuss their concerns regarding vulnerable pupils with their secondary school well in advance.

Good transition practice involves effective exchange of information, both pastoral and academic, from primary to secondary school. It is important for feeder primary schools to flag up any early separation difficulties or past EBSA patterns even if the issues were mild and attendance is now satisfactory. We advise that secondary schools should specifically ask for this information on any transition information gathering forms.

Good transition also involves good communication with the pupil and the parents/carers supporting them at home. Key to this is giving the pupil and their family the practical information they need.















· How will pupils be supported to make new friendships?

· Provide access to supported social activities.

· Support social interactions within the classroom.

· Have re-assuring anti-bullying and wellbeing policies.



Social time







· Give information about how lessons are structured.

· Give information about homework expectations, support and where to get help.

Academic demands







· Set out with the pupil how they would like to be supported.

· What is important to them? What is important for them?

· Share a one-page profile with all staff supporting the pupil.



Support systems







· Provide a checklist for each day.

· Find ways they can be supported further (e.g., where to obtain spares)

Equipment needed.
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· How will they get to school?

· Go through the journey to school and practice this

· Identify a companion for the journey.

· Clarify what happens when they get to school.



Travel to school







· Give a simplified staff structure chart

· Provide photos of key people

· Identify one key person - and be clear about how they can be accessed, when and why

Key people in school







· Go through the layout of the school

- map, tour, colour coding



Environment







· Provide simplified timetables.

· Colour code subjects

· Clarify break and lunchtime systems.

· Identify clubs or safe spaces during unstructured times.



Structure of day









Familiar school staff should discuss with pupil, and the parents/carers supporting them at home, what they are looking forward to and what they may be worried about, and this should be individually addressed. An example of support would be to ask ‘what if?” questions.





What if…

I don't know where my

classroom is...

I will look at my

planner and see if I can work it out.

I will try to ask

someone in my class

I will ask a

member of staff

Someone calls me an

unkind name...

I will try and walk

away and find someone to help.

I can talk to my

key worker about why I am upset.



I will ask my teacher to deal with it and talk to that person.

I have nothing to do at

breaktime...

I could go to the

library

I could buy a

snack and eat it in the dining hall.

I could find my

buddy
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EBSA and Autism Spectrum Disorder (ASD)



It is well documented that anxiety and poor stress management are common in children with autism and that anxiety may worsen during adolescence, as young people face increasingly complex social interactions and often become more aware of their differences and interpersonal difficulties. As yet, there is little research into the prevalence of those with ASD and EBSA but evidence and experience suggests that due to the anxieties that the children with ASD experience they are at increased risk of EBSA.



Schools will be aware that they are complex social environments that children with autism can find exhausting; they are spending cognitive energy managing this social experience and can become overloaded. Indeed, their anxiety may become ‘overflowing’ and place them at risk of EBSA.



Given the increased risk of a child with ASD experiencing high levels of anxiety that may lead to EBSA it is essential that there is early attention and intervention given to developing the child’s social skills, emotional literacy, resilience and their ability to self- regulate. Steps to address these are set out below



Working with the child



Evidence and experience demonstrates that anxiety levels in children with ASD can be reduced by adopting good practice approaches that are individualised to the child’s specific needs including visual supports, structure, managing change and generally increasing the certainty of the school day. Further details of good practice strategies can be found in Appendix 6 – Strategies for Young people with ASD and should include all adults working with a child being made aware of the affect their communication style can have.



Steps to Support Reducing Anxiety



Step One - Ensure that all adults working with the child have an understanding of ASD and communicate appropriately and that adults have implemented general autism ‘good practice’ strategies e.g. the child uses and is engaged with a visual timetable, relevant visual supports, calm space – see Appendix for further suggestions.



Step Two - Key to the effectiveness of any intervention is having a sound understanding of the child’s needs and how ASD specifically affects the child. Consider using a tool such as;

• Pupil Progression tool - Autism Education Trust (AET 2017): http://www.aettraininghubs.org.uk/wp-content/uploads/2016/02/Progression-framework.xls

•Autism from Diagnostic Pathway to Intervention by Kate Ripley



Step Three - Plan and implement individualised, strategies to develop the emotional and social skills identified in step two. These may include those identified for children in previous chapters of the guidance or more specific strategies such as those included in the resources section.



Step Four - Review the impact of the interventions using the Pupil Progression Tool (AET) or similar. It may be that, despite the good practice and interventions, the child’s anxiety continues to increase placing them at risk of EBSA and additional interventions will require implementation.



Please note that the advice in previous chapters regarding Action Planning are also relevant here and should be followed.



If there are indications that the child is at risk of EBSA it will be important to build up a clear picture of exactly what elements of attending school are increasing their anxiety in order that best endeavours can be made to alleviate the anxiety. It is recommended that the tools in Autism from Diagnostic Pathway to Intervention by Kate Ripley are used. In particular, Mapping the Landscape of Fear and planning solutions.



Schools should also consider incorporating supports based on modified cognitive behaviour therapy (CBT). CBT is based on the notion that our thoughts mediate our emotional and behavioural response, implying that it is not external events such as people or situations that cause our responses, but rather our thoughts about those events. NICE (2013) recommend that CBT is considered for children and young people with autism anxiety who have the verbal and cognitive ability to engage and there is emerging and growing evidence that CBT could reduce anxiety in children with ‘high-functioning’ ASD.



Schools could consider using resources such as:

 The Homunculi Approach to Social and Emotional Wellbeing: A Flexible CBT Programme for Young People on the Autism Spectrum or with Emotional and Behavioural Difficulties by Anne Greig

 Starving the Anxiety Gremlin by Kate Collins-Donnelly It may also be appropriate to seek specialist, outside agency support such as The Autism and Social Communication Team.





Working with Parents



Recent studies emphasise the importance of the relationship between parental anxiety and anxiety in children and young people. Many parents of children with autism report that they notice their own emotions have an impact on their child’s emotions and vice versa. Therefore, it important to emphasise the need for school to build a collaborative partnership with parents in the best interest of the child, as described previously.



Parents may have received minimal guidance regarding strategies to support their child and schools should consider training courses that may be available to parents e.g. Early Bird. In addition, the transactional nature of anxiety highlights the need for parents and carers to pay attention to their own mental health needs and parent support programmes such as the Early Bird Healthy Minds Programme teaches parents to take care of themselves, in order to be in the best physical and mental health to help their child, whilst also teaching them strategies to develop their child’s emotional resilience.





EBSA, School Attendance and the Law

The Education Act 1996 places a legal duty on all parents to ensure that their child has an education. When this education is provided in a school setting parents must ensure their child attends regularly. If the parent is unable to ensure this, they can be held accountable for an offence under S.444A and S.444B of the Education Act 1996; failure to secure the regular school attendance of a child. The term regular has recently been defined to mean ‘as prescribed by the school’. For most pupils, this means attending school full-time. Any unauthorised absence is therefore irregular attendance. 

As with any law, the parameters are firm and the Education Act 1996 goes further as the offence is one of strict liability. This means there are only certain permitted defences the parent can use for their child missing school. One such defence is the child was unfit to attend school due to ill health. The parent must prove this to be the case. Only a Head Teacher can authorise absence from school. They may request supporting medical evidence from the parent which shows the pupil is unfit to attend school. 

This request is often made to avoid the matter moving into a legal process. Medical evidence can include appointment cards, prescriptions, reports from medical professionals etc. The weight and value of the evidence is one for the Head Teacher to consider in their decision making regarding whether an absence is to be authorised or not. 

When unauthorised absence occurs, depending on the length and reason for the absence, the school has the option to refer to the Local Authority via the Education Welfare Service.  The Education Welfare Service discharges the Local Authorities statutory duties associated with school attendance. On receiving the referral, the Education Welfare Service will gather evidence from all involved before making a decision on the next steps within the legal framework. All cases are considered on a case by case basis at the point of referral and throughout the process. If there is no evidence to support a statutory defence, the Education Welfare Service will make a judgement about the most suitable form of legal intervention. 

Interventions are offered within a legal framework with an investigation to establish if an offence can be proven. This can lead to a variety of actions including the use of Fixed Penalty Notices (FPNs) and/or Court action both in the criminal court (offences under the Education Act) or in the Family Court when seeking an Education Supervision Order. 

If the decision is made to go forward with a prosecution, consideration is given as to whether this will be the fast track pathway, a normal or an aggravated offence. The fast track route is generally deemed appropriate when support is in place for the family from other agencies, and provides a further 12-week period in which the parent is expected to demonstrate a significant improvement in their child’s school attendance. Alternatively, an Education Supervision Order may be considered appropriate. 

An application is made to the family court for a one-year supervision order. A supervising officer is identified and their role is to befriend, advise and support the pupil and parent, in order to significantly improve school attendance. If the parent fails to meet the expectations and directions of the order, a prosecution may follow. 

For schools with young people experiencing EBSA and struggling with attendance, it is the Head Teacher’s decision whether to authorise absence or not. If a school decides to refer a student to the Education Welfare Service, the expectation would be that the school will have tried an array of strategies to encourage and support the young person’s attendance such as those as outlined in this document as well as requesting any supporting information from medical professionals. 





EBSA and Requests for Individual Development Plans (IDPs)

Individual Development Plans (IDPs) are for pupils who have additional learning needs or disabilities that require over and above the universal support available to them in the school setting. In some cases, pupils who experience EBSA may have underlying additional learning needs and require additional support. If this is suspected a parent/carer can make a request to the school or the school can seek consent from the parent to undertake an assessment of needs. The school should hold a PCP Review meeting and invite all the services that are involved with the pupil. During this meeting, and based on all the evidence received, the school can agree to write an IDP. Should the school feel that what the pupil requires is over and above what they can provide, they can submit all the information to the LA and request the LA consider drafting an IDP.  Before this happens, there will need to be records of the pupil’s progress over time and a review of the interventions he or she has received to date. Advice from external agencies includes but is not limited to specialist teams within the Education Service such as the EPS, EWS and Autism Support Service etc., health professionals and professionals who work with families.





Further Local Support & Resources



The Inclusive Practice Service

The Inclusive Practice Service would be able to offer support to class teachers and school staff when a pupil is attending a school setting, however minimal that attendance. This support is, however, only accessed by school staff and not parents. It would be the school’s position to liaise with parents and carers.



Our aim is to ensure that classrooms and schools are working towards being able to offer a fully inclusive setting for all pupils. We would of course be happy to work with settings when they have a young person with EBSA to ensure they are doing all they can to provide a fully supportive transition.



Families First

Families First is a Welsh Government Funded programme who help families experiencing difficulties.  It places emphasis on early intervention and prevention and provides support to the whole family.  We are able to provide support with issues such as domestic violence, poor mental health, Substance misuse, free assisted child care places, support children with a disability and/or complex needs, young people with caring responsibilities, parenting support, social workers in schools who provide consultations with parents and staff, referral to NYAS, access to a community psychologist and CPN. 



National Youth Advocacy Service

NYAS Cymru work to support children and young people to get their voices heard, when decisions are made which affect them.

 

How we support EBSA

We can voice young people’s views, wishes and feelings to adults when young people want something stopped, started or changed in their lives inside or outside of school.

 

To get help from an Advocate - 

Call our Helpline on 08088081001 or Email us at help@nyas.net





Mental Health In-Reach to Schools Team

The Mental Health In-Reach to Schools team consist of mental health professionals who sit under the wider CAMHs service.  The team provides a consultation and training model for school staff and other relevant stakeholders when there are concerns about that child's emotional wellbeing.

 

The team consists of registered mental health nurses, occupational therapists, school health nurses and teachers who have also gained additional qualifications in the field of mental health.  The team are employed by Aneurin Bevan University Health Board and have direct links with all mainstream schools in Gwent.

 

How we support EBSA:  We offer consultation to school staff when there are concerns that a child is beginning to avoid school due to anxiety, low mood, or other functional mental health difficulties.  Consultation can be face to face, via MS Teams, or over the telephone.  Each school has its own named In-Reach practitioner who they can easily access for advice, support, formulation, and signposting.  In-Reach practitioners work on a multi-agency level and can be instrumental in liaising with a variety of relevant services to reach a therapeutic and practical goal for a young person to return to school.  In-Reach also offers a variety of workshops, including Understanding and Supporting Anxiety and Worry, which can be delivered to any professional working with a young person.

 

How to access support

Requests for consultation are only accepted from people in schools working with CYP not CYP themselves or their families/carers. Consultation can be accessed by emailing or calling your In-Reach practitioner who will be able to negotiate and plan a mutually convenient time slot for consultation.  We request parental consent as good practice to take a child to consultation, but advice can also be sought anonymously if needed.





Educational Psychology Service 

The Educational Psychology Service (EPS) promotes the development and learning of all children through the application of psychology. Educational Psychologists work at the level of the educational organisation, with individuals and groups of children, teachers and other adults in schools, families, other local authority officers, health, social and care and other agencies. Educational Psychologists have competencies in consultation, assessment, case formulation, and intervention related to children’s learning, developmental, behavioural, emotional and mental health needs. 



How we support EBSA

School staff can access consultation with an Educational Psychologist via the school ALNCo or senior management team.  It is suggested that after staff have gathered information they liaise with the ALNCo who will consider arranging a consultation with the EP to discuss the way forward which may involve developing an action plan.



The Educational Psychology Service can deliver training and ongoing supervision for both school and multi-agency staff on working with children and their families who display EBSA. This includes information covered within the good practice guidance and tools for working with young people and families.









The Youth Service

The Youth Service works in partnership with a number of services to support the wellbeing needs of young people both in schools and in the community. The Youth Service has several projects that can support the wellbeing needs of young people aged 11-25:

· Inspire 2 Achieve – Youth Work support based in schools and alternative education settings including year 6/7 transition support and year 11 transition support

· Inspire 2 Work – Youth Work support to assist young people overcome barriers affecting their engagement in education employment and training

· Youth Homelessness – Youth Work support for those young people who are at risk of homelessness

· Independent Counselling for Young People – counselling sessions provided in schools and the community or young people dealing with emotional wellbeing needs which are affecting their everyday lives

· Play therapy – play therapy sessions for those in years 3, 4 and 5 who are not able to manage their emotions (referrals taken from Space Wellbeing Panel)

· Health and Wellbeing Accreditation – offers accredited courses/groups around wellbeing subjects, mainly in school settings but can support parents/carers who want to deliver to their children who are electively home educated.

· Positive Futures – Youth Work Support for young people displaying anti-social behaviour



For more information on the projects above or to make a referral please contact youth.service@blaenau-gwent.gov.uk or direct message our Facebook page BG – Youth Service



The Youth Offending Service Reach Project 

is a prevention project developed to provide a multi-agency response to children at risk of offending or displaying anti-social behaviour.  The main emphasis of REACH work is to provide the right support to children and their families at the earliest opportunity.



Each child will work closely with a member of the REACH team for 3 – 6 months.  The intervention is voluntary and could include additional resources from education, training, employment, mental health, social services, youth services and community groups.  The work will focus on the issues that children and families are worried about and are becoming growing concerns.



How do we support EBSA?

Staff from any service/agency can make referrals if there are signs that a child is displaying anti-social behaviour or could become involved in offending.  As REACH is a voluntary project, the child and parent must agree to the intervention and sign the consent section of the referral form.



We do not accept referrals directly from families but would encourage any parents/carers who are concerned about the escalating behaviour of their child to have the discussion with a teacher, youth worker, police officer, health worker or any professional who knows the child well.  The referral form must be completed and signed by the professional.

Getting in touch….

Professionals who would like to discuss a possible referral or request a referral form can contact the team:

· By phone - 01495 235623

· By email – YOS@caerphilly.gov.uk 

We are based at Unit 4, Woodfieldside Business Park, Pontllanfraith, Blackwood NP12 2DG.



Home tuition and Ty Afon placements



Blaenau Gwent’s Tuition Service and Ty Afon provide temporary educational support for pupils who are unable to attend school for medical reasons and pregnant school girls, where mainstream school is not appropriate (Please read policy for pregnant school girls). The purpose is to minimise disruption to education, provide access to as much education as their medical condition allows, and enable pupils to return to school as soon as their health permits.



How we support EBSA 



If a pupil’s non-attendance is medically based and pupil is supported by a consultant, school can apply to the vulnerable learner panel for placement. 



How to access support School needs to complete a panel referral form and evidence with a consultant’s letter indicating the pupil is too sick to attend mainstream, giving a diagnosis, treatment plan and recommendations for the provision required with timescales. 



Education Welfare Service



The Education Welfare Service’s role is primarily to discharge the Local Authorities statutory duties associated with school attendance. 



We offer advice and guidance to schools and families on attendance matters and investigate referrals made by schools to consider if a child’s poor attendance should lead to legal action. 



We have grant funded workers in place who can do 6 – 12 weeks intervention to support with EBSA.



In addition, the Elective Home Education (EHE) officer sits within the Education Welfare Service. EHE is where a parent removes a young person from the roll of a school to take responsibility for all aspects of the child’s education themselves. 



The EHE Officer offers advice and guidance to parents on how to provide a suitable education provision and will determine at a later date if that provision is effective. 



How do we support EBSA? 

We can advise both parents and schools on the legal framework around any associated school absence. We can offer parents considering Elective Home Education the opportunity to discuss this option to ensure they are able to make an informed decision. 



How to access support 

General questions around school attendance, including the use of penalties, can be answered by link Education Welfare Officers. 

Email:

Catherine.mapps@blaenau-gwent.gov.uk 

Wendy.lane@blaenau-gwent.gov.uk 

Claire.newell@blaenau-gwent.gov.uk 

Jonathon.henderson@blaenau-gwent.gov.uk 

James.richards@blaenau-gwent.gov.uk

Andrew.james@blaenau-gwent.gov.uk

 

For questions or advice regarding Elective Home Education; 

Email: Charlotte.copik@blaenau-gwent.gov.uk

· 

Appendix 1: Profile of Risk of EBSA (PRA) Checklist
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The Profile of Risk of EBSA (PRA) Checklist consists of five key areas, each of which contains a number of items you are asked to consider in terms of their possible importance in influencing an anxiety based attendance problem. The rationale for the checklist content is based on risk factors identified in the guidance.

When completing the checklist, it is important to be as objective as possible and to base assessments on evidence. It is recommended that completion of the checklist is a joint venture, so that checking and questioning can lead to the best judgments in terms of item importance.

During the process of completing the checklist, it may be useful to note factors associated with particular items, such as:

· This has been an issue in the past, but does not appear to be now.

· This has been an issue in the past and has persisted as an important item.

Items are not quantified by a typical rating scale. This is because it may be that one single item (e.g., the death of a parent) is so important that it cannot be rated numerically in the same way other items may be rated. Its influence could be proportionately greater than a rating scale could accommodate. As such, the checklist asks you to make notes on the key items of importance you identify. These can then be visually represented in the five overlapping circles that follow the checklist.

If the profile suggests to you that the pupil is at risk of anxiety based school avoidance, the next step is to obtain the views of the pupil, parents/carers and staff.
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Profile of EBSA



		

		Level of Concern



		Loss and Change

		High

		Medium

		Low

		Not an

issue

		Not

known



		Death of a parent/carer, relative, friend

		

		

		

		

		



		Death of a pet

		

		

		

		

		



		Sudden traumatic event

		

		

		

		

		



		Sudden separation from a parent/carer

		

		

		

		

		



		Moving house, school, area

		

		

		

		

		



		Loss of a classmate

		

		

		

		

		



		Parent/carer, relative, friend illness

		

		

		

		

		



		Note on key items



		Family Dynamic

		High

		Medium

		Low

		Not an

issue

		Not

known



		Parenting

		

		

		

		

		



		Birth of a sibling

		

		

		

		

		



		Parents/carers separating

		

		

		

		

		



		Parents/carers arguing / fighting

		

		

		

		

		



		Practical problems bringing the pupil to school

		

		

		

		

		



		Problems with parental control

		

		

		

		

		



		Jealous of sibling at home

		

		

		

		

		



		Note on key items



		Curriculum / Learning Issues

		High

		Medium

		Low

		Not an

issue

		Not

known



		Low levels of literacy

		

		

		

		

		



		P.E. and / or games issues

		

		

		

		

		



		General learning difficulties

		

		

		

		

		



		Subject specific difficulties

		

		

		

		

		



		Exam or test anxiety

		

		

		

		

		



		Difficulties with a particular teacher / adult

		

		

		

		

		



		Problems keeping up in lessons

		

		

		

		

		



		Note on key items



		Social / Personal

		High

		Medium

		Low

		Not an

issue

		Not

known



		Being bullied

		

		

		

		

		



		Seems to have a new friend / friendship issue

		

		

		

		

		



		Communication barriers (e.g., English as an

Additional Language)

		

		

		

		

		



		Dislikes play / break times

		

		

		

		

		



		Few leisure interests

		

		

		

		

		



		Note on key items



		Psychological wellbeing

		High

		Medium

		Low

		Not an

issue

		Not

known



		Often seems tired

		

		

		

		

		



		Low self-esteem

		

		

		

		

		



		Appears to have a low mood

		

		

		

		

		



		Appears anxious

		

		

		

		

		



		Keeps feelings to themselves

		

		

		

		

		



		Note on key items



		Other issues

		High

		Medium

		Low

		Not an

issue

		Not

known



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		Note on key items









Overview of key risk factors identified.Loss and

change

Family

Learning

Social

Psychological

Other
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Appendix 2: Information gathering from school.



		



		 	is currently experiencing difficulties attending school which we feel may be due to emotional distress. We would like to get a picture of how they are in school. As an adult who works with  	 please complete the questionnaire below.



		Your name

		



		Lesson/activity/relationship to pupil

		



		Please describe 	



		



		What are their strengths?



		



		What is going well for them?



		



		What do they find difficult?



		



		How do they get on with their peers?



		



		How do they get on with you and other adults?
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		Are they engaged and motivated with their learning? (Please explain where, when how etc.). Are they making progress? If not, why do you think this is?



		



		Have you observed any emotional difficulties at school? If so, what did this look like and when did/do they occur?



		



		What emotional support do you provide for them? How do they respond?



		



		How do you understand their attendance problems?



		



		What do you think might help them attend?



		









Appendix 3: Information Gathering and Integration



		Name

		

		School

		



		Year Group

		

		Key school staff

		



		Other agencies involved

		



		Description of behaviour



		



		Risk factors: school, pupil, and family



		



		Strengths and protective factors



		



		Formulation and current thinking



		









[image: ]Appendix 4: Support Plan



		Support Plan



		Name:

		

		Date:

		



		At school these things can make me feel upset



		

[image: ]



		My school support person(s) is/are:



		Details of checking in with my school support person (when, where)

















		We have agreed the following changes to my attendance, until 	



		(Identify any changes to days or time they come in)



[image: ]





		Changes to my timetable include



		(Identify any changes needed and what should happen/ where they should go instead)



[image: ]









		Any other changes include:



		(Identify any other changes to routines (break, lunch times, changes between lessons etc.), to classroom expectations (not expected to read aloud, work in pairs etc.) or homework etc.)



[image: ]





		When I start to get upset, I notice these things about myself



		



[image: ]











		Things I can do to make myself feel better when I’m at home



		

[image: ]



		Things that other people (staff and friends) can do to help me feel better when I’m at school



		

[image: ]



		Things that my family can do to support me to attend school



		

[image: ]



		Places in the school where I can go to where I feel safe and supported



		

[image: ]



		This plan will be reviewed regularly so that it remains helpful



		Review date:



		My signature

		Key adult’s signature

		Parent signature



		

		

		



		Other people who have access to the plan are?



		























		Support Plans



		Name:

		

		Date:

		



		At school these things can make me feel upset



		















		My key adults(s) is/are:



		When I can speak to my key adult(s): Where I can speak to my key adult(s):



		Until	my return to school plan includes the following changes to my attendance



		(Identify any changes to days or time they come in)















		Changes to my timetable include



		(Identify any changes needed and what should happen/ where they should go instead)



		Any other changes include:



		(Identify any other changes to routines (break, lunch times, changes between lessons etc.), to classroom expectations (not expected to read aloud, work in pairs etc.) or homework)



		When I start to get upset, I notice these things about myself



		







		When I start to get upset, others notice these things about me



		





		Things I can do to make myself feel better when I’m at home



		



		Things that other people (staff and friends) can do to help me feel better when I’m at school



		













		Things that my family can do to support me to attend school



		















		Places in the school where I can go to where I feel safe and supported



		

















		This plan will be reviewed regularly so that it remains helpful



		Review date:



		My signature

		School support person signature

		Parent signature



		

		

		



		Other people who have access to the plan are?



		







Appendix 5: Whole School Audit



		Whole school systems for promotion of emotional wellbeing and prevention of EBSA



		

		Whole school provision currently available

		

In need of development

		

Comments/next steps (including by whom and when)



		School Culture Ethos



		

Committed and inclusive senior leadership team - values all pupils and allows them to feel a sense of belonging

		

		

		



		

All staff working within the school are valued. Clear protocols regarding emotional support and stress management for staff including supervision

		

		

		



		

Continuous professional development for all staff which makes clear the promotion of positive emotional health and wellbeing is everybody's responsibility (including EBSA)

		

		

		



		

The importance of pupil voice and viewing the pupil holistically are approaches which are embedded within the culture of the school

		

		

		



		

Recognition of the importance of communication and partnership working with parents/carers and external agencies
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		School systems, policy, and practice



		

Clear policies on attendance, wellbeing, bullying, equality and transition which set out the responsibilities for all and the support in place

		

		

		



		

Curriculum includes the teaching of resilience, coping and social skills

		

		

		



		

Curriculum appropriately differentiated according to individual need

		

		

		



		Whole school systems for promotion of emotional wellbeing and prevention of EBSA



		

		Whole school provision currently

available

		

In need of development

		

Comments/next steps (including by whom and when)



		

All staff are aware of specific strategies and programmes in place to support those experiencing EBSA

		

		

		



		

Promotion of supportive literature regarding emotional wellbeing and mental health for young people and parents/carers

		

		

		



		



Clear roles and responsibilities for ALNCo and emotional wellbeing leads
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A member of senior staff is responsible for over- seeing arrangements for EBSA pupils

		

		

		



		



Clear systems in place for the early identification of school avoidance

		

		

		



		

A designated member of staff who has a responsibility to investigate and act on concerns

		

		

		



		

Staff are aware as to whom they should convey any concerns regarding EBSA

		

		

		



		

Provision of interventions within a graduated response - assess, plan, do and review

		

		

		



		

Staff are aware of the role of other agencies and local arrangements about assessing and supporting pupils experiencing EBSA

		

		

		



		

Access to indicated provision (e.g. safe places within the school, key person)

		

		

		







[image: ]Appendix 6: EBSA Top Tips



Appendix 7: Relaxation Top Tips







Appendix 8: Blank Fear Ladder







		Most feared



		



		



		



		



		



		



		



		



		



		



		Least feared
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Purpose



This guidance is intended to support all maintained Blaenau Gwent schools, and specialist provision settings, hereafter referred to as ‘schools’, in the appropriate use of reduced timetables (sometimes referred to as ‘partial’ or ‘part-time’ timetables), within the current legal and safeguarding framework for pupils deemed medically fit to attend school. 



This guidance does not refer to the ‘staggered’ introduction of reception-aged pupil.





Summary



There is no statutory basis upon which to establish a reduced timetable, however, in exceptional circumstances schools may need to implement a reduced timetable in order to support a pupil who cannot attend school full-time for a short, agreed period.



To ensure that the application of a reduced timetable is time-limited and that re-integration to full-time education occurs swiftly and is appropriate to the pupil’s personal needs, abilities and circumstances, BGCBC is sharing this guidance with all schools in respect of all pupils of statutory school age.



Schools and education settings have a statutory responsibility to ensure that all pupils on their roll receive a full educational entitlement and achieve good outcomes.



In very exceptional circumstances, where the needs of a pupil require it, (for reasons outlined below), it may be reasonable for schools to consider placing a pupil on a reduced timetable for a short period. As the pupil’s ability to cope improves, unmet needs are addressed and the offer is adapted, the pupil would be re-integrated quickly into full-time education.



[bookmark: page2]For the purposes of this guidance, a reduced timetable means by agreement with the parent/carer, school and the Senior Education Welfare Officer, that the number of hours spent in education is reduced for a time-limited period of usually no more than six weeks. Schools should consult with all appropriate agencies involved with a pupil when considering a reduced timetable. 



Schools should take account and act upon the following guidance in order to continue to improve standards of educational attainment, safeguard the well-being of all children and young people and reduce the likelihood to the school of charges being made in respect of a failure to educate.





What is a reduced timetable?

All pupils are entitled to a full-time education consistent with their Key Stage.



The WG recommendations are that the school offer for the taught curriculum on a weekly basis should be:

· Reception and Years 1 to 2 (children aged 5 to 7): 21 hours 

· Years 3 to 6 (children aged 7 to 11): 23.5 hours 

· Years 7 to 10 (children aged 11 to 15): 24 hours 

· Year 11 (children aged 15 to 16): 25 hours 



However s19 of the Education Act 1996 permits a Local Authority to not provide full time education if it is considered in the best interests of the child. 



If a school decides to implement a reduced timetable, then there must be a suitable reason to take such an approach as they could be found to have discriminated against a pupil (contrary to s15 of the Equality Act 2010) by a tribunal because the pupil has been denied full time education. 



A reduced timetable is one which restricts a pupil’s access to a full-time curriculum. Careful consideration must be given by schools to the impact that reduced timetables will have on a pupil’s entitlement, academic progression and any safeguarding issues that may arise because of a reduced timetable being implemented. 





General Principles of a Reduced Timetable

In very exceptional circumstances there may be a need for a temporary reduced / part-time timetable to meet a pupil’s individual need. For example, where a medical condition prevents full-time attendance in education and reduced / part time timetable is considered appropriate to support the pupil’s medical needs at this time. This package should form part of a planned reintegration package. A reduced timetable should be supported by a timetable comprising blended learning led by and monitored by the school and that it is suitable for the individual pupil. 



The Local Authority advice is that schools should keep detailed records of the learning programmes provided to the pupil and identify a teacher/teacher who will be responsible for marking completed work and providing feedback to the pupil. 



A reduced / part-time timetable must not be treated as a long-term solution and any agreement must have a time-limit by which point the pupil is expected to attend the school on a full-time basis. (Timescales are outlined in 5.3 below) If despite a robust reintegration plan a child/young person does not respond positively to school, consideration may need to be given to reviewing the current provision. If this is the case the school should call a meeting with parents, Senior Education Welfare Officer and other relevant LA Officers, e.g. Family First to discuss if other agencies can provide advice and support to address underlying need or Outreach Support to discuss strategies to support the pupil.



Where a pupil has a Statement of Special Educational Needs, or an Individual Development Plan delegated then a reduced / part-time timetable should only be used in exceptional circumstances and agreement must be obtained from the ALN Manager. A pupil should not be considered for a part-time timetable because of their additional learning need as this may constitute discrimination.



For a pupil who is looked after (either through agreement under section 76 of the Social Services and Wellbeing (Wales) Act 2014 or a Care Order), has a care and support plan or is on the Child Protection Register, consideration of implementing a reduced timetable must be taken in the context of the significant vulnerability of the pupil and this should be discussed with relevant agencies who may have a view as to whether or not this should be agreed. In these cases, any reduced timetable must be agreed with the Corporate Parent and the Senior Education Welfare Officer.





Reduced timetables. 



Could be implemented due to any of the following: -

· A pupil having a short-term medical condition.

· A pupil in receipt of tuition for long term medical reasons

· A pupil who has been excluded from school and is being reintegrated back into school



When agreed by school’s / education providers, Local Authority and parents/carers as part of a planned reintegration approach for a pupil who has not attended school / provision for a period due to a significant event such as illness, disability or mental health issues 



Where a pupil has an on-going medical condition, which results in them being unable to attend school as a result of the condition, then schools can refer them to the Local Authority for tuition in line with Local Authority practice.



In limited circumstances reduced timetables are used as a method of managing a pupil at risk of exclusion. The Local Authority identify that this may only be chosen after other strategies have been implemented and exhausted. In this case the Local Authority advice is that these are for a maximum six-week period with regular reviews. 



NB Where a reduced timetable is agreed, the offer or provision must also include blended learning through the school’s hub to ensure continuity of learning. If the pupil does not have access to suitable technology to access this, the school would be expected to provide the equipment necessary to do so. 





Implementing a Reduced Timetable 



When considering placing a pupil on a reduced timetable, the school must:

· be satisfied that a reduced timetable is an appropriate intervention given the needs of the pupil. There must be a clear and evidenced rationale for considering a reduced timetable as an intervention aimed at supporting the needs of the pupil.  A detailed assessment undertaken by the school with relevant evidence from an appropriate professional must be available to inform the decision in line with the rationale for a reduced timetable (e.g. if it is felt that a pupil requires tuition as they are not in a position to engage with the full curriculum due to significant medical/wellbeing concerns then this must be supported by appropriate advice from a CAMHS consultant prior to a referral being made for tuition, or if a pupil is struggling to access a full day in school then EPS advice should be sought as to appropriateness of a reduced timetable with the aim of reintegrating the pupil and enabling them to access a wider range of provision in school.

· formally notify the Senior Education Welfare Officer and where appropriate also alert the ALN Manager that this approach is being considered. Either Officer will link with relevant officers, i.e.  EP, EWO, Social Worker to ensure agreement from the Local Authority

· clearly evidence all strategies that they have implemented to engage the pupil in a formal document such as a Pastoral Support Plan

· ensure ethical and informed permission has been secured from parent / carer. This will be underpinned by a written agreement with the parent / carer ensuring signed parental permission prior to the commencement of a time limited reduced timetable. If the parent does not agree, the reduced timetable arrangements cannot be implemented. In these circumstances the school must consider alternative interventions

· complete a detailed written action plan with clear objectives, agreed with the parents / carers and the pupil and involving a relevant Local Authority Officer, demonstrating a clear path of planned reintegration from part time to full time provision over a maximum of a six-week period, reviewed regularly.

· ensure that the written agreement / action plan is provided to the Local Authority within 2 days of its completion

· ensure that review information is provided to the Local Authority within 2 days of each review

· ensure the pupil has an active involvement in the process of planning, reviewing and evaluating the planned intervention

· ensure full time education is in place at the end of the agreed period or arrange a review meeting to identify the way forward.  A maximum of one further period of six weeks should only be agreed in exceptional circumstances with parental and Local Authority agreement. In this case, the school should revisit the plan to reflect the need for an extension.

· ensure that where the pupil has a Statement of Special Educational Needs/Individual Development Plan, a copy of the reintegration plan must also be sent to the Statutory ALN Team so that it can be included in the pupil’s file. The Local Authority must agree to the intervention and a reintegration (reduced) timetable must not interfere with any additional support given to a pupil due to his/her educational needs.

· amend / undertake a risk assessment of the pupil’s needs to assess the impact that a reduced timetable would have on the child / young person. It is essential that the pupil’s welfare during any absence from school is considered. 

· amend any other existing documentation as appropriate to reflect the reduced timetable

· ensure the blended learning offer is in place and that the pupil has the necessary equipment, IT infrastructure and skills to access the school’s learning platform

· ensure parents / carers are clear they are taking responsibility for the pupil when he/she is not in school and guarantee that the pupil will be supervised off site and that this is recorded on the agreement

· provide termly returns to the Senior Education Welfare Officer indicating the numbers and names of learners who are accessing reduced timetables (in line with Local Authority practice for monitoring)






Roles and Responsibilities



The school must: 

· Notify the Senior Education Welfare Officer (and where necessary also notify the ALN Manager) that a reduced timetable is in place.

· Meet with parent / carer to consider proposals.

· Provide the pupil with sufficient and appropriately differentiated work to do for those hours they are not in school. Arrangements should be made to ensure that the work is marked; assessed and constructive feedback is given to the pupil.

· Establish robust arrangements for monitoring and regular review of the plan by a named member of senior staff.

· Ensure the written agreement and action plan is completed and shared with the Local Authority.

· Ensure effective communication with parents or carers and key professionals about progress towards the pupil’s full re-integration to school. 

· Record the pupil’s attendance, using the appropriate registration codes, any sessions where the pupils are undertaking blended learning from home whilst not directly supervised by a school member of staff would be coded “C” i.e. an authorised absence.

· Consult with Local Authority and provide appropriate information as outlined above to enable Local Authority to make an informed decision and consider the need for officer involvement (if not already in place) if an extension to the initial 6-week period is being sought.



The Local Authority must:

· ensure appropriate monitoring and challenge by collecting termly returns

· agree to any request for a further extension to a part time timetable for it to continue beyond 6 weeks.

· undertake quality assurance with schools to audit arrangements where part time timetables are in operation.
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Reintegration (Reduced) / Part-time Timetable Process Flow chart



Step 1:	School informs Senior Education Welfare Officer that it is considering implementing a reduced timetable and also inform relevant LA Officers; e.g. ALN Manager, Social Worker as required. Consultation with ALN Manager would be required if a pupil has a statement 



Step 2:  	School gathers clear evidence in the form of robust assessment information to support the rationale for a reduced timetable.



Step 3:	Local Authority discuss request and give agreement if pupil in receipt of additional funding/provision or is known to Social Services



Step 4:	School meets with parents / carers.



Step 5:	School completes written agreement and action plan and provides copy for Local Authority 



Step 6:	Named senior member of school staff to monitor and review at agreed periods and at the end of the 6-week period. Review information to be shared with Senior Education Officer and where appropriate ALN Manager.  



Step 7:	Meeting arranged to agree way forward 



Step 8: 	A further period of 6 weeks may be considered in exceptional circumstances with agreement from the Local Authority.  *



* If the Local Authority do not give agreement further discussion would be required with relevant officers before extending the reduced timetable period.








Appendix 2



Reintegration (Reduced) / Part-time Timetable Consent Form and 



Action Plan



		Pupil Name: 

		UPN: 



		Date of birth:  

		Gender: MALE/FEMALE   



		School: 

		Year Group:  



		FSM:  YES/NO

		CLA:  YES/NO

		EAL: YES/NO

		ALN: YES/NO



		If FSM: What arrangements that have been made to ensure child has access to lunch meals?



		



		If CLA:  Who have proposals re amended timetable been discussed with and what were their view?



		Local Authority: 



Name of Social Worker: 



Social Worker View: 





		

		Discussed with Senior Education Welfare Officer: 



Senior Education Welfare Officer View: 





		Is pupil on Child Protection Register/ Child In Need of Care and Support?

		Name of Social Worker: 



Social Worker View: 





		Have any safeguarding issues been highlighted and discussed with Safeguarding in Education Officer?





		SIE Officer view:





		Is the pupil in receipt of ALN provision?

		Discussed with ALN Manager: 



ALN Manager View: 





		Has the child had a part-time timetable?



YES/NO



		If yes, when:










		Name of parents / carers



		



		Name of lead person at school



		



		Date when this has been discussed and agreed with head teacher by lead person at school



		



		Name of head teacher



		



		Name of lead LA Officer



		



		Name of EP



		



		Name of EWO



		







		Reason for reduced / part time timetable (Including evidence)



· A pupil having a short-term medical condition.

· A pupil in receipt of tuition provision for long term medical reasons

· A pupil who has been excluded from school and is being reintegrated to school





		





















		Date of meeting agreeing the part-time timetable

		



		Persons Present at above meeting.



		



		Start date of part-time timetable



		



		Number of hours in education each week



		



		Review date of part-time timetable



		



		End date of part-time timetable



		







		





		Timetable

		Monday

		Tuesday

		Wednesday

		Thursday

		Friday



		Time in school



		

		

		

		

		







		Objectives of part time /reduced timetable:



		













		Reintegration Plan:



		











		Review date

		





		Outcome:

		













I / we agree to my child being placed on a reduced / part time timetable for a time limited period in line with the Local Authority policy on reintegration timetables. This has been discussed with me in detail and I understand that this is an intervention to support the reintegration of my child into full time education.  

I agree to take full responsibility for my child during the hours they are not attending school / education



Parent/carer signature:  	

Date: 				





School signature: 		

Date: 				





Other signatures (if required): 



LA Officer:			

Date:				



Social worker:		

Date:				

1
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Introduction

This policy has been developed to support pregnant schoolgirls and teenage parents in continuing their education.  It outlines the responsibilities of the local authority and schools and the need to ensure adequate support and safeguarding arrangements and child protection procedures are in place. It is essential that all agencies work together to provide a co-ordinated support package for the young person.





The legislative framework: 

This policy is cognisant of the 2016 Welsh Government Pupil Support and Inclusion Guidance as well as the Protocol from All Wales Child Protection Procedure which in accordance with the Sexual Offences Act 2003 states that:

· Children under the age of 13 are of insufficient age to give consent to sexual activity;

· For young people aged between 13 and 16 whilst mutually agreed, non-exploitive sexual activity between teenagers does take place, the age of consent should still remain at 16. This acknowledges that this group of young people is still vulnerable, even though they do not view themselves as such; and,

· For young people over the age of 16 but under the age of 18 consideration needs to be given to sexual exploitation and abuse of power and where appropriate a referral needs to be made.



In any of the above circumstances a member of staff receiving the disclosure should not promise to maintain confidentiality and should share the information with the schools Designated Safeguarding Officer who will then determine the most appropriate course of action, which in the case of children under the age of 13 will involve an automatic child protection referral.





The Equality Act 2010



The Equality Act 2010 removed the exemption that previously applied to schools about bringing discrimination cases on the grounds of pregnancy and maternity.  This means that pupils should not be excluded because of their pregnancy or be required to study at home or in an alternative provision when they wish to remain in school.  Pupils must also be allowed to return to school once they have had their babies.





The responsibilities of the local authority

The local authority has a statutory duty to provide suitable education for all pupils who reside in the local authority and ensure all learners are kept safe.  This includes pregnant schoolgirls and young parents.  













Child Protection

In line with the Keeping Learners Safe (Wales) Safeguarding Procedures:

When a girl under the age of 13 is known to be pregnant, an immediate referral to Social Services MUST be made.  



Any staff member in a school setting who becomes aware that a girl is pregnant must inform the school’s Designated Safeguarding Officer who will determine the most appropriate course of action and ensure appropriate support and safeguarding arrangements are in place.  Further advice may be sought from the Safeguarding in Education Manager, Sarah Dixon (01495 356016 / 07815 005241).



Any professional in any learning setting in Blaenau Gwent must not assure confidentiality to a young person, under the age of 18. Appropriate safeguarding and child protection procedures must take precedence. The duty of confidentiality is not absolute and must not be assured or guaranteed.  



Any decisions regarding disclosure must be justified according to the particular facts of the case and guidance and documented accordingly.  Advice should be sought in cases of doubt from Social Services, Information, Advice and Assistance team.





The Responsibilities of the Schools



When a school becomes aware that a pupil on their roll is pregnant, they should follow the Child Protection guidance and safeguarding arrangements as set out in this policy.  The school must also make sure that the pupil is made aware of local services and how to access them.



The school should inform the school’s Education Welfare Officer so that appropriate support can be put in place.  This support could include counselling, youth service projects or Families First. The head teacher will ensure that the pupil is able to continue with their education and that teachers and other pupils deal with the pregnancy sensitively.



A meeting should be arranged in school to complete a risk assessment, to develop a pre- and post-natal plan and look at what multi-agency support might be needed.  This may include counselling if the young mum wants to talk about her situation and options. Awareness is needed of the reaction of other pupils to the pregnancy and the support structure that may be needed for the young mum regarding this. Childcare arrangements should form part of the meeting.  The risk assessment will need to be reviewed every trimester. 



The Youth Service can support the young mum using the Baby Think It Over (BTIO) programme to help develop the young mum’s confidence and skills (also dads). Other ways in which the Youth Service could provide support should also be explored.  



It is good practice for schools to identify a designated person to have responsibility for school age parents so that they can oversee the young person’s educational and pastoral support needs. This could be the Designated Officer for Safeguarding in the setting.  It should be noted that pregnancy is not a reason for exclusion.





School Attendance



The pregnant schoolgirl is expected to attend school as regularly and punctually as her pregnancy allows as she is still a child of compulsory school age.  Where necessary the pupil should be allowed out of class to rest during the day.



Pregnant schoolgirls and expectant young fathers are entitled to attend ante-natal classes.  These absences should be authorised, and code ‘C’ must be used for registration purposes.



A schoolgirl who becomes pregnant is entitled to up to 18 weeks authorised absence to cover the time immediately before and after the birth.  It would also be reasonable to authorise two weeks’ paternity leave for the expectant father following the birth.  Code ‘C’ must be used for registration purposes for both young mum and dad.



The school should consider how they can best support the pupil’s education during the period of maternity leave, for example by sending work home.  



After the period of maternity leave, the young mother should return to the school at which she is on roll.  There may be instances when it is agreed, in consultation with the pupil and her parents/carers that a return to mainstream education would not be in her best interests.  In this situation the school are advised to seek guidance from the Inclusion Service.



Breastfeeding has a strong protective effect on the health of the mother and baby. It is important that schools support the student’s choice to breastfeed. If the childcare is close to the school, the pupil should be allowed to leave at agreed times or arrangements made for the baby to be brought into school. The school should identify a private area to enable the student to express milk and provide suitable facilities to store milk during the school day.



Young parents are also entitled to some time off to care for their baby in the case of illness. Absence in this instance should be classified as ‘authorised’ for the mum or the dad. However, should this be an ongoing issue it would be advisable to contact the allocated EWO to discuss what support is available. 





Supporting Young Parents

Schools should be supportive of both parents, acknowledging the additional needs that school age fathers and fathers-to-be have.  In some cases, the parents may attend the same school. Schools may need to consider offering counselling or additional support to the father as appropriate.











Childcare



The availability of childcare facilities should be considered when considering options. Lack of appropriate or affordable childcare provision can prove to be a significant barrier to participation in education. The Family Information Service can provide advice to the young parents about accessing childcare. Families where both grandparents are working, or where a lone grandparent works, may be eligible for the childcare element of the Working Tax Credit for the childcare of their grandchild while they are claiming child benefit for that child. Further information about Working Tax Credit is available by calling 0345 300 3900.



Provided that appropriate education and free childcare facilities are available, any pupil who still fails to attend education will be liable to the same legal action as any other pupil. Where there are childcare problems, the young parent should contact the designated Education Welfare Officer to see whether there are alternative educational arrangements that could be made. 



Wherever possible, pregnant schoolgirls and young parents will continue their education in mainstream settings.  However, where there are medical or psychological difficulties preventing this then an alternative placement or part-time education will be considered. 
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School Risk Assessment - Example



To be completed by schools educating a pregnant schoolgirl 

Extra-curricular school visits and events necessitate a separate risk assessment.



		Young parent name:





		Tutor group:

		Estimated date of delivery:



		Young parent lead:





		Risk assessment lead:

		Current planned maternity leave date:



		Risk assessment date:

		Review date:

		Review date:







		Emergency contact numbers:



Parent/Guardian emergency contact number 1 –



Parent/guardian emergency contact number 2 –





		Pregnancy and coronavirus guidance: 



The coronavirus environment and official guidance is constantly evolving. Please see the latest NHS pregnancy and coronavirus guidance to inform your risk assessing.



https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/pregnancy-and-coronavirus/



Your workplace risk assessment should already consider any risks to female employees of 

Childbearing age and, in particular, risks to new and expectant mothers.  As part of your risk 

Assessment, you should consider whether adapting duties and/or facilitating home working may be 

Appropriate to mitigate risks.



It is recommended that schools follow the same principles for pregnant pupils, in line with their wider

Health and safety obligations.



From week 28 if school are unable to offer a separate room for the pupil to work in, remote learning

should be offered.  If it is felt that this would be unsuitable due to additional learning needs then an IDP needs to be completed and forwarded to the Inclusion service, along with a current risk assessment.





		Additional Notes



































		Activity or Risk

		Hazard

		Control Measures

In place

		Further Controls Measures required

Y/N



		Manual handling of equipment and school books/bag.

		Excessive manual handling increases the potential for postural issues to arise. Risk may increase as the pregnancy progresses.

		· Pregnant schoolgirl should take particular care when moving or carrying any loads and should not presume that she is capable of moving equipment "as normal". 



· Reduce manual handling tasks where possible and alter the way the task is done to minimise fatigue and reduce physical stress.



· Provide a locker to reduce the need to carry heavy loads. 



· These measures are especially important from the 28th week of pregnancy onwards.



		N



		Exposure to shocks, vibration, sudden movements.



Risk of impact injuries, falls    and being knocked over.

		Regular exposure to shocks and vibrations     can lead to health complications for the unborn child.



Impact injuries, falls and being knocked over can lead to health issues for the pregnant schoolgirl and her unborn child.

		· Workstations to be assessed taking the schoolgirl’s need for more space into account. 



· Pregnancy pass (or similar more discrete pass if appropriate) issued permitting schoolgirl to leave class five minutes early to avoid congestion in corridors and to avoid queueing for lunch.



· Agreed quiet space can be accessed during break and lunch to avoid congested social areas. 



· Contact sports ceased. No new sports, not already undertaken before pregnancy, to be started in PE.

		N



		School activities causing physical fatigue.

		Fatigue caused by excessive physical exertion can lead to significant health issues for the unborn child. 

Fatigue caused by over exerting during P.E lessons or walking around a large school site with urgency and multiple flights of stairs.

		· In discussion with the schoolgirl, adjustments to the length of school day and lessons undertaken should be under regular review.



· Seating to be provided where possible and additional rest breaks should be considered.



· Access to food and drink between lessons for regular snacking, a bottle of water accessible during lessons. 



· The amount and type of exercise a pregnant schoolgirl is able to undertake within P.E. lessons to be determined by the schoolgirl in collaboration with her P.E. teacher or identified mentor. 



· Pregnancy pass (or similar) issued to allow schoolgirl to leave class five minutes early so she can take her time and not rush around the school site.



· Consider if a lift pass would be appropriate.

		N



		Using chemical agents during science lessons.

		Use of chemical substances may cause ill-health to the pregnant schoolgirl and her unborn child.

		· Normal safety practices which apply to all students will protect the pregnant schoolgirl and her unborn child. 



· Consider seating plan to allow the schoolgirl to be sat in a well ventilated part of the classroom to minimise exposure to smoke and fumes.

		N



		Ingesting harmful foods during food

		Ingesting foods the NHS recommends

		· Food technology teacher should be aware of the pregnancy and educated on which foods pregnant women should avoid. 



· Particular care is taken to ensure the pregnant schoolgirl     avoids food the NHS has recommended pregnant women avoid.

		N



		Extended use of computer equipment during lessons.

		Postural issues may    occur through being    seated for extended periods of time.

		· Workstations assessed taking into account additional needs such as more space needed and postural support. 



· Sufficient rest breaks to be taken away from the screen.

		N



		Working in extremes of hot     and cold.

		Pregnant schoolgirls may be more susceptible to heat stress and may generally feel more uncomfortable in extreme conditions.

		· Pregnant schoolgirl not to be in areas where temperatures        are especially hot or cold. 



· Consider additional rest and refreshment breaks.

		N



		Evacuation in an emergency.

		Pregnant schoolgirl may be injured through impact with other evacuees during evacuation.

		· Personal Emergency Evacuation Plan put into place, schoolgirl fully informed of plan in case of emergency. 



· Key staff informed of pregnancy

		N



		Access Arrangements to        and from school.





		Fatigue through travelling and risk of knocks and bumps from travelling in crowded areas.

		· Schoolgirl to allow adequate travel time so no need to rush. 



· Consider using alternative modes of transport if appropriate. 



· Consider travelling and arriving/leaving school before it becomes crowded.

		N



		Poorly fitting school uniform due to an inevitable increase in size during pregnancy.

		Severe discomfort leading to adverse effects. 



Difficulty wearing school uniform.

		· Allow comfortable clothing, ideally in school colours. 



· Consider if some uniform, such as a blazer, could be comfortably worn in a larger size.

		N



		First aid needs to be administered.

		Pregnancy not taken into account during administration of first aid.

		· First Aiders are discretely familiar with the pregnant schoolgirl.  



· First Aiders and team responsible for calling an ambulance have quick access to emergency contact details. 



· Pregnant schoolgirl to keep maternity notes with her throughout the school day.

		N



		Sitting exams.

		Increased stress and anxiety potentially causing health complications.  



Postural issues from being seated for long periods.

		· Pregnant schoolgirl to be assessed for Exam access arrangement needs and necessary provision made. 



· Postural support should be provided.



· Emotional support provided through a mentor or through mental health services.



		N
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Introduction


These guidelines are specifically for schools and other educational 


Establishments and are designed to:


• 
raise awareness of the needs of the children and young people with a parent in prison 


• 
secure the educational achievement and attendance of these children and young people


• 
ensure positive outcomes for this group of children and young people through effective multi-agency working


• 
promote social inclusion and equal opportunities of these children and young people


• 
share best practice


Background

The Crest review in 2019 ‘Children of Prisoners – Fixing a broken system’ highlighted the fact that the children of prisoners are at risk of poor outcomes, many of these children have complex needs and may be from socially excluded families.  This group of children is surprisingly large and estimated to be around 312,000 children in England and Wales with a parent in prison.  To put this figure into context it is two and a half times the number of children in care and over six times the number of children who are involved in child protection measures.


· 7% of children will witness a parent imprisoned during their school years


· 54% of Offenders have children under 18.

· 45% of Offenders lose touch with their families whilst in prison.

· Over 2/3rds of boys with a convicted parent go on to offend.

· Seventy-one percent of boys who experienced parental imprisonment during childhood had antisocial personalities at age 32

· 30% of prisoners’ children experience significant mental health problem.

What are the risks to children of prisoners not achieving?


Health


• 
Children of prisoners have about three times the risk of mental health problems compared to their peers.


• 
The sudden removal of a parent from the family creates feelings of separation and loss and may affect the emotional health of the child.

Safety


• 
Parental imprisonment can lead children to experience stigma, bullying and teasing.

• 
Children’s caregivers often experience considerable distress during parental imprisonment, and children are often subject to unstable care arrangements.

• 
During the consultation with parents in prison, bullying of their children was the greatest concern.  Several parents also voiced their concerns that their own children had bullied other children.

• 
Discrimination from members of the local community can have major implications for the children of parents in prison.

• 
Children of parents in prison may be exposed to substance misuse by family members and their peers.

Enjoyment & Achievement


• 
Children of prisoners may experience higher levels of social disadvantage than their peers.

• 
Some families choose not to inform schools that a pupil has a parent in prison.  Yet, having a parent in prison can lead to poor attendance, lack of support and isolation for the young person.

• 
Children of prisoners may have to take on more responsibility in the household or take on a caring role.

• 
Children of prisoners may have higher levels of anxiety or worry that prevent them from participating fully in learning.

Positive Contribution


• 
Children of prisoners have three times the risk of anti-social/delinquent behaviour compared to their peers.

• 
Two thirds of boys with a convicted parent go on to offend.

Achieving Economic Wellbeing


• 
Imprisonment has a negative financial impact on families, leaving families vulnerable.

• 
72% of prisoners were in receipt of benefits before coming into prison.

• 
Costs of visiting the parent in prison may prevent the child from visiting their parent.

Information Sharing

Information sharing is the key to meeting the Government’s goal of delivering better, more efficient public services that are coordinated around the needs of the individual.  It is essential to enable early intervention and preventative work, for safeguarding and promoting welfare for wider public protection.  Information sharing is a vital element in improving outcomes for all.

The Government understands that it is important that people remain confident that their personal information is safe and secure and that practitioners maintain the privacy rights of the individual, whilst sharing information to deliver better services.  It is therefore important that practitioners can share information appropriately as part of their day-to-day practice and do so confidently.  It is important to remember there can be significant consequences to not sharing information as there can be to sharing information.  You must use your professional judgement to decide whether to share or not, and what information is appropriate to share.

Seven golden rules for information sharing:


1. 
Remember that the Data Protection Act is not a barrier to sharing information but provides a framework to ensure that personal information about living persons is shared appropriately.


2. 
Be open and honest with the person (and/or their family where appropriate) from the outset about why, what, how and with whom information will, or could be shared, and seek their agreement, unless it is unsafe or inappropriate to do so.


3. 
Seek advice if you are in any doubt, without disclosing the identity of the person where possible.


4. 
Share with consent where appropriate and, where possible, respect the wishes of those who do not consent to share confidential information.  You may still share information without consent if, in your judgement, that lack of consent can be overridden in the public interest.  You will need to base your judgement on the facts of the case.


5. 
Consider safety and well-being: Base your information sharing decisions on considerations of the safety and well-being of the person and others who may be affected by their actions.


6. 
Necessary, proportionate, relevant, accurate, timely, and secure: Ensure that the information you share is necessary for the purpose for which you are sharing it, and shared only with those people who need to have it, is accurate and up-to-date, shared in a timely fashion, and shared securely.


7. 
Keep a record of your decision and the reasons for it – whether it is to share information or not.  If you decide to share, then record what you have shared, with whom and for what purpose.


The children with parents in prison have been described as an ‘invisible group’ as there is no formalised procedure for the courts or other agencies to inform schools or children’s services when a parent is sentenced to a term of imprisonment unless there are safeguarding issues.

The Crest Report 2019 states that, ‘Despite widespread evidence that a parent’s imprisonment negatively affects a child’s life chances, there is no current system for identifying the children and families of offenders to establish what they need and intervene to support them as necessary. If a prisoner or prisoner’s family want their children identified, they need, in most cases, to highlight it themselves. On occasion, the parent/carer of the child will volunteer this information whilst seeking support from the school.  However, all too often this is not the case, with staff having either no knowledge or only that which comes to them unofficially.  In those circumstances, offering help is extremely difficult and often impossible.  There are many reasons why a carer or parent chooses not to disclose to the school.  Many fear the stigma that they or the child may suffer and many have a fundamental mistrust of institutions, including schools.’

A call to the school to notify them of the family’s circumstances could make the difference in helping the child feel supported, intervening early before the associated issues take hold, and understanding and being aware of changes in behaviour.

As part of its commitment to support children with a parent in prison, Blaenau Gwent County Council Children will promote partnership working with adult support agencies to encourage carers of children to inform their child’s school should a parent be sentenced to a term of imprisonment and to develop information sharing procedures.  Schools could also encourage disclosure through, ‘publicity, within school prospectuses, newsletters, and promotional materials.  The availability of a named person to support children of prisoners would highlight to families the school’s awareness of the needs of those children and give permission to families to approach the school and seek support.’

School

Designated teacher/Named Person in School



It is recommended that this person be a member of the school’s senior management team and it may be helpful if the designated or named teacher were the same person who is the named teacher for Looked after Children or Child Protection.

In view of the high percentage of boys with a parent in prison who go on to offend, it is recommended that this named person also be the contact for Youth Offending Service to enable information to be shared if appropriate. 


The level of input and support given to a child may be determined by whether or not the family chooses to tell the school that someone in the family is in prison.

The designated teacher/named person should:


• 
Keep the Head teacher fully informed


• 
Liaise with other relevant school staff on a ‘need to know’ basis


• 
Provide a point of contact in the school for external agencies to share information


• 
Liaise with the family and seek their consent to provide additional support for the child as necessary


• 
Liaise with other statutory and voluntary agencies

• 
Promote the use of the Families First to identify the needs of the child

• 
Consider the use of an individual education plan for the child concerned


• 
Arrange for copies of reports and other information for parents to be sent to the parent in prison if the school has been informed that a child has a parent in prison


• 
Monitor the achievement, attendance, and behaviour of the child with a parent in prison


• 
Act as an advocate for children with a parent in prison, particularly if the Child is looked (CLA) as CLA have poor levels of visiting a parent in prison. 

• 
Consider purchase of books and resources about prisons and prisoners for the school library


• 
Keep appropriate and current records with reference to information sharing guidance?

Guidance for Teachers


A classroom teacher has a vital role to play in ensuring that a child affected by imprisonment is supported within the school.  The secure, stable, and consistent routines of school can provide reassurance for a child who is having trouble in their personal life and a classroom that has an awareness of the emotional health and well-being of its pupils will enable all pupils to feel valued and safe, including those with a parent in prison.

For a teacher, ‘knowing’ that a child is affected by imprisonment may be a question of educated guesswork or hearsay from other staff, pupils, or parents.  In some situations, everyone in the school and community will know that a child’s parent is in prison if the court case received a high profile in the local media.  In other cases, a pupil may confide in a teacher or drop hints and clues through schoolwork or in conversation.  In many cases, a classroom teacher may not know that they are working with the child of a prisoner at the time.


‘Knowing’ does not necessarily mean that the teacher needs to let the child know that he or she knows that their parent is in prison as the pupil may be unwilling to discuss the issue with anyone in school.  It may be that the family of the child merely wish the child’s performance and behaviour be monitored for any change.

Confiding


For a younger child, the teacher is often the most important person in their life outside the family, and children will often confide sensitive, personal details about their family life to the class teacher.  For older pupils, they are more likely to confide in a member of staff that they know and trust.  If a pupil raises issues concerning the imprisonment of a parent during school time, the following responses may be helpful:

• 
Allow the pupil to express him or herself


• 
Listen carefully


• 
Acknowledge what is said


• 
Reassure the pupil


• 
Agree future action with the pupil

Basic principles of responding to disclosure

• 
See the child as an individual with his or her own specific needs


• 
Be non-judgmental – the child has not committed a crime


• 
Don’t ask about the crime


• 
Acknowledge the child’s preferences


• 
Follow safeguarding principles if appropriate

Who to inform – Need to know.

If a child does disclose sensitive information about a parent in prison to a teacher or member of school staff, it is important to acknowledge their situation and be clear with them about who needs to be told in order to support them.  It may be useful to explain the role of the designated/named person in school, and to negotiate and agree with the child what steps need to be taken.


Recognising the signs – changes in behaviour and performance

Children of prisoners may exhibit changes in behaviour and performance that can be likened to a child’s emotional response to divorce or bereavement.  Clearly, the experience of having a parent in prison is about ‘loss.’  The child’s and the family’s resilience to this loss will determine how it affects the child in their behaviour and performance at school.  There are certain events that can make these changes in a child more apparent, and these can include;

• 
The arrest of parent, carer, or sibling


• 
Finding out about the imprisonment


• 
A visit to a parent in prison


• 
A home visit by a parent from prison


• 
The release of a parent from prison

Possible changes in pupils with a parent in prison

• 
Moodiness


• 
Chattering


• 
Bullying


• 
Difficulty with peers


• 
Appearing upset


• 
Appearing withdrawn


• 
Showing a lack of concentration


• 
Showing a lack of interest


• 
Antagonism towards authority


• 
Tiredness

However, for some children, the removal of a parent to prison may be beneficial to the child and behaviour and performance in the classroom may improve.

Bullying

Many children of prisoners’ report being teased or bullied at school.  This is also one of the main concerns that parents in prison spoke about during the consultations.  Abuse can range from name-calling to physical violence and needs to be dealt with in accordance with the school’s anti-bullying policy.

Attendance issues

Schools have good systems for monitoring attendance and the school’s Education Welfare Officer will always provide support in circumstances where a child of a parent in prison begins to develop attendance issues.  It is possible that one of the following situations applies:

• 
The child is in court with, or visiting the prisoner


• 
The child is providing support for the remaining parent or siblings, as a young carer


• 
The child is having difficulty coping with school or is being teased or bullied about having a parent in prison and is becoming disaffected



The Education Welfare Service has a statutory responsibility to ensure regular school attendance.  They will provide advice and guidance on this matter for schools, parents/carers, and other agencies.  It is important that parents / carers are aware of the law around regular school attendance.



It is the Head teacher who decides whether an absence can be authorised or is unauthorised. Examples of authorised absence include exceptional family circumstances, of which visiting a parent in prison would be considered one, as well as such things as sickness, medical appointments, and religious observance. Where absence is authorised, schools should remain vigilant to any emerging patterns of non-attendance.

Disruptive pupils

In the case of a disruptive pupil, imposing discipline without offering some kind of support may simply result in further deterioration in behaviour.  This does not mean making too many allowances, but trying to discover the root cause, being sensitive to the situation and seeking practical solutions. 


In addition to the school’s behaviour policy and systems, consideration may be given to placing the child on a Pastoral Support Plan, or the use of other strategies that can be employed to maintain their school place.  If a joint assessment (JAFF) has been completed, additional support may also be available to the pupil from other agencies following a multi-agency meeting.  Discussion with the delegated teacher/named person will be a useful first step.

Particular problems


Prison visits


Teachers say that performance and behaviour of children of prisoners can become more erratic at the time of a prison visit.

If a teacher, or teachers, has a good relationship with pupils who are happy to confide in them, there may be opportunities to allow pupils to take samples of work to show parents when visiting.  However, reports or written work, drawings or artwork can be sent by post or email.  Although prisoners do not have open access to email, it may be possible for the pupil to send email from school to a prison email address for the information of their parent. 

Photographic attachments of schoolwork or events may also be sent in this way subject to prison’s protocol.  Please check with the prison first. 

If the school were supporting the child to write a paper letter, it would help if a school compliment slip were attached to the letter.  However, restrictions may apply to communication between child and parent.

Blaenau Gwent County Borough Council Children will provide information and support to schools and families.  The local authority named person for children with a parent in prison should be contacted in the first instance for the appropriate support to be identified.

Financial implications


A family may experience significant loss in income with a parent in prison and face severe hardship.  Teachers would be aware of the potential difficulties for children of prisoners finding the money for school trips and resources in school.  A JAFF may have identified these issues and support already put into place. 

Children of prisoners held overseas.

This is a relatively rare occurrence for residents of Blaenau Gwent, but can be even more distressing with a lack of access, distance, and unanswered concerns about a prisoner’s welfare.


Other helpful organizations and individuals in these circumstances include 


• Amnesty International


• Local councillors and Member of Parliament


• Prisoners Abroad

Appendix 1

Model Policy on the Education of Children with a Parent or Close Relative


In Prison or at Risk of a Custodial Sentence

School Name 

Policy for the Education of Children with a Parent or Close Relative in Prison or at Risk of a Custodial Sentence 


Context

A government review has identified that there are an estimated 160,000 children with a parent in prison in any one year.  This figure is around two and a half times the number of Looked after Children and over six times the number of children subject to child protection measures. 


Children with a parent in prison should be regarded as true victims of their parents’ crimes, often achieving poor outcomes and a high probability of them growing up in poverty and disadvantage.  Some of them have complex needs and are from socially excluded families.  Research identifies this group as having high-level risks of vulnerability and safeguarding with the potential for future offending behaviour, exclusion from school, poor attendance, and poor academic achievement.


Purpose


{Name of school} is committed to support the children and young people who have a parent or close relative in prison.  This policy has been endorsed by BGCBC on …...and the school governing body on ……………. 


The aims of this policy are:


• 
To raise awareness of the needs of the pupils and students of {name of school} with a parent or close relative in prison


• 
To secure the educational achievement and attendance of those pupils and student during their time in our school


• 
To promote their social inclusion and equal opportunities within our school community


How will we achieve these aims?


1.
All staff and parents will be informed of this policy and the school’s commitment to support children with a parent/close relative in prison.  This policy will be available on the school website and to parents on request.

2. 
A member of the school staff will be appointed, as ‘Designated Person for Children of Prisoners’ and their role will include:


•   Keeping the Head teacher fully informed of pupils or students with a parent in prison


•   Liaise with other relevant school staff on a ‘need to know’ basis


•   Provide a point of contact in the school for external agencies in order to share 

     information


• 
Liaise with the family and seek their consent to provide additional support for the child as necessary


• 
Liaise with other statutory and voluntary agencies as appropriate


• 
Promote the use of the Joint Assessment Family Framework (JAFF) to identify the needs of the child


• 
Consider calling a multi-agency meeting to address the needs of the child and to identify a key worker for that child following the completion of a JAFF


• 
Consider the use of an individual education plan for the child concerned


•
 Monitor the achievement, attendance, and behaviour of the child with a parent in prison


• 
Act as an advocate for children with a parent in prison, particularly if the child is a Child Looked After (CLA) as LAC have poor levels of visiting a parent in prison. 


• 
Consider purchase of books and resources about prisons and prisoners for the school library


• 
Keep appropriate and current records with reference to information sharing guidance

3.
If a parent informs our school that the parent or other close relative of one of our pupils is in prison, we will provide information on the support available to them

4. 
Wherever appropriate our school will include a parent with parental responsibility that is in prison, in the education of their child by making and maintaining contact with that parent.  This will be done by forwarding copies of any school report or newsletter, supplying photographs of examples of work, and encouraging the pupil to suggest other ways that contact may be maintained


Guidance for Teachers and staff on practical measures to support.

All staff have a vital role to play in ensuring that a child affected by imprisonment is supported within our school. The secure, stable, and consistent routines of school can provide reassurance for a child who is having trouble in their personal life and an awareness of the emotional health and well-being of our pupils will enable all pupils to feel valued and safe, including those with a parent in prison.

Staff will not necessarily be aware that a child has a relative in prison.  In some cases, a pupil may confide in a member of staff or drop hints and clues through schoolwork or in conversation.


A member of staff does not need to let the child know that he or she knows that their parent is in prison as the pupil may be unwilling to discuss the issue with anyone in school.  It may be that the family of the child merely wish the child’s performance and behaviour be monitored for any change.


Confiding


If a pupil raises issues concerning the imprisonment of a parent during school time, the following responses may be helpful:

• 
Allow the pupil to express him or herself


• 
Listen carefully


• 
Acknowledge what is said


• 
Reassure the pupil


• 
Agree future action with the pupil


Adhere to the basic principles of responding to any disclosure:


• 
See the child as an individual with his or her own specific needs


• 
Be non-judgmental – the child has not committed a crime


• 
Don’t ask about the crime


• 
Acknowledge the child’s preferences


• 
Follow safeguarding principles if appropriate


Who to inform – Need to know.

If a child does disclose sensitive information about a parent in prison, it is important to acknowledge their situation and be clear with them about who needs to be told to support them.  It may be useful to explain the role of the designated/named person in school, and to negotiate and agree with the child what steps need to be taken.

Recognising the signs – changes in behaviour and performance


Children of prisoners may exhibit changes in behaviour and performance that can be likened to a child’s emotional response as in divorce or bereavement.  Clearly, the experience of having a parent in prison is about ‘loss.’  The child’s and the family’s resilience to this loss will determine how it affects the child in their behaviour and performance at school.  There are certain events that can make these changes in a child more apparent, and these can include;

• 
The arrest of parent, carer, or sibling


• 
Finding out about the imprisonment


• 
A visit to a parent in prison


• 
A home visit by a parent from prison


• 
The release of a parent from prison


The following are possible changes in pupils with a parent in prison.

• 
Moodiness


• 
Chattering


• 
Bullying


• 
Difficulty with peers


• 
Appearing upset


• 
Appearing withdrawn


• 
Showing a lack of concentration


• 
Showing a lack of interest


• 
Antagonism towards authority


• 
Tiredness

However, for some children, the removal of a parent to prison may be beneficial to the child and behaviour and performance in the classroom may improve.


Bullying


Many children of prisoners’ report being teased or bullied at school.  Any form of bullying will be dealt with in accordance with the school’s anti-bullying policy.


Attendance issues


Our school takes attendance very seriously and will always promote the importance of attendance.  However, we will be considerate of the difficulties that a child with a parent in prison, or at risk of imprisonment may face e.g. 


• The child is in court with, or visiting the prisoner some distance from home


• The child is providing support for the remaining parent or siblings, as a young carer


• The child is having difficulty coping with school or is being teased or bullied about having a parent in prison and is becoming disaffected


Attendance will be monitored and if it becomes a concern, the school will refer to appropriate agencies for support.


Particular problems


Prison visits


Teachers say that performance and behaviour of children of prisoners can become more erratic at the time of a prison visit.


If teachers or other staff have good relationships with pupils who are happy to confide in them, there may be opportunities to allow pupils to take samples of work to show parents when visiting.  However, reports or written work, drawings or artwork can be sent by post or email.  Although prisoners do not have open access to email, it may be possible for the pupil to send email from school to a prison email address for the information of their parent. 


Photographic attachments or schoolwork or events may also be sent in this way. 


Financial implications


A family may experience significant loss in income with a parent in prison and face severe hardship.  Teachers would be aware of the potential difficulties for children of prisoners finding the money for school trips and resources in school.  A JAFF may have identified these issues and support already put into place. 


Children of prisoners held overseas.

This is a relatively rare occurrence for our community, but can be even more distressing with a lack of access, distance, and unanswered concerns about a prisoner’s welfare.


Organizations and individuals that can provide support in these circumstances include. 


• Amnesty International


• Local councillors and Member of Parliament


• Prisoners Abroad
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SEWC SCHOOL ATTENDANCE SELF EVALUATION AUDIT TOOL



This self-evaluation checklist is an important tool to help identify issues within schools and to target and prioritise action to improve attendance.





		

The Attendance Policy



		

YES/NO

		

Evidence/Action

		

RED

		

AMBER

		

GREEN



		

Does the school have an Attendance Policy that reflects legislation regarding Fixed Penalty Notices and the work of the EAS? If so please attach

		

		

		

		

		



		Was the policy formulated after consultation with school and LA staff, governors, parents and pupils?

		

		

		

		

		



		Does the Attendance Policy include procedures for holidays taken in term time?

		

		

		

		

		



		Do all Staff know, understand and consistently implement the Attendance Policy? If so How is this implemented?

		

		

		

		

		



		Are governors familiar with the Policy? Is this shared with governors on a regular basis in governor meetings?

		

		

		

		

		



		Are pupils, parents/carers and relevant agencies familiar with the policy? How do you share this with parents, carers, pupils and agencies?

		

		

		

		

		



		Is the policy part of new staff Induction process?

		

		

		

		

		



		Is the Attendance Policy and practice monitored rigorously and its impact measured? How is this measured?

		

		

		

		

		



		Is the Attendance Policy part of a cluster Attendance Policy?

		

		

		

		

		







		

The Attendance Lead

		

		

		

RED

		

AMBER

		

GREEN



		Do you have a nominated governor with a specific attendance remit? If so please specify

		

		

		

		

		



		Does the school have a designated SLT member of staff responsible for attendance?



Does the attendance lead ensure early identification of and intervention and support for pupils with attendance issues?

		

		

		

		

		



		Is registration practice consistent across the school?

		

		

		

		

		



		Does the school policy/strategy for improving attendance identify the roles of staff and procedures to be followed?

		

		

		

		

		



		Are all relevant staff with registration responsibilities trained and practice monitored to ensure high standards of practice?

		

		

		

		

		



		Is the lead responsible for ensuring systems are in place for promoting attendance?

		

		

		

		

		



		Is data used to devise an action plan and to evaluate the effectiveness of interventions?

		

		

		

		

		



		Are there reward systems in place for improved attendance at either pupil level, class level or whole school level?

If so, please specify what?

		

		

		

		

		



		Are patterns of attendance from feeder school pupils analysed and preventative strategies put in place in advance for support at transition?

		

		

		

		

		



		Are your registers checked and analysed weekly? If so by whom?

		

		

		

		

		



		Do you consistently follow up all N codes on a pupil attendance record?

		

		

		

		

		



		Are registration codes regularly checked to ensure consistent and appropriate usage?





		

		

		

		

		



		Communications



		

		

		

RED

		

AMBER

		

GREEN



		Are pupils aware of their individual level attendance and the target they need to achieve? How is this achieved?

		

		

		

		

		



		Is the work on attendance reported to governors, staff pupils and parents on a regular basis? If so how?

		

		

		

		

		



		Is data used to devise the action plan and to evaluate the effectiveness of interventions?

		

		

		

		

		



		Do you have a prominent display for attendance which shows current position, levels of improvements, impacts of poor attendance, and levels of attainment?

		

		

		

		

		



		Does ‘good’ attendance have a high profile and is it praised throughout the school, e.g. is regularly discussed in assemblies and tutor groups?

		

		

		

		

		



		Are pupils, parents and carers regularly reminded of the importance of good attendance in newsletters and at parents’ meetings as well as in home/school agreements? e.g. Callio

		

		

		

		

		



		Do you meet with your challenge advisor to discuss attendance? If so do you at any time include your EWO?

		

		

		

		

		



		Do you use the promotional attendance information provided by  Blaenau Gwent County Borough Council?







		

		

		

		

		







		Attendance Management



		

		

		

RED

		

AMBER

		

GREEN



		Do you meet regularly with your EWO to discuss attendance concerns? If so how often?

		

		

		

		

		



		Are you satisfied with the support you receive from the EWS? Are there any issues for discussion?

		

		

		

		

		



		Are actions completed in a timely manner?

		

		

		

		

		



		Is effective pupil tracking in place to identify any pupil whose attendance begins to slip?

		

		

		

		

		



		Does the school make sure it knows the whereabouts of all pupils every day? Please elaborate?

		

		

		

		

		



		Is first day contact used effectively and are actions taken for parents who fail in their parental responsibility?

		

		

		

		

		



		Do you have a system of letters that you use when absence arises?

		

		

		

		

		



		Are parents always invited into school to address/resolve issues at the onset?

		

		

		

		

		



		Is lateness addressed with pupils and families if it continues to become a problem? How is this done?

		

		

		

		

		



		Do you have sanctions for persistent lateness for pupils?

		

		

		

		

		



		Has the EWS carried out a register inspection?

		

		

		

		

		



		Does the school have reintegration strategies for those returning long term absences in which all appropriate staff participate?

		

		

		

		

		



		Do all pupils with persistent absence have an individual action plan for improvement that is regularly reviewed and shared with pupils and parents/carers?

		

		

		

		

		



		Collection and analysis of Data

		



		

				

RED







				

AMBER







		

GREEN



		Do Governors and Senior Leaders review attendance data on a regular basis and across identified groups?

		

		

		

		

		



		Is school data analysed to inform reasons for absence, profile of persistent absence, identification of vulnerable groups and links to standards?

		

		

		

		

		



		Are there significant variations between groups of pupils?

		

		

		

		

		



		Year groups

		

		

		

		

		



		Tutor groups

		

		

		

		

		



		English as an Additional Language

		

		

		

		

		



		Ethnicity

		

		

		

		

		



		Special Educational Needs

		

		

		

		

		



		Looked After Children

		

		

		

		

		



		FSM v Non FSM

		

		

		

		

		



		Curriculum area- lack of attendance in particular lessons?



		

		

		

		

		



		Targets



		



		

		



		Current attendance % (to date)



		

		

		

		

		



		Have you provided the Local Authority with a internal attendance target? If so, what is the target 2023/24?



		

		

		

		

		



		Is attendance a priority in your plan with your challenge advisor?



		

		

		

		

		



		Are plans for improvement/sustainability in place and regularly reviewed? If so how?

		

		

		

		

		



		Has attendance improved over the past 3 years? 

		

		

		

		

		



		Does attendance compare well against the Local Authority average?

		

		

		

		

		



		Areas of improvement



		

		

		RED

		AMBER

		GREEN



		Where do you foresee areas of improvement and how do you propose you achieve this?

		

		

		

		

		



		 Have you received any additional support from external agencies teams in any initiatives in improving attendance? 

If so how do you propose to sustain this area of improving attendance?

If not, have you discussed this with the Education Welfare Service Manager?



		

		

		

		

		



		Any other information or comments please add below:









		

		

		

		

		









Signed …………………………………………………………………			Date ……………………………………………………………



Head teacher Name……………………………………………..			School …………………………………………………………
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		SAC 11 (Secondary)





(Secondary)



[bookmark: _GoBack]QUALITY AND CONTINUOUS IMPROVEMENT

Name of School: 

Name and Designation of School Staff Consulted:

Date of Inspection:



The framework below forms the basis of a Register Inspection which will be carried out by an LA representative (under Regulations 10 and 11 of The Education (Pupil Registration) (Wales) Regulations 2010.  The purpose of a Register Inspection is to ensure that the school is fully complying with the legal requirements and statutory advice relating to the keeping of both the admissions register and the attendance register. 
Where it exists, a note has been added to the header of each section detailing where the legal requirements can be found.  
On completion of the Inspection, recommendations may be made.  Recommendations will take one of two forms:  Recommendations written in orange will denote changes which MUST be made to ensure the school complies with the relevant legislation.  Recommendations written in blue denote changes which, whilst not legally required, would improve practice within the school.



REGISTER INSPECTION CHECKLIST (Secondary)



		

		

		

		Comments



		

		

		Number

		



		1. 

		Total number of pupils said to be on roll - admissions register

		

		



		2. 

		Number of pupils who are dual registered (and whether that tallies with the records at the other establishment)

		

		



		3. 

		Number of pupils who are in alternative provision, or educated off-site (and do these tally with the records at the other provision?) include work experience, military prep etc.

		

		



		

		

		Please tick

		Comments



		

		

		Yes

		No

		



		4. 

		Does the number of pupils stated to be on roll (taking into account pupils who are dual registered and/or educated off site (2 and 3 above) match the actual number on roll?



		

		

		



		5. 

		Are there any anomalies?

		

		

		



		

		ADMISSIONS REGISTER Relevant legislation: The Education (Pupil Registration)(Wales) Regulations 2010 : Regulation (5)

		

		

		



		6. 

		Is the full name of every parent recorded?

Ask about Mum's common law husband, etc.
Obtain the data capture/admissions form from school

		

		

		



		7. 

		Is parent of residence indicated?

		

		

		



		8. 

		Are there clear indicators as to who has Parental Responsibility?

		

		

		



		9. 

		Are home addresses clearly listed – for pupil/for all parents?

		

		

		



		10. 

		Are parental contact details available? And additional emergency contacts? (Need at least one telephone number)

		

		

		



		11. 

		Where pupils have a 'known by' name, is it clear which name is the legal name?

		

		

		



		12. 

		Is gender and ethnicity of child shown/recorded?

		

		

		



		13. 

		Is the name and address of the GP recorded?

		

		

		



		14. 

		How often are the above details updated?

		

		

		



		15. 

		Are details of last school attended listed?

		

		

		



		

		INDUCTION PROCEDURES

		

		

		



		16. 1.

		Do Year 7 pupils have a phased start in September?  If so, what are the implications for the rest of school pupils and how are registers marked? (Y? use of inset?)

		

		

		



		17. 1.

		What induction procedures are undertaken with year 7 pupils, e.g. home visits & preadmission visits to school (sign in as visitors)?

		

		

		



		18. 1.

		What induction procedures, if any, are undertaken for pupils other than year 7?

		

		

		



		

		ADMISSIONS AND LEAVERS Relevant legislation: The Education (Pupil Registration) (Wales) Regulations 2010: (8) (1) (a-n) details criteria for removal from roll.
Paragraph (12) (3) details requirements re: notification to LA.

		

		

		



		19. 

		Are pupils put on roll from the first expected session (not the first time the pupil crosses the threshold)? Regulation (5)(3)

		

		

		



		20. 

		Has the CME Officer been notified of ‘Missing' pupils, including pupils who do not arrive when expected?

		

		

		



		21. 

		Does the school use electronic CTF?

		

		

		



		22. 

		Does the school post missing children to the missing pupil database? (including XXX-XXXX and MMM-MMMM)

		

		

		



		23. 

		Are onward destinations known for all leavers and do school follow the protocol re: notification to LA?  Are reasons for removal from roll in line with those laid out in The Education (Pupil Registration) Regulations 2006? Is there evidence that appropriate practice takes place before a pupil is removed from the school roll e.g. with regard to EHE, emigration etc.?

		

		

		



		24. 

		Are the records of admissions/readmissions correct (leavers report)? When are Year 11 pupils removed from the school roll?

		

		

		



		

		ATTENDANCE REGISTERS

		

		

		



		25. 

		Is there a first day response procedure in place and whose responsibility is it to undertake this and the follow up (in accordance with attendance procedural framework)?  What time is FDR undertaken by?

Ask how the information/communication between home and school is recorded and whether school record who they spoke to at home. Are social services informed for all children on the CP register and those that are LAC

		

		

		



		26. 

		Are registers formally closed each session?  If so when? During which periods of the day are a.m. and p.m. registration

		

		

		



		27. 

		Where do the manual registers (data capture forms) go after registration when the data is not recorded through electronic methods? E.g. when register taken in PE/assembly/by supply teacher?

		

		

		



		28. 

		When the register is not taken electronically, how/when is data transferred to the SIMS?  What, if any, are the implications for Health and Safety (evacuation procedure etc.)?

		

		

		



		29. 

		Is there an adequate procedure in place for roll call in the event of an evacuation? (Are the registers taken outside, including contact details and late and visitors books, a phone, etc. If electronic registration is used, how is this managed?)?

		

		

		



		

		CODE USAGE relevant legislation: The Education (Pupil Registration) Regulations 2010: Regulation (6)

		

		

		



		30. 

		Are any absences left blank on the paper register each session where this is used?

		

		

		



		31. 

		Is the use of the full range of codes restricted to specific school staff?  Which codes are class teachers able to enter into register? (should be restricted to marking 'absent' or 'present' in most instances)

		

		

		



		32. 

		Who is authorised to make alterations to the register (on SIMS / Lesson Monitor etc.)?(the number of school staff authorised to make changes should be kept to a minimum)

		

		

		



		33. 

		To what extent are codes used within WG guidelines?   C/ I / D / E / G / F / H / O etc

		

		

		



		34. 

		Are Ls and Us differentiated (i.e. what time does L begin / cease to be used in accordance with attendance policy – cross reference the late book with SIMS) and what are the late-comers procedures (e.g. late book and signing in and out book)?

		

		

		



		35. 

		Is N used to record absences where the reason for absence is not yet known, and, if so, how long before the Ns are changed? Codes should be changed within no longer than a 2 week time frame unless in exceptional circumstances – in which case the comments option should be used.

		

		

		



		36. 

		For schools with Lesson Monitor; are there any codes available for use in addition to the WG codes? E.g. for learning support unit / medical room etc.

		

		

		



		37. 

		To what extent is the recording of attendance of pupils off-site recorded and monitored correctly (B, D, etc.) What checks are undertaken? How frequently and by whom? Safeguarding need to be checked for times and attendance

		

		

		



		38. 

		Are there any pupils on part time timetables?  If so, how are their registers marked? ('C' should be used for sessions not required to attend). Are arrangements regularly reviewed and are time limited Action Plans in place? (PSP) (attendance action plans)

		

		

		



		39. 

		Do school use 'R' to denote leave for religious observance? Does the number of 'R' codes tally with the ethnic profile of the school?

		

		

		



		40. 

		What are the arrangements for marking registers during exam periods?  Year 11 up until the last Friday in June. Is this marked accurately in the registers?

		

		

		



		41. 

		Have the school had any uses of the ‘Y’ (Enforced Closure) code during either this academic year or the previous one?  If so, ascertain when and the reason why – also whether the Y was applied to the whole school or a discrete group of pupils. See below for how to do this.

		

		

		



		

		MONITORING PROCESS

		

		

		



		42. 

		How are pupils with persistent absence identified and within what time frame would steps be taken to investigate?  Do all PA pupils have a relevant, regularly reviewed Action Plan?

		

		

		



		43. 

		Is there a senior manager who is regularly appraised of any issues/concerns raised through the registration of pupils and who can ensure that timely actions are taken to address the issues?  Is the Attendance Lead on SLT – how much involvement does he/she have with the management of interventions etc.?

		

		

		



		44.  

		Can school demonstrate how they have made use of the EWS? e.g. referrals, carrying out of home visits, use of Parenting Contracts, assessments etc.

		

		

		



		45. 

		Is there evidence of analysis of the reasons for absence and are actions taken to address the main reasons for absence? For example, Is there evidence that authorised medical absence is challenged if the registration pattern gives cause for concern?

		

		

		



		46. 

		Does the school undertake analysis of vulnerable groups and take action as necessary?

		

		

		



		47. 

		Are absences monitored by ethnicity using the WG codes?

		

		

		



		

		EXCLUSIONS

		

		

		



		48. 

		Are there more than 10 E marks in any one block? (NB with fixed term exclusions, it is the school's responsibility to identify provision from Day 16 onwards.  For permanent exclusions, Day 16 provision is LA responsibility).  

		

		

		



		49. 

		Are there periods of absence immediately following a period of fixed term exclusion?  Some schools require pupils/parents to attend a reintegration meeting prior to allowing the pupil to recommence attending school.  This is not lawful and constitutes an unofficial exclusion.  Check for use of 'C's. and ‘O’s

		

		

		



		

		HOLIDAYS relevant legislation: The Education (Pupil Registration) Regulations 2010: Regulation (7) (3-4)

		

		

		



		50. 

		What are the procedures for requesting leave in term time and who authorises this?  How is this communicated to parents?

		

		

		



		51. 

		Is 'leave' noted correctly (e.g. H, F, G and C etc.)?

		

		

		



		52. 

		Is a return date agreed prior to extended leave?

		

		

		



		

		MISCELLANEOUS

		

		

		



		53. 

		Are registers in use other than by form/class (e.g. separate register (hard copy) for swimming class/ college classes etc.)?

		

		

		



		54. 

		Is SIMS data backed up monthly (as a minimum) or more frequently?   If so, how and where are the back-ups kept?  relevant legislation The Education (Pupil Registration) (Wales) Regulations 2010: Regulation ( 15)

		

		

		



		55. 

		How long are registers kept (including notes from parents)/ admissions/attendance registers?  According to Regulation (14) information should be kept for 3 years as a minimum.

		

		

		



		56. 

		Does school close early on the last day(s) of term? If so, how is the register marked and are parents informed and offered alternative arrangements? Similarly, does school partially close to allow for student review days?

		

		

		



		57. 

		Is school open to all pupils for the required 380 sessions each academic year? Education (School Day and School Year) Regulations 1999

		

		

		



		

		SCHOOL ATTENDANCE POLICY OR OTHER DOCUMENTATION

		

		

		



		58. 

		Check registration practice against school attendance policy.
Does school have an attendance policy and when was it last reviewed?

		

		

		



		59. 

		Was there consultation with parents and pupils when the attendance policy was reviewed?

		

		

		



		60. 

		When was the attendance policy last publicised to pupils and parents? And is it both adequate and compliant with relevant legislation/regulation? (Check that the terminology is correct and reflects practice within the school)

		

		

		



		61. 

		Is reference made to Fixed Penalty Notices within the SAP? (Refer to court and FPN database prior to visit re: school's previous court actions).

		

		

		







Reports
The reports listed below can be used to support information given above.  Under The Education (Pupil Registration) (Wales) Regulations 2010 Paragraph 11 the LA representative is able to print and retain this data to assist with the completion of the report.  The data will then be securely disposed of.

· Analysis by Attendance Category

Breakdown of UA and AA and overall absence for full previous year (Sep to July), previous year to this point, and this year to date (3 reports)

· Group Analysis by Code

Full year for previous year (Sep to July), previous year Sep to this point, and this year to date (3 reports)

· Chosen Code Report

· Use the Group Analysis by Code to highlight which codes seem irregular or used a lot, then use the Chosen Code Report by pupils by sessions – do C, U, O, H, I, R etc..  Count how many children have more than a threshold of that code, e.g. 5 sessions of C, 20 sessions of H and I, B code use. 

· Use also to identify PA pupils by running report for all AA and UA up to specified thresholds for each Half Term period (thresholds will be entered here once these are known).

· Unexplained Absences Report (only need to run if Ns highlighted on Chosen Code Report)

· Edit Marks Report

Focus, Attendance, Edit Marks then manually count the number in each class

· Missing Marks Report

Check using the pie chart on the home page and run the missing marks report

· History of Changes Report (under Module Reports)

Check that only one person is listed as making the changes

Check that entries have not been changed more than once

· Leavers

Reports, Run Reports, Focus, Student, 'Leavers' (school can customise report to show destination if not shown). Set the date between 1 Sep and today to monitor potential CME and check that school has forwarding schools in and CTF procedure

· Use of Y code

Focus; Attendance; Exceptional Circumstance; select dates; Search – should list all instances of Y that have occurred during the specified period.  Then you should be able to select each one in turn to be able to view the reason given.  NB: Y should not be used in a ‘planned way’ (e.g. to allow certain groups of pupils to be absent when other groups have induction days – phased entry etc.).  Y should only be used when closure is unavoidable for either whole school or discrete group (e g. snow days, heating broken at school, flooding etc.).  









NB: The text in green should be deleted before sending the report to school

SAC11 – Register Inspection (Secondary) (Jan 2011)
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		School Name

		



		Date of Meeting

		



		Term

		



		Name of LA officer conducting the meeting

		



		School Lead for attendance

		



		Governor for attendance

		



		Date of last report to Governor’s meeting

		



		Governors view on attendance / discussion of last report

		



		Date attendance policy last reviewed

		



		Is attendance policy on school website?

		



		Does attendance policy need to be updated?

		



		Does school require support on reviewing processes / procedures on attendance?  (Add to action plan if needed)  

		



		Has school staff attended LA groups / networks / training / accessed LA attendance strategy / good practice in last term?

		



		Attendance target for school / Key Performance Indicators 

		



		Describe what actions / analysis of data / reviews on attendance school has undertaken during this term?

		



		Use of legal sanctions undertaken by school
-Making decisions on which, if any, of the parental responsibility measures would be most suitable in cases where support has been exhausted and has not been engaged with or been successful.
- Where school has chosen not to use any legal sanctions record rational for this


		



		Number of Penalty Notices requested this term

		



		Number of Court cases begun / outcomes

		



		Number of other legal sanctions taken

		



		Date of last Estyn Inspection (dd/MM/yyyy

		



		Did the last Estyn Inspection raise concerns about attendance?

		



		Any support required for future Estyn Inspections

		



		Does any school staff require additional training support - add name and contact details and training needs

		



		LA ranking on attendance - 1 = Green 2= Amber 3= Red

		



		Discussion on headline data 

-A discussion of overall trends in the school’s data its current position and any emerging patterns or issues.  This is not as an opportunity to hold to schools to account but to identify patterns early and focus support. Sharing experiences from other schools that have tackled similar issues and/or putting schools in touch with one another to facilitate effective practice sharing.



School attendance %

LA average attendance %

Wales average attendance %

Total absences %

Authorised absences %

Unauthorised absences %

Persistent absences %

Persistent absence – number of pupils

Penalty notices issued

Court cases

		



		School View / Issues relating to attendance 

		



		LA view / issues relating to attendance

		



		Additional data / information shared by school

		



		Discussions around emerging patterns of absences

-Where time allows, this may include trends in lateness, reasons for absence or cohort or year group absence. It may also focus on pupils with emerging patterns of absence or those at risk of becoming persistently absent in the next term where actions or referrals would help prevent them becoming habitual

The priority should be discussion of cases where there are out of school barriers to attendance, where joint action from school, local authority and local partners is needed.

An opportunity to agree which agency will act as the lead practitioner for each case – this will usually be the school, but can be a local authority or partner team where they are the most appropriate service.

		



		How does school monitor off site education support for pupils - attendance at Alt Ed provision, PRUS, pupils on other education programmes including working at home.  How are these coded B / D?

		



		How does schools monitor and ensure correct procedures followed for pupils coming off roll - tracing pupils who have left without a new school known, refugees / asylum seekers who leave suddenly, parents who elect to home educate.  Are there any issues relation to off rolling pupils? 



		



		Persistent Absence 51% - 90% - discussion on action to be taken at school level and by LA and other partners. 

- Looking at the overall position for persistently absent pupils and trends in the reasons for absence within the group.

- Breaking down the persistently absent cohort into cases where help may be needed from the local authority or other partners to help remove out of school barriers and the majority of cases which can be supported in school.

- Agreeing any actions (where relevant) for any new cases and who will act as lead practitioner in each case.

- Reviewing progress on any actions agreed at the previous meeting and any addition actions (including referrals) for previously discussed cases.

		



		Severely Absent less than 50% - discussion on action to be taken at school level and by LA and other partners.
-Looking at the overall position for severely absent pupils and trends in the reasons for absence within the group.
- Agreeing new joint action plans for newly severely absent pupils since the last meeting and who will act as lead practitioner.
- Reviewing progress on existing plans since the last meeting.
- Agreeing any additional actions (including referrals) for existing cases.
- To consider if any of the pupils on the list should actually be considered as Children Missing Education (CME) and therefore joint reasonable enquires started to identify their whereabouts in line with CME procedures.

		



		Vulnerable children: CLA, PCLA, Child Protection / Child in Need, Ethnicity, Gender, Free School Meals, ALN/ IDP / Medical Needs / Mental Health / Pupils on reduced timetables etc. 
-Headline data on Overall attendance, ranking, Authorised absence, Unauthorised absence and PA for CLA, PCLA and ALN shared by LA Point of Contact making reference back to comparisons with LA data (shared by LA Point of Contact).
-Additional data on children with a social worker and medical conditions (shared by SLT Attendance Champion & Attendance Officer)
Discussion on action taken at school level and by LA and other partners.

		



		View from LA support services

		



		View from school on support services – challenges / barriers
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A number of different groups are covered by the generic term Traveller – Roma, English and Welsh Gypsies, Irish and Scottish Travellers’, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New Travellers’.



The Education Act 1996 and the Education (Pupil Registration) (Wales) Regulations 2010 make statutory provision for all of these groups.



Children of Traveller groups, whose families do not travel are expected to register at a school and attend as normal. They are subject to the same rules as other children in terms of the requirement to attend school regularly once registered at school.



However, many Traveller families will travel for work purposes. Blaenau Gwent County Borough Council has issued this guidance to support schools with clarity

around attendance and registration of Traveller pupils. 


School attendance regulations.

Section 444(6) Education Act 1996, gives parents a defence in which they cannot be found guilty of a school attendance offence, provided that the child is of no fixed abode and:

a) parents are engaged in a trade or business of such a nature as to require them to travel from place to place, and

b) the child has attended at a school as a registered pupil as regularly as the nature of that trade or business permits, and

c) if the child has attained the age of six, that he or she has made at least 200 attendances during the period of 12 months ending with the date on which the

d) proceedings were instituted.  



Registration Codes.

The Education (Pupil Registration) (Wales) Regulations 2010 provide the following registration guidance.



When should the T code be used?

On days when a pupil from a Gypsy, Roma or Traveller (GRT) family is known to be out of the area for work purposes and is not in educational provision, schools can use the T code to record the absence.



Parents should make sure they let the school know in advance when they are going to be travelling and when they expect to return. This enables the child's attendance and absence to be recorded accurately, their safety and well-being to be monitored and appropriate distance learning work to be set by the school.

The term 'travelling' means travelling as part of the parents' trade or business that requires them to travel from place to place. It does not mean travelling as part of a holiday.



The T code can only be used if the child is travelling for work purposes with their parents, not with any other relatives.



The use of the T code to authorise a pupil's absence is at the discretion of the headteacher.



The school and the GT Officer must make every attempt to encourage Traveller parents to come back for a week in May for children to sit their national tests. 



D code

The law allows for dual registration of pupils at more than one school. To help ensure continuity of education for GRT children it is expected that the child(ren) should attend school elsewhere when their family is travelling Where a GRT pupil is travelling and attending another school the pupil should be dual-registered using D code. The child remains on the D code until the subsidiary school informs the base school they have left and are off roll, or until they return to the school full time.



C code

Only exceptional circumstances warrant an authorised leave of absence. Schools should consider each application individually taking into account the specific facts and circumstances and relevant background context behind the request.



O code

Where GRT children are registered pupils at a school and are known to be residing at a site (official or otherwise) or in a house and are not attending school, the absence must be investigated in precisely the same way as that for any other pupil. If the reason for the absence is not known, it must be recorded as unauthorised.



Apart from travelling for work purposes, Gypsies and Travellers participate in events and occasions that are of particular significant to them, e.g. Appleby show/ horse fairs. Extended family and religious events such as weddings and christenings or economic gatherings such as horse fairs will draw together extended family groups and reinforce communal identity. Gypsies and Travellers put high value on extended family responsibilities so families may move to care for sick relative or a bereaved family member.



If a school approves leave of absence, the school needs to make it clear the days that are authorised and from what time that approval takes place.



What actions should school undertake when a GRT child does not return to school after travelling?

If a child/ young person does not return to their base school after travelling the school should:

· Make regular attempts, beginning on the first day of any unexplained absence to contact the pupil's parents either by telephone or text messaging. Every effort to locate and contact the family must be taken.

· Contact the GRT access and attendance officers who will make every effort to visit the family and ascertain when the child will be returning to school (contact details below).

· Contact any other school where the pupil or their siblings are known to attend while they were away.

· For pupils known to be at risk or where safeguarding is a concern the school should contact social care.

· If despite these efforts the pupil's absence continues and his/her whereabouts remains unknown where a pupil has not returned to school for ten days after an authorised absence or is absent from school without authorisation for twenty consecutive school days’ school must contact the Education Welfare Service in line with the CME Policy.



Distance learning and parent held education records.

When it is known that a family is going travelling the school should supply a Parent Held Education record, to the family. Parent held records can be downloaded from the National Association of Teachers for Travellers website at

http://www.natt.org.uk/parent-held-education-record-book



The school should complete the relevant sections before handing it to the family.

This record enables swift transfer of important information, including base school contact details, between dual registered educational settings. It can also serve as a record when children are travelling with distance learning materials. 



Clarifying Guidance

Schools must not remove Traveller children from the school register when they are travelling for occupational purposes and have stated their intention to return.

It is good practice for schools with registered Traveller pupils to ensure that the guidance in this document is written into the school’s attendance policy and that the guidance is explained to parents. Schools may differentiate Traveller absence statistics for school attendance evaluation purposes in the school’s self-evaluation form.



Estyn

Estyn should not criticise schools for absences of Traveller children, providing the school can demonstrate that it:

· has used the registration codes correctly

· is strategic and proactive in communicating with Traveller parents about their travelling patterns on a regular basis

· is strategic and proactive in ensuring excellent attendance when the children are not travelling

· provides distance learning materials in accordance with good practice

· provides Travelling families with the parent held education record before they travel

· includes specific guidance for Travellers in the school’s attendance policy and ensures the policy is accessible to parents

· evaluates its provision for narrowing the gap in attendance for Traveller children in the school self-evaluation form

· evaluates its provision for narrowing achievement gaps for Traveller children in the school self-evaluation form.
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1. Introduction



All children, regardless of their circumstances, are entitled to a full time education which is suitable to their age, ability, aptitude and any special educational needs they may have. Children missing education (CME) are at significant risk of underachieving, being victims of abuse, and becoming NEET (not in education, employment or training) later on in life. This document outlines the robust procedures that are to be followed within Blaenau Gwent to identify, locate and engage children who are CME and to ensure that Blaenau Gwent County Borough Council is effectively meeting its obligations under the Education and Inspections Act (2006). 



The purpose of Section 436A of the Education and Inspections Act 2006 is to ensure that Local Authorities’ (LA) have arrangements in place which enable them to establish the identities of children in their area who are not registered pupils at a school, and are not receiving suitable education otherwise than at a school. The Council should consult the parent/carer(s) of the child when establishing whether the child is receiving suitable education. The Council should have procedures in place to prevent children becoming CME. Those children identified as not receiving suitable education should be returned to full time education either at a school or in alternative provision. This duty only relates to children of compulsory school age. 



This policy document is designed to ensure that within Blaenau Gwent, there is a clear, multi-agency route in place accessible to and understood by all, outlining the procedures to follow should a child who is missing from education be identified. The Children’s Act 2004 places a duty on all agencies to work together to promote the welfare of the child and to share information to support this requirement. It is anticipated that all agencies working in Blaenau Gwent will work with the Children Missing Education Officer to support this policy and follow the procedures outlined below in order to safeguard the education of children residing in Blaenau Gwent. 





2. Who is a Child Missing Education? 



The children missing education that are the focus of this document are; 



· Children of compulsory school age who are not on a school roll, and who are not receiving a suitable education otherwise than being at school, for example, at home, privately, or in alternative provision. 



· Children of compulsory school age who are on a school roll but have not attended for a period of 20 consecutive school days (recorded as unauthorised absence) and the whereabouts of the family is unknown. 



This document does not apply to children who are registered at a school who are not attending regularly. The school should consider making a referral to the Education Welfare Service for irregular school attendance.



3. Parent/carer(s) responsibilities 



Parent/carer(s) have a duty to ensure that their children of compulsory school age are receiving an efficient full-time education. The majority of parent/carer(s) chose to adhere to this duty by enrolling their child at a school. However, some parent/carer(s) may elect to educate their children at home.



4. Why do children go missing from education? 



Children can go missing either when they fail to register with a school, or when they fall out of the education system and there is no systematic process in place to identify them and ensure they re-engage with appropriate provision. Their personal circumstances or those of their families may contribute to the withdrawal process and the failure to make a successful transition. For example, because they: 



· Simply move and their families do not tell either the new or old authorities.

· Move into a local authority area and do not register with a local school;

· Are unable to attend their preferred school as no places are available and do not take up the offer of an alternative place.

· Never enter into the education system because they fail to start appropriate provision at the start of compulsory school age; (there is no legal requirement for parent/carer(s) to inform the Council of the fact that they intend to educate at home if the child has never attended school).

· Are withdrawn by their parent/carer(s) who elect to educate at home and both parent/carer(s) and the school fail to notify the local authority.

· Cease to attend school due to disputes, parent/carer dissatisfaction, unofficial exclusion or removal from the school roll.

· Fail to complete a transition between providers, for example from primary to secondary school or from a school to alternative provision.

· Who enter the country and do not register with a school.

· Move into or out of the Looked after Children system or the secure estate without prior notice or planning.

· Do not wish to be found; families may change their names and move quickly from place to place within the UK.



5. Children at particular risk of missing education 



There are many circumstances where a child may become missing from education, however some children living in certain circumstances are at greater risk of becoming CME. 

Amongst these are: (this list is not exhaustive) 



· Pupils at risk of exploitation/harm/neglect - Children may be missing from education because they are suffering from abuse or neglect. Where this is suspected schools must follow the child protection procedures. If there is reason to suspect that a crime has been committed or the child’s safety is at risk, the police should also be involved. 

· Children of Gypsy, Roma and Traveller (GRT) Families – Research has shown that many children from these families can become disengaged from education, particularly during the secondary school phase. It is therefore vital that schools inform the Council when a GRT pupil leaves the school without identifying a new destination school, particularly in the transition from primary to secondary so that they can attempt to facilitate continuity of the child’s education. Although many are settled, some GRT families move regularly and their children can be at increased risk of missing education. School should seek advice from the Children Missing Education Officer before the deletion from roll takes place to ensure the child is genuinely missing and not travelling. The Children Missing Education Officer will advise schools on the best strategies for ensuring the minimum disruption to GRT pupils’ education, for example dual registration with other schools or the provision of electronic or distance learning packages where these are available. The Children Missing Education Officer works with the Blaenau Gwent Traveller Service to ensure children gain access to their legal entitlement to an education that meets their needs and promotes inclusion. Joint home visits between the agencies are made to traveller sites in order to promote the importance of education and attendance at school to the families. 

· Families of Armed Forces - Families of members of the Armed Forces are likely to move frequently – both in UK and overseas and often at short notice. Schools and the Council will contact the MOD Children’s Education Advisory Service (CEAS) where necessary on 01980 618244 for advice on making arrangements to ensure continuity of education for those children when the family moves. 

· Missing children/runaways - Children who go missing or run away from home or care may be in serious danger and are vulnerable to crime, sexual exploitation or abduction as well as missing education. 

· Children and young people supervised by the Youth Justice System - Children who have offended or are at risk of doing so are also at risk of disengaging from education. The Youth Offending Service (YOS) are responsible for supervising those young people (aged 10 to 18). In Blaenau Gwent, there is a Service Level Agreement with YOS to ensure that children are receiving, or return to, appropriate full-time education. 



It will sometimes be the case that another partner or agency is aware of the arrival or existence of a child, living in the Council area but not in education, before the Council is aware. There is a higher chance of this being the case in relation to children in the ‘at risk’ groups identified above as steps may be taken to avoid contact with statutory authorities in some circumstances. 



Details of a child identified by an agency/professional must be shared with the Children Missing Education Officer and can be referred using the referral form. When the Children Missing Education Officer is made aware of children/young people in any of these groups who may not be receiving a suitable education, advice will be sought from the relevant specialist team/partner agency. 



Blaenau Gwent Council has a range of procedures in place that identify and support children at risk of going missing from education. Outlined below are the systems currently in place to minimise the risk;



6. Schools’ duties 



Schools must monitor pupils’ attendance through their daily register. As from 1st September 2018 all schools must notify the Council if a pupil is to be deleted from the admission register. 



If a parent/carer advises a school they are moving abroad, the school should be satisfied this is the case and ask to see sight of flight confirmation, details of the new address and the name of the new school. 



Schools must put the pupil on the admissions register on the first day that the school expects them to attend regardless of if they actually attend. If the pupil does not arrive at school on the expected start date the school must follow their absence procedures. 



It is the responsibility of the parent/carer to contact the school when an application has been successful, to arrange a start date and ensure that the child is enrolled at the school. If, however a place has been offered and the parent/carer does not make contact with the school, it is good practice for the school to attempt to make contact to arrange a start date. If this is unsuccessful within 10 days, and the pupil is not placed on roll, the school must notify the Council that the parent/carer has not taken up the place offered as this pupil is at risk of becoming CME. 



Schools must provide the Council with details of pupils who have ten continuous days of unauthorised absence and cannot establish the reason for the absence and their whereabouts unknown by following the procedure below; 



Action to be taken when a child is absent from school and their whereabouts is unknown; 



A registered pupil is deemed to be missing when: 



a. He or she fails to attend school without any explanation and; 

b. The school has been unable to establish the reason, or locate the pupil with any of the contact names at the last known address, or from intelligence from the wider school community; or 

c. The pupil’s parent/carer(s) have not provided any information to indicate a change of education provision, unavoidable cause for the pupil’s absence or that the pupil is travelling with them whilst in pursuit of their business. 



Pupils deemed at high risk 



If a pupil is missing from school and the child is subject to a child protection plan and/or is a looked after child, the school must notify the social worker within the first 24 hours of the unauthorised absence if no home contact can be made. Where it is suspected or known that a pupil is at potential risk or harm, or where the school have information or reason to suspect the pupil has been a victim of criminal activity or at risk of Child Sexual Exploitation (CSE), notify the Social Worker/Police immediately, and inform the Children Missing Education Officer as soon as possible afterwards. 





Process Timeline 

Days 1-5:     Follow existing first day calling / contact procedures as defined by the school policy 

Days 6 -10:  Where a pupil has been absent for longer than 10 school days, the school must complete the actions set out on the ‘Missing Pupil Checklist’ (Appendix 1). If the child remains missing following these checks, notify the Children Missing Education Officer by sending a copy of the completed checklist. Keep a copy of the completed checklist in school and continue appropriate checks on a daily basis. 

Days 11-19: Continue to make efforts within the school and assist the Council Officer and other agencies in the search. If, during this time, the child is located and confirmed to be living outside of a reasonable distance to the school, the Council Officer and school need to agree the date from which pupil may be removed from roll. 

Day 20:         If after 20 days of unauthorised absence the pupil remains missing from school and has not been located elsewhere within the county/out of county, the Council Officer will write to the school to advise when the pupil can be removed from roll. If a pupil is removed from roll and their destination school is not known, the school must upload the pupil’s records using the statutory electronic Common Transfer File (CTF) to the ‘Lost Pupils’ database.



CME may raise potential child protection issues and if schools believe a child or family have gone missing, the child should remain on the school roll until all enquiries have been completed by the school and Council Officer. The school and Council must record that they have completed these procedures (via Missing Pupil Checklist) before deleting them from the register.

Schools cannot remove a pupil from the school roll until reasonable enquiries have been jointly carried out by school staff and Council staff over a period of no less than 20 days. Schools will be advised of when Council investigations have been completed in writing by the Council Officer. If this process has not been followed schools will be required to reinstate pupils back on their school roll. 



The Missing Pupil Checklist is the document used by a school to refer a child who is missing from education. If the Children Missing Education Officer is able to make contact with the family via phone and confirm their whereabouts (which is within a reasonable distance from the school) the case will be referred back to the school as a non-attendance issue and the school may wish to consider referring to the Education Welfare Service for irregular school attendance. If the school have concerns about the child's welfare, they should refer for a police welfare check. The role of the Child Missing Education Officer is not to request police welfare checks where the school has concerns, but to make all necessary checks to attempt to locate the child. Schools also have safeguarding duties in respect of their pupils, and as part of this should investigate any unexplained absences. 



7. The Role of the Children Missing Education Officer



The role of the Children Missing Education Officer is to ensure that all children within Blaenau Gwent are in receipt of a full time education. The Children Missing Education Welfare Officer will also ensure the correct procedures are followed when a pupil is removed from roll of a Blaenau Gwent school. The Children Missing Education Officer will:



· Monitor the number of children/young people that the authority is aware of who are not receiving a suitable education.

· Cross reference live birth data with school admissions data Local authorities should be cross referencing school admissions data with the live birth register to identify reception aged children not registered at a school. 

· Receive referrals from professionals and the general public regarding children missing from education. 

· Receive information from schools on children who are absent from school and no contact can be made with parent/carer to establish reason for absence.

· Ensure details of any Child Missing from Education (CME) are recorded on our database. 

· Carry out appropriate checks to trace such child and establish their educational provision. 

· Serve notice on parent/carer(s) requiring them to satisfy the Council that their child is receiving suitable education when the Council becomes aware of a child possibly not receiving a suitable education.

· Take appropriate legal action in cases of non-cooperation from parent/carer(s). 

· Ensure schools and professionals are aware of, understand and correctly follow existing procedures on CME. 

· Challenge those systems and procedures that are identified as preventing children being returned swiftly to suitable education provision. 

· Challenge appropriately where pupils are prevented from accessing an education. 

· Ensure there are clearly defined links and procedures in place to deal with cross border enquiries. 

· Identify and strengthen links with external agencies to ensure CME are quickly traced and minimise delay in returning them to education. 

· Liaise with other named CME Officers from Councils across the country. 



Action taken on receipt of a Missing Pupil Checklist;



The Children Missing Education Officer will, on behalf of the Council carry out all reasonable enquiries to attempt to identify the whereabouts of the family. The Children Missing Education Officer will initially make contact with parent/carer by telephone using all contact numbers provided by the school on the checklist. If contact cannot be made by phone, a cold call home visit will be carried out to establish if the family still live at the address, why the pupil is not accessing their education and to satisfy the officer that the pupil is safe and well. If parent/carer is not available for the home visit and there is no response to the calling cards/letters left at the address, the officer will call on neighbours to see if they are aware of the family’s whereabouts. 



If the pupil is not traced following all reasonable checks, the Children Missing Education Officer will write to the school to advise the date they can remove from roll (not before 20 days of continuous unauthorised absence). If contact with parent/carer is made, the officer will establish the reason for absence and advise the school of the outcome, confirming if the pupil is to remain on roll, or the date the pupil can be removed from roll.



8. Making a CME referral 



Any professional who locates a child who they believe is without suitable educational provision should notify the Children Missing Education Officer within 5 working days. It is expected that our key partners in this area of work will include: 

· Educational Establishments (i.e. Schools, Pupil Referral Units etc.) 

· Children’s Social Care 

· Health Services 

· Police and Police Authorities 

· Youth Offending Service 

· Housing 

· School Admissions 

· Blaenau Gwent Traveller Service 

· Immigration Services 

· Voluntary and Community Organisations 



Front line staff in each of the agencies which regularly come into contact with families with children must ensure that for each new contact, basic information about the child is recorded. This must include the child’s name, address, age, the name of the child’s primary carer, the child’s GP, and the name of the child’s school if the child is of school age. Gaps in this information should be passed on to the relevant authority in accordance with local arrangements.



Referrals can be made by completing the referral form or by making contact using the details below; 

Email: lisa.adams@blaenau-gwent.gov.uk 

Telephone: 01495 353340/07870 998947 

Post: CME Officer, Anvil Court, Church Street, Abertillery, Blaenau Gwent, NP13 1 DB



Members of the public are also encouraged to refer cases of concern to the CME officer. 



To enable best efforts to search for a child/young person the following basic information should be shared (as appropriate) with the named officer: 



· Name 

· Date of Birth 

· Gender 

· Ethnicity 

· Parent/carer(s) names including who has parental responsibility 

· Sibling’s names 

· Previous address 

· Previous school and last date of attendance 

· Possible new address and school if known and suspected 

· Previous home education 

· Date child/young person left area



9. Enquiries to and from another Local Authority (LA) 



Families moving between local authority areas can sometimes lead to a child becoming ‘lost’ in the system and consequently missing education. When the Children Missing Education Officer becomes aware of a child moving to another Council and a school has not been identified, contact will be made with the new Council and relevant information will be shared to ensure the child is receiving an education either by attending school or otherwise. 



When another Council has provided an address in Blaenau Gwent of a child believed to be missing from education, the family will be contacted as soon as possible. Unless concerns justify an immediate visit, initial contact will be made in writing before telephone calls or visits are made. 



If no address is provided but there is reasonable evidence to suggest a child/young person could have moved to the area then initial checks will be run via School Admissions, and where possible via other local databases. Whatever the result of the search, the enquiring Council will be informed.



10. Conclusion



The role of the Children Missing Education Officer is pivotal in ensuring that those children in Blaenau Gwent identified as missing from education are quickly identified and promptly returned to suitable education provision. By having clear guidance, policies and procedures in place across Blaenau Gwent all professionals and the public will be in a position to ensure support for vulnerable children within our community.





















































APPENDIX 1 

MISSING PUPIL CHECKLIST 



To be completed by schools when; 

 A pupil has gone missing and no contact can be made with parent/carer to establish reason for absence 

 Ceased to attend the school and forwarding address of the family is not known 

 When a child has not returned from holiday within 10 schools days of the expected date of return. 



If a child is subject to a child protection plan, is a child in care or there are reasons to be concerned for the child' safety, Social Care must be informed immediately and child protection procedures followed. 



		Pupil



		Pupil's name:



		DOB:

		UPN:

		Male /Female



		School:

		Ethnicity (please state if not known):





		Last known address;



		



		

		Please delete as appropriate



		

		Child in Care:

		Yes

		No





		

		Subject to a child protection

plan:



		Yes

		No





		Parent/carer name:

		Traveller Family

		Yes

		No





		Telephone number(s)



		

		

		

		



		



		Date last attended school:

		



		



		Siblings



		Name(s) and DOB: (please state if no siblings are known)





		School sibling(s) attend:





		Following checks with sibling(s) school, are they currently attending? (please include any relevant information provided by school)



		



















		Checks to be made within 1 - 10 days of absence (checks should be started no later than the 5th day of absence)



		

		Date

		Time

		Name of person

contacted



		Number

		Response / outcome





		Carry out first day calling (if this is an automated system please make telephone contact

manually)



		

		

		

		

		



		Attempt telephone

contact with all known emergency numbers



		

		

		

		

		



		Write to last known

address and address of emergency contact if known (please attach a

copy)



		

		

		

		

		



		Any further information from other agencies, wider school community (e.g. staff, other pupils, friends)











If child is not located following checks, please send checklist to CME Officer, no later than the tenth day of absence and continue checks as appropriate (Do not remove child from roll until advised by LA Investigation Officer)



		Checklist completed by:



		



		Position:



		



		Date passed to CME Officer (please attach copy of attendance record:



		











APPENDIX 2



CHILDREN MISSING EDUCATION GOOD PRACTICE CHECKLIST

SELF EVALUATION



Use the following categories to identify how well placed the Local Authority is in delivering on the duty to identify children and young people missing education in their area: 



· No: N

(Not previously identified, but discussions have now taken place and a plan has been produced)

· Working Towards:	W

(Achieved some of what is expected, identified some gaps, discussions have taken place and a plan has been produced) 

· Achieved: A

(The LA can provide evidence to support positive responses to the questions below)

· Embedded: E

(The LA can demonstrate that the policy/processes/systems have been in place for a period of time and have been reviewed)





		Strategic Management & Leadership

		N

		W

		A

		E



		Does the local authority have a written policy, - covering objectives, procedures, roles and responsibilities - agreed with partners concerning children not receiving a suitable education? 



		

		x

		

		



		Are the arrangements to identify children not receiving a suitable education embedded within the local authority’s strategic planning arrangements and the cross-cutting arrangements for safeguarding and the inter-agency co-operation to improve wellbeing of children?  Is this governance and planning translated into effective operational arrangements?



		

		x

		

		



		Is there regular monitoring of the processes/numbers by Senior Management, Lead Members and CYPPs, LSCBs?



		x

		

		

		







		Networks & Points of Contact

		N

		W

		A

		E



		Has the local authority identified the key stakeholders to provide information about children/young people without suitable educational provision in the local authority area?



		

		x

		

		



		Has the local authority provided and publicised notification routes for all key stakeholders?



		

		x

		

		



		Does the local authority have a named contact point to receive details about children not receiving suitable education?

		

		

		

		x



		Are there clear responsibilities for this role or those to whom the duties are delegated?

 

		

		

		

		x







		Information Systems

		N

		W

		A

		E



		Does the local authority maintain a database of children not currently in suitable education? 



		

		x

		

		



		If so does the database include fields such as:

Date child/young person referred in;

Date of assessment, if necessary; 

Date form of provision determined;

Date it was considered that home education provision was not suitable

Date moved into provision.



		x

		

		

		



		Does the local authority monitor the numbers of children/young people in the authority who are not receiving suitable education, including those new to the area or the country? 



		

		x

		

		



		Are there clear access rules and procedures to ensure fair/safe data processing?



		

		x

		

		







		Securing Education Provision

		N

		W

		A

		E



		Does the local authority have clear processes for securing the support of other agencies where it is needed e.g. for welfare or health reasons?



		

		

		

		x



		Does the local authority have an agreed process for securing suitable educational provision for children once found?



		

		x

		

		



		Does the local authority monitor the pace children move into provision?



		x

		

		

		



		Does the local authority have the information systems in place to allow access to up to date information concerning availability of school places and availability of places with alternative providers?



		x

		

		

		









		Effective Pupil Monitoring Systems

		N

		W

		A

		E



		Does the local authority have systems to prevent children from not receiving a suitable education?



		

		x

		

		



		Does the local authority keep a record of children who have left educational providers (school, custody and alternative provision) without a known destination?



		

		x

		

		



		Does the local authority keep a record of children whose parent or carer(s), fathers as well as mothers; it considers are not providing them with a suitable education and a note of action it has taken to address these concerns?  



		

		x

		

		



		Does the local authority follow up children at regular intervals until they are registered with a new provider?



		

		x

		

		



		Does the local authority have an agreed system with schools concerning children leaving provision that maximises the contribution schools can make to preventing children not receiving a suitable education?  



		

		x

		

		



		Does the local authority support and encourage schools to transfer files via s2s? 

 

		x

		

		

		



		Does the local authority have an identified officer as database administrator for s2s with responsibility for the Lost Pupil Database?  



		x

		

		

		



		Does the local authority upload to and download from the searchable area of the s2s website known as the Lost Pupil Database? 



		x

		

		

		









Evidence to show ‘Achieved’ status



(1) The policy itself which should be shared with and understood by at least Health, Education (including all schools in the area), Children’s Social Care, Police, Youth Justice Services and Housing. The document(s) containing the policy should contain:

· the current position of the authority;

· evidence about the scale and nature of any problem around       
           children not receiving a suitable education;

· ways of tackling it in a multi-agency approach; and

· arrangements for monitoring.



(2) The authority can provide copies of records, or the ready ability to produce regular records. ‘Regular’ is termly.



(3) The authority can provide documentary evidence listing other agencies in their area who their lead named individual has spoken to, referred children to and/or given details of children not receiving a suitable education, plus receiving details of children not receiving a suitable education from other agencies and the general public.  


(4) Documents showing notification routes, and evidence of the dissemination of this information should be available. Dissemination should be by: mail outs, website, leaflets etc. Essentially, if a number of likely important stakeholders are approached they can say easily how they notify the authority.



(5) If contacted, the authority can give the name of a person or persons with the responsibility for receiving information on children not receiving a suitable education.



(6) The person(s) in (5) are readily contactable, and are able to provide, without difficulty information on their role and the limits of their responsibility and if they are not responsible they know who is. 



(7) The authority can provide accurate, verifiable and up to date figures (no more than a month old), and trends over time, together with a description of how these figures are collected and calculated.



(8) The authority can provide information on any case within the database and show the dates of: notification, assessment (if necessary), identification of appropriate provision and actual access to that provision.



(9) The authority can provide documentary evidence that regular updates on the number of children not receiving a suitable education are sent to senior responsible officers within the organisation. Ideally the numbers should come from the same system that provides data in response to (8).



(10) The authority can provide documentary evidence of the mechanism by which they identify children in recognised vulnerable groups in their area. There are also documents detailing how the educational status of these groups is monitored. Ideally the monitoring should be robust, in that it should rely on more than one source of data to establish the situation regarding children in recognised vulnerable groups in their area.



(11) Access rules and procedures to ensure fair/safe data processing are known and understood by any member of staff in the authority who is likely to have to deal with any data on children not receiving a suitable education.  Any case drawn at random should show the implementation of these processes if tracked through to support receipt. This knowledge should be consistent with written down and agreed procedures.



(12) Documented procedures for securing the support of other services is known understood and agreed by relevant staff both in the authority and those in the relevant support services and partner agencies.  Any case tracked through the system that requires such support should reflect the documented procedure. 



(13) Documented procedures for attempting to secure appropriate provision is known, understood and agreed by relevant staff and followed regularly, so that any case tracked reflects those procedures in principle and shows records of any failures to secure provision.



(14) The authority can provide documentary evidence that gives regular updates on, for example, the mean, mode and range of time taken to access provision are sent to senior responsible officers within the organisation. Ideally the data should come from the same system that provides data in response to (8).



(15) The authority can provide accurate, verifiable and up to date figures (no more than a month old) on the number of places available, broken down by at least statutory and alternative provision. A description of how these figures are collected and calculated should be available.



(16) The authority can provide accurate, verifiable and up to date figures (no more than a month old) on the number children who have left education without a known destination. A description of how these figures are collected and calculated should be available.



(17) The authority can provide documentary evidence of follow up procedures, together with a named contact for whoever is responsible for follow up work. Any case tracked should show evidence of regular (at least monthly) follow up contact until the case is registered with a new provider or the local authority designated person.



(18) Documentary evidence is available describing the process for children leaving provision. There should be evidence that this process has been agreed to by all school authorities in the area, and that contact with staff responsible for implementing these procedures should show knowledge consistent with an understanding of the process. Any case tracked upon leaving provision should show evidence reflecting the appropriate following of the process.



(19) The authority can provide documentary evidence of support given to all schools, and of appropriate encouragement of all schools in the use of the s2s system. Relevant staff in any school selected at random in the authority should be able to show that they are at least aware of the system. Ideally, where they are not currently using it, they should be able to show evidence of support from the authority to do so. This support should comprise at least the provision of relevant and appropriate materials on how to access the system. 



(20) If contacted, the authority can give the name of a person or persons with the responsibility for administering the s2s.



(21) If contacted, the person(s) named in (21) can provide documentary evidence of regular (at least monthly) uploads and downloads to the Lost Pupil Database. This evidence could comprise upload and download reports for each session.



























Appendix 3	







		Notification to the Local Authority of a Child or Young 

Person Missing Education



This form should be completed by any professional or agency

undertaking an assessment or being aware of a child or young person of compulsory school age who does not appear to be attending a school





		

School/

County logo







		NAMES:

		DOB

		Male/Female



		



		

		



		



		

		



		



		

		



		



		

		



		Address:

		Telephone:









		Parent/Carer(s) details:



Relationship :



		Previous address if new to area:











		To the best of your knowledge is the child or young person:





		Refugee/Asylum Seeker                                                         Yes  |_|    No |_|



		On the Child Protection Register:                                           Yes  |_|    No  |_|



		In Public Care:                                                                        Yes  |_|    No  |_|



		Reason for referral:





		[bookmark: Check2] Not registered at a school     |_|



		Not known if registered at a school     |_|



		How did this child/young person come to your attention and what are your concerns? 







		Any additional information about previous educational provision: (past or present: e.g. date of last education provision, known attendance difficulties etc.)











		Are any other agencies known to be involved with the child/young person concerned? Please give details:











		Any other relevant information including any safety factors to be acknowledged when visiting this family?









		Details of Agency Making the Referral:





		Referrer’s Name:





		Designation:





		Address:





		Tel No:                  

                                          

		Email:



		Reason for involvement of professional making the referral and any other relevant information:







		Date that child/young person became known to agency as missing education:







































Appendix 4



		

Home School Contract for Extended 

Holidays



To be agreed and completed by school representative and parent/carer

		

School/

County 

logo







		Name of Pupil/s:



		Date of Birth

		Year



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		



		Name of School:



		



		Head teacher:



		



		Place of Visit:



		



		Date of Visit:



		



		Agreed Return Date:



		



		Address/contact details for visit

		



		Mobile Phone:



		



		UK contact details 

(name, address and contact number of a relative or friend who we can make contact with whilst you are away)

		







The parent/carer will discuss with the school about taking work to ensure that the child/young person keeps up with their education during the visit abroad.



If the pupil/s do/does not return by the agreed date they are at risk of losing their school place. 



Failure to return on the agreed date may prompt welfare concerns; a child or young person who goes missing from education may be considered to be at risk of significant harm. 



Any such concerns will immediately be referred to the statutory authorities for consideration.



Signed: _________________________ Parent/carer              Date: _____________________

 

Signed: _________________________ Head teacher            Date: _____________________




Appendix 5

    

		‘Children and Young People Missing from Education’ Checklist



Actions to be taken by Local Authority to locate the child/young person



		



School/

County

 Logo







		Name:



		Date of Birth

		NCY



		



		

		



		



		

		



		



		

		



		



		

		



		Name of Parent/carer: 





		Address:







		Telephone:







		

		Action Taken

		Who & When 

		Outcome





		1.

		Check internal school records and with member of staff i.e. form teacher, YT, HoS

		

		









		2.

		Check with friends, siblings, and other relatives of the child

		

		









		3.

		Telephone calls made/letters sent

		

		









		4.

		Home Visit

		

		





		5.

		Neighbourhood Enquiries

( try to ascertain if property is council, housing association, private rental, owner occupied – note details)

		

		



		6. 

		Enquiries made with School Admissions.

Check Capita/Pupil Databases for other siblings

		

		









		7.

		Enquiry made with Social Services 

(Intake and Assessment)

		

		









		8.

		Enquiries made with agencies with known involvement - e.g. Child Health if there are any children in the family under the age of 4, 

Youth Offending Service, etc.

		

		



		9.

		Enquiry made with Housing







		

		







		10.

		Enquiries made with LA Revenues

· Housing Benefit 

· Council Tax

      -     Electoral Register

		

		



		11.

		Any other contact/relevant information





		

		



		In cases where instances of Domestic Abuse are known the following enquiries should be made:





		1.

		Women’s Aid







		





		



		2.

		Women’s Safety Unit







		





		







If after completing the above checklist, concluded all enquiries and the child/young person remains missing, discuss the removal of the child/young person from the school register with your Line Manager. 



1. Attach this checklist and any evidence e.g. letters sent/responses received etc. to your referral sheets. 



2. Send a copy of this completed checklist, with a copy of the child/’s Attendance Certificate to the named officer who will keep a record of ‘all missing children’.



3. Check that pupil’s CTF have been uploaded onto the Lost Pupil Database in s2s



Name of School: ________________     Date removed ________________



Authorised by:    _________________    Designation:  ________________

[bookmark: _Toc240943105][bookmark: _Toc240964000][bookmark: _Toc240964495][bookmark: _Toc247009324]      Name of EWO:   __________________ Date:               _________________
 Appendix 6

		[bookmark: _Toc240943106][bookmark: _Toc240964001][bookmark: _Toc240964496][bookmark: _Toc247009325]LEAVING SCHOOL FORM FOR PARENT/CARER(S)

If your child is leaving, please can you fill in this form as fully as you can even if you do not know all the details yet

		

School/

County logo







		Name:

		Date of Birth:





		Class:







		My child will be leaving school on: (date)





		Because we are:

(please tick)

		a.

		Moving House

		



		

		b.

		Returning to country of origin/emigrating  

		



		

		c.

		Other – please give details



		



		New address if known:





		New school if known: 





		If not yet known, the town or at least the country you are moving to:





		Will you keep the same mobile telephone numbers?  Yes   |_|   No   |_|

Please confirm your numbers or list new numbers:



Parent/carer(s) mobile …………………………………………   

Parent/carer(s) mobile……………………………….…………





		If possible please give the name, address and telephone number of a friend or relative in the UK who is not moving and who you will be staying in touch with. We will only contact them if we need information about your child’s new school and we cannot contact you. In most cases this will not be necessary because the new school will contact us to transfer your child’s information.

Name|:

Address:

Phone Number:



		

Full Name of Parent/Carer(s).    Please print names and sign.

       

Mother……………………………………………………………………………………………………

Father…………………………………………………………………………………………………….…

Other (state relationship)……………………………………………………………………..………….



		Attached to this form is a school compliments slip. 

Please can you give it to your new school and ask them to contact us.





		For school use only. Date returned:

		Date returned to EWS:





[bookmark: _Toc240943107][bookmark: _Toc240964002][bookmark: _Toc240964497][bookmark: _Toc244922591][bookmark: _Toc247009326]The school is expected to transfer information as quickly as possible to your child’s new school. Both    the school and the Local Authority have a legal duty to try to locate your child is if he or she stops attending and we do not know the details of the new school or other educational provision.  This may include contacting Social Services or the Police if you have not given us the information and we are unable to contact you.  By filling in this form and enabling us to keep in contact with you, you are ensuring we do not need to refer to other agencies and that their time is not wasted, nor are you contacted unnecessarily. 





Appendix 7

		



Notification of Removal of a Child’s Name from a School Roll

To comply with the statutory requirements of the Education (Pupil Information) (Wales) Regulations 1995





		

School/

County logo









		

To be completed when a pupil is to be removed from school roll (except when ending statutory education, when leaving as part of the normal admissions round, or when permanently excluded).  



Keep a copy for school records.











		Name of Pupil:



		Date of Birth:



		Name of Parent/carer: 



		Looked After:       Y / N



		Address:







		Telephone:



		Reason for removal from school roll:







		Date pupil removed:





		Any other relevant information concerning this pupil:











		New address:









		New school:





		Has the pupil’s CTF been uploaded to S2S? 



Yes, please tick as appropriate







		

[bookmark: Check4]Yes, for new school to collect                     |_|                                    



		

		Yes, code MMM MMMM                    

|_| (Out of maintained system, elective home education or abroad)



		

		

[bookmark: Check3]Yes, code XXX XXXX                                        |_|



		No, please give reason:











		If the school has been notified of decision to electively home educate; has the school notified the LEA/Admissions/Elective Home Ed Team



		

Y /  N



		If coded XXX XXXX, Children Missing Education procedure must be completed and notification received that EWS have concluded their investigation, prior to removal from roll



		Date Child/Young Person Missing from Education checklist completed and given to EWO 

		



		

		Date confirmation received that CME investigation complete



		



		Signed:





		Name:





		Position:





		Date:









Date received:


Appendix 8



		

Intention to remove pupil from school roll



Information required by Education Welfare Service acting on behalf of the Local Authority in accordance with guidance from The Education (Pupil Registration) (Wales) 1995



		



School/

County 

Logo







Please forward this completed form to the Education Welfare Officer before deletion from roll, and as soon as the grounds for deletion are met.



		Name of School





		





		Pupil’s name





		



		DOB





		Address







		







		Reason for removal 

from roll







		



		Any other relevant information concerning this pupil (e.g. agencies involved, family circumstances etc.)













		Date that pupil will be 

removed from roll

		





		If destination for child is 

known please give details

		







		Is pupil known to the

Education Welfare Service?

		









		Signed

		



		Date

		



		Print name

		



		Position

		







Please return to:



Date received:
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Deletion of Pupils from School Roll: Guidance for Schools

These guidance notes should be used in conjunction with existing local procedures and codes of practice relating to Children Protection & Safeguarding, Special Educational Needs and School Exclusions.

1 Introduction

Schools are permitted to remove compulsory-school-aged children from roll only under certain circumstances defined in The Education (Pupil Registration) (Wales) Regulations 2010.

Removing a child from the school roll is a very important decision. Children who fall out of the education system are likely to have poor outcomes and may be exposed to increased risk of harm. Schools must follow correct procedures to ensure that they do not breach their legal and safeguarding duties.

Pupils must not be deleted from the school roll without authorisation from the head teacher or other designated person.

2 Transfer of data

Common Transfer File (CTF)

Whenever a pupil is deleted from a school roll, the school has a statutory duty to upload a CTF to the School-to-School (S2S) website.  The Education (Pupil Registration) (Wales) Regulations 2010.describe the information that must be transferred and the method of transfer.

The school releasing the pupil must send a CTF to the new school within 15 school days of deregistration. Where possible, the CTF should be sent to the new school before the pupil leaves. This applies to any transfer at any time between educational establishments for pupils aged 3 to 16 years (Nursery to end of Year 11).

When generating a CTF, the following codes should be used

 Local authority number (where new school is based) followed by the new school number (for DfES registered schools)

 XXX XXXX where the destination school is not known or the pupil is missing

 MMM MMMM where the destination school is outside the maintained sector (independent) or the child is being educated otherwise than at school or the child has moved outside England or Wales.







3 Prescribed grounds under which pupils can be taken off-roll and notification to the Local Authority

The Education (Pupil Registration) (Wales) Regulations 2010 sets out the criteria under which compulsory-school-aged children can be removed from school roll, summarised as follows:

8 (1) (a) The Local Authority is approving a change of provision for a pupil subject to a School Attendance Order (SAO)

A pupil who is subject to an SAO must not be removed from roll unless the Local

Authority has substituted the school named on the SAO with a new school or revoked the order on the grounds that suitable education has been arranged otherwise than at school.

8 (1) (b) The pupil has been registered at another school (no dual-roll agreement)

A pupil who becomes registered at a new school can be removed from the roll of the previous school from the last date of attendance.

The pupil must not be deleted from roll until the new school placement and date of registration have been confirmed.

8 (1) (c) The pupil is on dual roll and ceases to attend one of the schools

A pupil registered at more than one school under a dual-roll arrangement can be removed from the roll of one of the schools providing the other school is in agreement.

8 (1) (d) The parent/carer(s) have elected to home-educate (EHE)

Parent/carer(s) have a right to withdraw their child from a school in favour of home education.

The child must not be removed from the school roll until the parent/carer has given written notification of their decision to educate the child at home.

Parent/carer(s) sometimes use this option when there are problems for their child at school. It would not be appropriate for school staff to encourage EHE as a solution to difficult issues as this is unlikely to be in the best interests of the child.

The school - not the parent/carer - has a legal duty to notify the Local Authority when deleting a child from roll under this criterion. Schools should do this as explained in Blaenau Gwent EHE Policy

8 (1) (e) The pupil has ceased to attend and is no longer residing within reasonable distance to the school

Pupils can be deleted from roll where the distance to school is deemed unreasonable and the parent/carer has no intention of maintaining the school place. Distance also comprises ease of access. A public transport journey time in excess of 75 minutes for secondary school pupil would be unreasonable. A walking distance exceeding two miles would be unreasonable for a primary school pupil.

Schools may remove a child from roll under this criterion without waiting for confirmation of a school transfer. However, the school must obtain details of the child’s new address out of the education system.

Where a parent/carer has notified the school that the child is leaving the country and the school has reason for concern, such as a history of poor attendance or safeguarding issues, the parent/carer should be asked to provide proof of travel.

The school need only notify the Local Authority when removing a pupil from roll whose onward education has not been confirmed. This does not apply to children who have gone to live abroad or outside England or Wales, unless the school has concerns of a safeguarding nature. Referrals in such cases should be made via the CME Referral.

8 (1) (f) The pupil has failed to return following authorised leave of absence exceeding 10 school days for the purpose of a holiday

A pupil who has failed to return following extended authorised leave of absence can be removed from roll providing all three of the following three conditions are fulfilled:

i. The pupil has failed to attend the school within the ten school days immediately following the expiry of the period for which such leave was granted

ii. There are no reasonable grounds to believe that the pupil is unable to attend due to sickness or any unavoidable cause

iii. Both the school and the Local Authority have made reasonable enquiries and failed to ascertain the child’s whereabouts.

Schools should seek assistance from their designated Education Welfare Officer (EWO). The EWO will support the school’s efforts to locate the child and carry out a visit to the child’s last known address where appropriate.

Schools must notify the Local Authority when deleting a child from roll under this criterion, if they have any concerns about the child’s safety or welfare. Referrals should be made via the CME Referral Form.

8 (1) (g) The pupil is certified too ill to pursue education

This will apply on the very rare occasion when a pupil has a terminal or serious medical condition and is deemed medically unfit to continue with education. An appropriate medical professional will need to certify that that the pupil is unlikely to be in a fit state of health to return to school before ceasing to be of compulsory school age. Removal from roll is not permitted if there is any indication from parent/carer or pupil of the intention to continue to attend the school post compulsory school age.

The school is legally required to notify the Local Authority when removing a pupil from roll under this criterion. Schools should notify the Local Authority via the CME Referral Form 

Please note: this should not be confused with pupils who are medically unfit to

attend school for a prolonged period of time and require outreach home tuition.

8 (1) (h) The pupil has been missing from school for 20 days or more continuously

Schools may remove missing children from roll providing all three of the following conditions are fulfilled:

i. At no time was the absence during that period authorised by the school

ii. There are no reasonable grounds to believe that the pupil is unable to attend due to sickness or any unavoidable cause

iii. Both the school and the Local Authority have made reasonable enquiries and failed to ascertain the child’s whereabouts.

During the first ten days of absence, schools must make reasonable attempts to locate the child and facilitate his/her safe return to school. Enquiries should include writing to the parent/carer(s), attempting to make telephone contact with parent/carer(s), appropriate friends and relatives, speaking to other children and parent/carer(s) and home visits.

Schools should seek assistance from their designated Education Welfare Officer (EWO), from Day 11 of the child’s absence if not sooner. The EWO will support the school’s efforts to locate the child and carry out a visit to the child’s last known address where appropriate.

Schools must notify the Local Authority when deleting a child from roll under this criterion.

A referral should be made via the CME Referral Form.

8 (1) (h) The Pupil has been given a custodial sentence for four months or longer as a result of a final order

A child who is taken into custody for four months or more as a result of a final order can be taken off roll, unless the school has reason to believe that he/she will return to the school at the end of the period.

Schools must not deregister a pupil who is remanded in custody and awaiting a trial or hearing at a future date.

Schools must consult with the Local Authority’s Education Welfare Officer in the before removing a child from roll under this criterion.

8 (1) (j) Death of pupil

In the very tragic circumstance that a pupil dies, the school should remove the child from roll upon notification of the death.

8 (1) (k) The pupil is above compulsory school age

This applies to Year 11 pupils who do not wish to return to the school in the following academic year. The official school leaving date for Year 11 pupils is the last Friday in the month of June, in the school year in which they turn 16.

This may also apply to the small minority of pupils who have been moved into a lower year group but have reached the end of their official school-leaving age. Such pupils must be given an opportunity to confirm their intention to continue attending, or not.

8 (1) (l) The pupil is leaving a school that is not maintained by the government

This relates to pupils leaving the roll of a school in the independent sector. 

8 (1) (m) The pupil has been permanently excluded

The permanent exclusion of a pupil does not take effect until the deadline for an independent appeal has expired or the decision to permanently exclude has been upheld at the appeal hearing.

· The pupil should be removed from roll using the school day after the conclusion of any appeals process as the date of removal from roll

· If no appeal has been lodged within 15 school days, the pupil may be removed from roll on the 16th school day following the exclusion



Schools must notify the Local Authority Exclusions Officer on the first day of the exclusion and comply with existing procedures for school’s exclusions.

8 (1) (k) and 8(3) Nursery child leaving school

This applies to children who have been admitted to a school to receive nursery education and are not transferring to Reception or a higher class at the school.

Although it is not a legal requirement to upload a CTF for children who have not reached compulsory school age (the start of the school term following their fifth birthday), it is good practice to do so.
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 Blaenau Gwent Education Welfare Service 


Legal Policy 

All officers of the Council are expected to adhere to the principles of good enforcement and be aware of the expectations regarding: standards of service; officers exhibiting an open and helpful approach; the proportionality of actions taken and response; consistency in applying enforcement action; compliance with general legislation including Human Rights Act 1998 and Data Protection Act 1998; individuals’ rights to make complaints under the Council’s general complaints procedure or departmental complaints procedures and their rights of appeal and redress. 


The following document underpins the specialist area of work of the Education Welfare Service which discharges the Council’s duties regarding school attendance. 


School Attendance 

The Education Welfare Service’s main task is to help schools improve pupils’ attendance and reduce unnecessary absence and truancy. Education Welfare Officers work closely with schools, children and their parents, and with other statutory and voluntary agencies.


The Education Welfare Service promotes, encourages and enforces regular school attendance of compulsory school age children who are resident in Blaenau Gwent.


Every school in the Borough has a named Education Welfare Officer. Education Welfare Officers are in frequent contact with their assigned schools and visit at agreed intervals to discuss pupils who may have school attendance problems or other welfare issues.


Schools have a duty under regulations to make referrals to the Education Welfare Service regarding pupils who have poor attendance records and should also refer any pupil who has ceased to attend school without an authenticated reason or who has apparently moved area without this being verified.


Education Welfare Officers regularly inspect schools’ attendance registers and check they are being properly maintained in line with good practice and relevant regulations including the Education (Pupil Registration) Regulations 1995. This process also helps to identify pupils with irregular attendance or where there are suspicious absence patterns. 


The Education Welfare Service responds to referrals from schools in Blaenau Gwent and also from schools in other authorities where Blaenau Gwent resident children are enrolled. The Education Welfare Service also receives referrals from a variety of other sources concerning children’s irregular school attendance or truancy or where it appears children are not enrolled at a school. These include: self-referrals by parents or children, referrals by other statutory agencies such as social services or the police; referrals may also come from members of the public and organisations in the local community.


In most cases, where parents cooperate with an Education Welfare Officer’s interventions and a short-term plan is agreed with the school, this usually leads to an improvement in the child’s attendance at school. However, there are some instances where longer-term intervention is required or where parents do not cooperate fully in addressing persistent school attendance issues. Legal measures and court proceedings may be necessary in this minority of cases. It is important that any legal action is undertaken as a properly considered and planned measure that should neither be approached too swiftly, before the case can be properly assessed, nor too late as a last resort when other interventions have failed. The decision to take legal action should form part of a planned casework approach and kept under regular review.


The Education Welfare Service is also responsible for approving and issuing work permits and performance licences for children and chaperone licences on behalf of the Council. There are special byelaws, legislation and specific regulations relating to each of these areas and infringements may also be prosecuted under the relevant legislation but this area of work falls outside the remit of this policy, which is concerned specifically with school attendance issues. 


The purpose of this document is to provide a statement of policy for Education Welfare Service legal action concerning school attendance offences and to describe the specific legal measures available in such cases. Guidance is given as to when it may be appropriate for the Education Welfare Service to apply such measures on behalf of the LA.


Parents’ Duties 

Under Section 7 of the Education Act 1996, a parent of any child of compulsory school age (between 5 and 16) must ensure that the child receives efficient full-time education that is suitable to the child’s age, ability, and aptitude and to any special educational needs the child may have. In practice this means a child should be provided with education either through regular attendance at school or otherwise. For example, a parent may elect to educate a child at home. Once a child is registered at a school, it is the parents’ duty to make sure that the child attends school regularly and punctually.


Legal Measures 


School Attendance Orders 

The Education Welfare Service is responsible for discharging the Borough’s statutory duties as the Local Authority to ensure parents who are resident in the area provide their children of statutory school age with a suitable education. Where a child is not attending school and where the parent has arranged no other suitable education provision, the LEA is obliged under Section 437 of the Education Act 1996 to issue a School Attendance Order requiring the parent to register the child at a named school.


Education Supervision Orders 

Before deciding whether to prosecute parents in the criminal courts for school attendance offences under the Education Act 1996, Education Welfare Officers’ should first consider whether an application under Section 36 of the Children Act 1989 to the Family Proceedings Court for an Education Supervision Order would assist in securing suitable and regular education for a child. The Local Authority may apply for an Education Supervision Order either instead of, or as well as, prosecuting the parents. The welfare of the child is the paramount concern for proceedings under the Children Act and the Education Supervision Order will only be granted if the court considers that the Education Supervision Order is likely to be productive i.e. having an order is better than not having one. Section 1 (3) of the Children Act 1989 provides the Welfare Checklist that courts are required to have regard to in their deliberations. 


An Education Supervision Order is normally granted for a year but may be extended upon application to the court for up to three years. An Education Supervision Order may be discharged by the court after considering an application from either the child or the parent/s or the Local Authority. Unless the term has expired or it has been discharged earlier, an Education Supervision Order ceases to be effective at the point a child exceeds compulsory school age.


The parent/s and the child are separate parties to the proceedings and the court will consider representations from both. Parents in these proceedings must only be those who have or have formally acquired full legal parental responsibility as defined under the law. In order to apply for an Education Supervision Order the Local Authority will produce a detailed report to present to the court with information about the child’s background and the circumstance that warranted the Education Supervision Order application. It will describe the work already done with the family and what further plans and work the order is required to support. 


If the court grants an Education Supervision Order, it means that the Local Authority has to appoint a supervising officer (usually an Education Welfare Officer) for the Education Supervision Order. The Local Authority assumes responsibility for advising and assisting the parent/s and child to ensure that the child’s education progresses. Parents’ duties under Sections 7 and 444 of the Education Act 1996 in securing education and regular school attendance are replaced by the duties to comply with the directions of an Education Supervision Order. 


The supervising officer of the Education Supervision Order may issue directions to the parent/s and child in order to support the objectives of the Education Supervision Order. Parents have a duty to comply with reasonable directions and could be prosecuted if they persistently fail to comply. If the subject of the Education Supervision Order i.e. the child fails to comply with directions of the supervising officer then the matter should be referred to social services to investigate and consider care proceedings.


Education Act 1996 Prosecutions 

If a parent is failing to ensure their child’s regular attendance at a school where the child is a registered pupil, the Local Authority may prosecute the parent in the magistrates court for an offence under the Education Act 1996, Section 444 (1). The most important evidence as specified in Section 556 for a prosecution is an extract of the school attendance register recording the level of the child’s attendance and the head teacher must certify its accuracy. To avoid conviction, a parent would have to prove that the child was prevented from attending regularly by reason of sickness or other unavoidable cause. The child would not be taken to have not attended school on any day if the child had leave from the school to be absent on that day or on a day set apart for religious observance. Or the parent would have to prove that either the child was of no fixed abode in which case special rules apply or that the school was not within walking distance (for a child under the age of eight this would be 3.218688 km, for a child over eight, 4.828032 km) and that the Local Authority had not made suitable arrangements regarding transport or boarding accommodation or an alternative school. The parent in these proceedings may have full parental responsibility or it may be a person who is acting as a parent and has care of the child. 


A successful prosecution under the Education Act 1996, Section 444 (1) may result in each parent being liable upon summary conviction of each offence to a Level 3 fine (current maximum £1,000) and the court may additionally impose a Parenting Order as described in the Crime and Disorder Act 1998 amended by the Anti-social Behaviour Act 2003. The court may also direct the Local Authority to apply for an Education Supervision Order in the Family Proceedings Court. 


The Local Authority may also prosecute for a higher offence under the Education Act 1996, Section 444 (1A). For a prosecution under Section 444 (1A), which was inserted as an amendment by the Criminal Justice and Court Service Act 2000, it is necessary to prove the irregular school attendance and parental knowledge of the child’s failure to attend school. A warrant may be issued for a parent to attend court and upon summary conviction a parent would be liable to a Level 4 fine (current maximum £2,500) or to imprisonment for a term not exceeding three months. 


Penalty Notices 

Section 444 of the Education Act 1996 was further amended by the Anti-social Behaviour Act 2003 to permit either an authorised officer of an LEA or a head teacher or a police constable to issue a Penalty Notice where the officer has reason to believe that an offence under Section 444 (1) has been committed. The payment of a penalty by a parent discharges his or her liability to conviction for the offence. When a Penalty Notice is issued, a parent may not be prosecuted for the period to which it relates or until its expiry. The power to issue Penalty Notices is a recent one and their application is subject to a separate protocol.  


Parenting Orders and Contracts 

The Anti-social Behaviour Act 2003 included further amendments to the Crime and Disorder Act 1998 in respect of Parenting Orders by virtue of Sections 20 to 22. Section 19 introduced the option of using a Parenting Contract when a child is excluded from school or is failing to attend school regularly. 


Decisions regarding legal action 

Before the Education Welfare Service instigates legal action, an assessment is made in each and every case and this includes careful consideration as to whether the proposed action is: 


A. evidence based and such evidence meets the proof standard required 


B. justified as appropriate to the particular circumstances of the case 


C. timely in its execution 


D. likely to be successful in progressing the case including returning the child to regular school attendance 


E. in the child’s best interests particularly where other services are involved 


F. in the public interest 


Education Welfare Officers consider the suitability for legal intervention from their first contact with families and their initial case assessments are regularly reviewed in this respect, particularly in persistent cases of poor school attendance. Education Welfare Officers normally discuss with their managers any proposals about legal action on cases. This takes place when it is assessed that a case has reached an appropriate point for legal intervention as part of the casework plan. There is a process of discussion and decision making in supervision sessions between an Education Welfare Officer and his or her supervisor about individual casework progression. This includes an ongoing assessment as to the suitability of legal intervention and where appropriate deciding a timetable for action. It rests with the Senior Education Welfare Officer to authorise or not any recommendations for legal action. The Council’s Legal Services are only instructed in respect of Education Supervision Order applications or School Attendance Orders.


The Education Welfare Service is fully supported by the Local Authority’s Legal Services in the use of legal measures including prosecutions in the Magistrate Court and Education Supervision Order applications in the Family Proceedings Court. Legal Services offer advice and guidance relating to proper use of such legal action to ensure it is in line with the relevant legal requirements and important recommendations such as those governing court proceedings as well as broader ones such as those relating to Human Rights and Equal Opportunities. 


Prior to court action there will have been extensive preparation by the Education Welfare Officer who is the case officer. 


Each school attendance case is different and so each requires its own casework approach and plan. This includes an individual assessment for suitability for legal intervention. 


The following factors are considered in determining the appropriateness of either Education Supervision Order applications or prosecutions under the Education Act 1996 for either the lower level or for the higher level offence: 


1. The assessed causes of the lack of regular school attendance and the seriousness of the offence 

2. The previous responses by the school and the EWO in order to address the problems 


3. The age of the child and the parent’s influence over the child 


4. The home circumstances and the health and welfare of the child 


5. The parent’s attitude to Education Welfare Service intervention and the parent’s level of cooperation with Education Welfare Service including whether the parents are perceived as either actively assisting or passively condoning further unnecessary absence from school 


6. The previous history of the family regarding school attendance and Education Welfare Service involvement 


7. The assessed potential for an Education Supervision Order to work i.e. the likely responses by the child and by the parent to further plans and directions under an Education Supervision Order 


8. The likely effect of prosecution upon the case and upon other children’s school attendance in the family or upon other parents and pupils of the school or within the wider community 


9. The views of any other agencies that are involved with the child or parents such as social services 


10. The defences or mitigations that the parent may provide to court. 


If, over and above those casework actions and plans already tried, having an Education Supervision Order in place with a clear and structured plan backed up by directions, has a likely chance of being effective, then an application for an Education Supervision Order should be considered. 


However, if a parent has failed to cooperate fully with an Education Welfare Officer in addressing his or her child’s lack of regular school attendance, then prosecution is usually more appropriate. Where it can be demonstrated that a parent knows about his or her child’s continuing poor school attendance and yet the parent still fails to act to address the problem and return the child to school, then prosecution for the higher offence is justified.


The following legislation, policies and guidance inform the Education Welfare Service in respect of enforcement action: 

Anti-social Behaviour Act 2003 


Children’s Act 1989 


Crime and Disorder Act 1998 


Criminal Justice and Court Services Act 2000 


Crown Prosecution Service guidance 


Data Protection Act 1998 


Education Act 1996 (as amended) 


Ensuring Regular School Attendance – Guidance on the Legal Measures available to Secure Regular School Attendance  


Freedom of Information Act 2000 


Human Rights Act 1998 


Police and Criminal Evidence (PACE) Act 1984 


The Education (Pupil Registration) Regulations 1995 


United Nations Convention on the Rights of the Child 1990
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Legal Framework



0. The law empowers designated Local Authority (LA) Officers to issue Fixed Penalty Notices to the parents of children who have unauthorised absence from schools that fall within Blaenau Gwent. The issuing of FPNs will remain the responsibility of the Education Welfare Service (EWS) in response to requests made by head teachers, their nominated deputies, and the Police.



The rules governing the implementation of these powers and the factors that should be considered when issuing a Fixed Penalty Notice are outlined in: 

· The Education Act 1996; 

· The Education & Inspections Act 2006; 

· The Education (Penalty Notices) (Wales) Regulations 2013 

· Rights of Children and Young Persons (Wales) Measures 2011

· United Nations Convention on the Rights of a Child (the right to an education)



Blaenau Gwent is responsible for developing a protocol within which all partners will operate and as part of the statutory duties for ensuring school attendance it is appropriate that the EWS will deliver this responsibility on behalf of the local authority



1. Rationale



1. Section 7 of the Education Act 1996 states that: 

“The parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable to his age, ability aptitude and to any special educational needs he may have, either by regular attendance at school or otherwise” 

0. Regular and punctual attendance at school or alternative provision is a legal requirement and is essential to enable children to maximise their educational attainments and opportunities available to them.

0. Evidence shows that children with poor attendance are unlikely to succeed academically and they are more likely not to be in education, employment or training (NEET) when they leave school. NEET young people are likely to have a history of non- attendance and persistence absences in years 10 and 11.

0. Section 444 of the Education Act 1996, makes it a criminal offence for a parent’s failure to secure their child’s attendance at the school at which they are registered and where absences are not authorised.

0. The definition of “parent” includes all biological parents, whether they are married or not and includes any person who, although not a biological parent, has the parental responsibility and/or care for a child or young person. 

0. Targeted intervention plays a vital role in resolving issues of poor school attendance, however where this fails to have the desired effect there are a number of sanctions available to Local Authorities (LAs) to try and secure improvements.

1. Fixed Penalty Notices are one of the sanctions available for this offence and offer a means of suitable and effective intervention for improving levels of unauthorised absences, before they become entrenched and persistence absences, whilst reducing the need for lengthy and costly prosecutions.

1. Fixed Penalty Notices and other sanctions will only be used where parental co-operation with this process is either absent or deemed to be insufficient to resolve the problem. They will be used as a means to support parents to meet their legal responsibilities and only where there is a reasonable expectation that their use will secure improved school attendance.



1. Policy and Publicity. 



2. School Attendance Policies will include information on the issuing of Fixed Penalty Notices and this will be brought to the attention of parents. 



1. Monitoring and review. 



Blaenau Gwent local authority will monitor and evaluate the effectiveness of Fixed Penalty Notices annually and amend its general enforcement strategy as appropriate. Reports will be made available to Consortium Directors, Local Authority Heads of Service and Committees, and the Welsh Government as required.
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Appendix1 



Protocols and procedures in relation to Fixed Penalty Notices

 

Issue of a Fixed Penalty Notice



· A Fixed Penalty Notice can only be issued in cases of unauthorised absence; 

· Fixed Penalty Notices will be restricted to one notice per parent of a pupil in a rolling term;

· In cases where there is more than one poorly-attending pupil in a family, notices may be issued for more than one child;



There will be no restriction on the number of times a parent may receive an advisory letter warning of a possible Fixed Penalty Notice and it will be at the discretion of the EWS whether to issue a notice on one or both parent/carer.   However, it would not be acceptable to issue ‘warnings’ repeatedly without making further investigations of the wider circumstances.



Fixed Penalty Notices may be considered appropriate when: 



· At least 10 sessions (5 school days) are lost due to unauthorised absence during the current term. These do not need to be consecutive;

· Persistent late arrival at school, i.e. after the register has closed, in the current term. “Persistent” means at least 10 sessions of late arrival; 

· Truancy, where the child has come to the attention of the Police during school hours for being absent from school, without an acceptable reason.



Considerations and Assessment as to whether a Fixed Penalty Notice should be issued.

Head Teachers, their nominated deputies and the Education Welfare Service 

(EWS) will take into account the following when determining whether a Fixed Penalty Notice should be issued: 

· Level of absence;

· Any Equalities considerations relating to the child or family (as listed in the Council’s Strategic Equality Plan); 

· Any Additional Learning Needs (ALN). LAs should consider whether attendance problems may be related to a pupil’s ALN. Schools should be able to demonstrate that they have made appropriate provision for the pupil’s needs, which may include consideration to support through an Individual Development Plan. 

· History of the attendance issues and action taken; 

· Welsh Government (WG) Guidance; 

· Likely effectiveness of Fixed Penalty Notice as a tool for obtaining compliance;

· Level of parent engagement/cooperation;

· Any substantial adverse effect a fine will have on the welfare of the family;



Procedure for Issuing Fixed Penalty Notices 



The designated officer(s) within the EWS will be the only individuals permitted to issue Fixed Penalty Notices, which will ensure consistent and equitable delivery and allow schools to maintain good relationships with parents and ensure that they reinforce any other enforcement sanctions.



Fixed Penalty Notices will never be issued as an instant action, e.g. during a Truancy Sweep. This will enable officers to ensure that all evidential requirements are in place and limit the health and safety risks to individuals. 



Requests for issue of a Fixed Penalty Notice



Where schools, Police or neighbouring LAs request the issue of a Fixed Penalty Notice, their request will be investigated and actioned by the EWS, provided that:

· The circumstances of the case meet the criteria specified in this Code of Conduct; 

· The pupil is registered within a school within Blaenau Gwent;  

· All necessary evidence is provided to the EWS to establish whether an offence under Section 444(1) or 444(1A) of the Education Act 1996 or Section 108 of the Education and Inspections Act 2006 has been committed; 

· Issuing a Fixed Penalty Notice would not conflict with another intervention strategy already in place or another enforcement sanction already being processed and there is a reasonable expectation that the use of a Fixed Penalty Notice would improve the child’s school attendance.



Responding to requests for the issuing of a fixed penalty notices



Following the advisory notice (Appendix 2)  issued by the school or Police, parents have a period of 15 school days within which to respond. During this time, the pupil must have no unauthorised absence. This information can be included in the formal written warning letter, where one has been issued. 



The EWS will respond to all requests from schools or Police within 10 school days of receipt of a request. When satisfied that all of the relevant criteria have been met the LA will then issue a fixed penalty notice.



Monitoring and Review



All Fixed Penalty Notices will be entered onto a database maintained by individual LAs to ensure that no duplicate Fixed Penalty Notices are issued and to evaluate the effectiveness of the process. 



Excluded Pupils 



The basis of the fixed penalty notice powers, do not extend to excluded pupils. Section 108 of the Education and Inspections Act 2006 came into force in October 2010 and amends section 16 of the Crime and Disorder Act 1998 to extend Police powers for the removal of excluded pupils to designated premises, if a child or young person excluded from school is found in a public place in a specified area during a specific period and during school hours. 



Procedure for the Withdrawal of Fixed Penalty Notices 



Once issued, a Fixed Penalty Notice can only be withdrawn if the EWS is satisfied that: 

· The Fixed Penalty Notice was issued to the wrong person; 

· The use of the Fixed Penalty Notice did not conform to this Code of Conduct; 

· The Fixed Penalty Notice was delivered to the wrong address; 

· The evidence demonstrates that the Fixed Penalty Notice should not have been issued, e.g. medical evidence; or 



Right of appeal 

There is no statutory right of appeal, but where a parent contests the issuing of a Fixed Penalty Notice, they can submit any complaints to the EWS and/or opt to face proceedings in the Magistrates’ Court under section 444 of the Education Act 1996, where all of the issues relating to their Fixed Penalty Notice can be heard. 



Payment of Fixed Penalty Notices 



Arrangements for payment will be detailed on the Penalty Notice. Payment of a Fixed Penalty Notice discharges the parent’s liability for the period in question and they cannot subsequently be prosecuted under other enforcement powers for the period covered by the Fixed Penalty Notice. 



If the Fixed Penalty Notice is paid within 28 days, the penalty payable is £60, or £120 if within 42 days. Payments will not be accepted from parents after 42 days has elapsed and cannot be paid either by instalments. 



Individual LAs will only be able to retain enough revenue from the Fixed Penalty Notices, to cover administration costs for the process of issuing Fixed Penalty Notice, the surplus is to be surrendered to the Welsh consolidated fund.  



Non-Payment of Fixed Penalty Notices 



Non-payment of a Fixed Penalty Notice will result in prosecution for the period covered by the Fixed Penalty Notice under Section 444 of the Education Act 1996. 



Equalities and Welsh Language 



The issuing of Fixed Penalty Notices must comply with other related legislation and regulations, in order to ensure that they are used in a fair and consistent manner and have paid due regard to the circumstances of the child/children and families involved. These include, but are not limited to the following:-



· Equality Act 2010 (Statutory Duties) (Wales) Regulations 2011

· Welsh Language (Wales) Measure 2011

· Human Rights Act 1998



Councils’ Strategic Equalities Plan covers the full range of issues that may need to be considered, depending on the individual case.

































Appendix 2a

Non-attendance advisory notice for Blaenau Gwent schools



To reply please contact:



Tel:

Fax:

Email:

Date:

Dear <<Parent name>>

Name of pupil: ......................................................................			          Date of birth: ........................................................

School: ....................................................................................................................................................................................................

I have reviewed your child’s attendance record and am concerned to note that he/she has incurred at least ten sessions (5 school days) of unauthorised absence in the current term.

I enclose a copy of your child’s attendance record and remind you that as a parent/carer of a child who is a registered pupil at this school, you hold legal responsibility for ensuring your child attends school regularly.

All Blaenau Gwent schools share the Welsh Government’s determination to raise levels of pupil attendance and achievement in order to ensure the best possible start in life for our children.

Under the Antisocial Behaviour Act 2003 an authorised officer of Blaenau Gwent County Borough Council has the power to issue each parent/carer with a penalty notice for each of their children who fails to attend school regularly. A penalty notice is an early deterrent that is intended to prevent more extended periods of unauthorised absence developing.

Penalty notices issued on or after 1 September 2013 incur a fine of £120, which is reduced to £60 if paid within28 days of the notice being served. Failure to pay a penalty notice may result in prosecution.

I write, therefore, to advise you that we are actively monitoring your child’s attendance after the date of this letter and should your child incur any further unauthorised absence in the next 15 days then further action, including the issue of a penalty notice or consideration of a prosecution, may be taken.

Any such penalty notice or prosecution may relate to your child’s attendance record both prior to and subsequent to this letter.

Support and guidance on attendance is always available from our school and if you have any specific queries in relation to this letter, please contact me on the above number.  Alternatively you can contact the Families First Service on 08000 32 33 39 who will be able to offer a package of support with an allocated key worker.

 

Yours sincerely,





Head teacher



Appendix 2b

Medical advisory notice for Blaenau Gwent schools



To reply please contact:



Tel:

Fax:

Email:

Date:

Dear <<Parent name>>

Name of pupil: ......................................................................			          Date of birth: ........................................................

School: ....................................................................................................................................................................................................

Dear parent/carer, 





I am concerned to note that your child has already had 10 days medical absence this term. Currently ………………has been absent for …………. % of this school term/year.  So that you have a clear picture of the extent of the absence, I am enclosing a copy of the pupil registration certificate.



Frequent absences may have a serious effect on your child’s educational progress and the extent of your child’s absence because of illness now gives concern to his/her school, and I am sure, to yourself/yourselves.



As a result, no further absences will be authorised without supporting medical evidence.  Please note we do not need a sick note or GP letter but evidence such as a dated appointment card, a white label from prescribed medication or a prescription slip.



Should your child’s absence be recorded as unauthorised I would remind you that you could receive a Fixed Penalty Notice or other intervention as appropriate.



If you wish to discuss these matters further, please do not hesitate to contact school or myself.



Yours sincerely,





Head teacher













Appendix 3

 FIXED PENALTY NOTICE REQUEST

UNAUTHORISED ABSENCE - Section 444, Education Act 1996



Information contained in the form will be used in legal action under the above Act relating to non-attendance at school in the event that an Education Penalty Notice is issued and remains unpaid. I request that the Local Authority consider issuing a Penalty Notice to the parent(s)* of the following pupil: 



Pupil Details

Registered School………………………………………………………………………………… 



Name of Pupil …………………………... …………….. DOB ……………. Year ………



Address……………………………………………………………………………………..



……………………………………………………………………………………………….

 

Parent 1 

Full name ……………………………………………………………… DOB………... 



Address…………………………………………………………………………………….. 



Parent 2 

Full name…………………....…………….….. …………………………DOB……….... 



Address……………………………………………………………………………………. 



The expression “parent”, in relation to a child or young person, includes any person who is not a parent of the child but who has parental responsibility for him or her, or who has care of the child. 



In making this request, I confirm that such action would not conflict with other intervention strategies already in place or other enforcement measures already being processed. I can also confirm that the governing body of this school has reviewed its attendance policy and agreed that this school will request the Local Authority to issue a Fixed Penalty Notices in appropriate cases. 



 How has the parent been contacted regarding the unauthorised absences? 



 School Meeting       Letter        Telephone Call     



Is the family known to other Services, e.g.: Children’s Services, YOS, and CAMHS? 

Yes / No 



Are there any notable circumstances to consider, e.g.: mental health, bereavement, family dynamics/domestic violence? Yes / No

If yes, please give full details:



Signed …………………      Designation ……………………    Date:

Please enclose an up to date registration certificate.




Appendix 4



FIXED Penalty Notice [S.444A EDUCATION ACT 1996]

Please read the notes below carefully. 



Part 1

If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school, or fails to attend regularly at alternative provision, the child’s parent/guardian is guilty of an offence under s.444 Education Act 1996.

To: (Title)

(Forenames)

(Surname)

Of: (address)

(Postcode)

You are a parent/guardian of (name and address of child) (called in this notice “the pupil”) who is a registered pupil at (name of school) and has been directed to attend alternative provision/ is not registered at a school but for whom the local authority has made arrangements to attend alternative educational provision.

On (date/dates)/ between (date) and (date) the pupil (name) failed to attend regularly at the (Name of) school. This notice gives you the opportunity to pay a penalty fine instead of being prosecuted for the offence given above. The amount of the penalty is £60. If you pay this penalty within the time limits set out below, no further action will be taken against you in connection with the offence as set out in this notice. 

Payment should be made within 28 days. If paid after 28 days but within 42 days the penalty is doubled to £120. Payment should be made to insert office details for payment and can be made in person during office opening hours, insert opening hours or by posting this notice with a cheque or postal order.

Late or part payments will not be accepted and no reminders will be sent. If payment is not received by (insert date 42 days from date of issue), you will be prosecuted for the offence and could be subject to a fine of up to £2,500.

This notice is issued by name, official particulars of the post within insert name of LA.

Date of issue: .......................................................................................

Part 2

Please complete the following and return this notice with your payment to:

Insert Name & Address of LA

Name: .......................................................................................................

Address: ...................................................................................................

I attach payment in the sum of £...............................................................

Signed: .....................................................................................................

Date: .........................................................................................................

NOTES

Contact details

If you have any queries about this notice, please contact insert contact details, job title and department of contact, telephone number, fax number and address

Amount of penalty

The amount of the penalty is as follows:

If paid within 28 days £60 If paid within 42 days £120.

Code of conduct

This notice is issued in accordance with a local code of conduct (we should include the full title together with its date or Edition) drawn up by The Blaenau Gwent and insert L A. Any questions or correspondence about the code should be addressed to name of contact, department within authority address and telephone phone number.

Withdrawal

This notice may be withdrawn by inset LA name if it is shown that it should not have been issued to you or has not been issued to you in accordance with the SEWC   code of conduct. If you believe that the notice was wrongly issued you must contact The issuing Local Authority as soon as possible to ask for it to be withdrawn, stating why you believe the notice to have been incorrectly issued.

The issuing Local Authority will consider your request and contact you to let you know whether the notice is withdrawn. If the notice is not withdrawn and you do not pay, you will be liable to prosecution for the offence.

Payment

You should complete the notice above and send or deliver it to the address given above.

Prosecution

If you do not pay the penalty, and the notice is not withdrawn, you will be prosecuted for the offence of failing to ensure your child’s regular attendance at school. 

You will receive a separate summons for this which will give you notice of the time and date of the court hearing. You will be able to defend yourself and you would be advised to seek legal representation; 






Appendix 5



Relevant legislation that relates to Fixed Penalty Notices includes: 



The Children Act 1989 

The definition of “parent” means all biological parents, whether they are married or not; and includes any person who, although not a biological parent, has parental responsibility and/or care for a child or young person. 



The Education Act 1996 

Section 7 Duty of parents to secure education of children of compulsory school age; 

Section 8Definition of compulsory school age;

Section 444Offence: Failure to secure regular attendance at school of registered pupil;

Section 444A	 Penalty notice in respect of failure to secure regular attendance at school of registered pupil; 

Section 444B	 Penalty notices: supplemental;

Section 444ZA Application of section 444 to alternative educational provision 

Section 576 Meaning of “parent”



Education & Inspections Act 2006

Section 103 Duty of parent in relation to excluded pupil.































15









1



image1.jpeg

Cyngor Bwrdeisdref Sirol

Blaenau Gwent

County Borough Council







image28.emf
Parenting contracts  and parenting orders 2023.docx


Parenting contracts and parenting orders 2023.docx



[image: bgcbc logo]



The introduction of Parenting Contracts and

Parenting Orders for parents of pupils who are

demonstrating poor behaviour and attendance in schools



CHILDREN MISSING FROM EDUCATION





Education Inclusion Service






September 2023



Contents

Introduction………………………………………………………………………………….2

Rationale…………………………………………………………………………………….2



Parenting Contracts ...................................................................................................4

Circumstances in which a Parenting Contract might be pursued...........................….5

Assessing when a Parenting Contract is appropriate..............................................…5

At what point should the contract be arranged? .........................................................5

Liaison between the head teacher, governing body, LA and other agencies…………6

Parenting Contract following permanent exclusion..................................................... 6

The Parenting Contract Meeting…………… ...............................................................7

Breaching the Contract…………………… ................................................................. 9



Education-related Parenting Orders…………………………………………………….10

Circumstances in which a Parenting Order might be pursued…………….................11

Evidence to support the Parenting Order ………………............................................12

Responsible Officer…………………………… ...........................................................13

Assessing when a Parenting Order is suitable..........................................................13

Timing of an application for a Parenting Order..........................................................14

Liaison between the head teacher, governing body, LA and other agencies ………14

Costs ........................................................................................................................15

Making the Application .............................................................................................15

Procedural Points .....................................................................................................16

Requirements of Parenting Orders............................................................................17

Managing Parenting Orders and further court involvement.......................................21



Policy and Publicity....................................................................................................22

Reporting and review.................................................................................................22



Appendix 1: Standard Template for Parenting Contract ...........................................23

Appendix 2: Application for Parenting Order……………………………………….…...27









Introduction 



Blaenau Gwent Council is committed to raising educational achievement. There is a long-established correlation between pupil absence, poor behaviour, and poor academic performance. To raise standards regular attendance and good behaviour are essential. 



Blaenau Gwent Council will have regard to the 2007 Guidance on Education- Related Parenting Contracts, Parenting Orders and Penalty Notices.



Rationale 



Regular and punctual attendance at school is both a legal requirement (as specified in the Education Act 1996) and essential for the educational achievement of pupils. A good standard of behaviour whilst in school benefits both the pupil and the whole school community. 



In law an offence occurs if a parent/carer fails to secure the education of a child by attendance at a school at which they are a registered pupil, and that absence is not authorised by a school or by education otherwise than at school. 



· The Education Welfare Service has delegated responsibility to carry out the duty of the Local Authority to consider Legal action for unsatisfactory school attendance under Section 444 (1 and 1a) of the Education Act 1996. 



· Penalty Notices supplement the above sanctions. They are intended to be used in tackling parentally condoned absence, where it is reasonable to expect that the parent can ensure the child’s regular attendance, but he/she is not willing to take responsibility for doing so. The Blaenau Gwent Code of Conduct for issuing Penalty Notices in respect of Unauthorised Absence from School provides further information about how Penalty Notices will be issued in Blaenau Gwent. 





Guidance suggests that every school should have a written behaviour and attendance policy and that it is the head teacher’s responsibility to ensure implementation on a day-to-day basis.  



Parenting Contracts may support the parenting role in cases of non-attendance at school or where there are issues in a pupil’s behaviour that have led to Fixed Term or Permanent Exclusion. How and when schools would use these should be written into their Attendance and Behaviour Policy. 



Parents and pupils are supported by the school and LA to overcome barriers to regular attendance by the use of a wide range of intervention strategies, support and casework. When these fail to engage parental co-operation or where there is insufficient co-operation to resolve the presenting problem, the use of Parenting Contracts, Parenting Orders or Penalty Notices may assist in securing an improvement in a pupil’s attendance and/or behaviour.







































Parenting Contracts 



The Anti-Social Behaviour Act 2003 gave schools and local authorities (LAs) new powers to make formal agreements with parents to address their children’s behaviour and attendance at school.



It is a voluntary arrangement. Neither the parents nor the LA or school can be forced to make this sort of agreement. But if the LA prosecute a parent for truancy or apply for a Parenting Order for behaviour they can use any evidence of a parent’s refusal to make this sort of agreement, or failure to keep to its terms.



Parenting contracts are intended to provide parents with the support they need and to encourage a positive joint working relationship between school and parents.



Under the contract, the parent agrees to comply with specified requirements e.g. to ensure the child attends school regularly and punctually over a specified time period.



If a school desires to use a Parenting Contract it is suggested that advice from the school’s EWO should be sought and the appropriate Parenting Contract Form should be used (Appendix 1). 



Parenting Contracts can apply to each and every parent coming within the definition of a parent (S576 Education Act 1996). 



A Parenting Contract can also run alongside a Pastoral Support Programme as a complimentary document. 

a) A Pastoral Support Programme is child led 

b) A Parenting Contract is parent led













Circumstances in which a Parenting Contract might be pursued.



The purpose of a Parenting Contract is to improve the pupil’s attendance or behaviour at school and to address any underlying causes. It is not to be seen or used as a punitive measure against the parent, nor in all cases will it be appropriate to consider a Parenting Contract. 



Schools should consider engaging parents in a Parenting Contract for attendance when the pupil’s absence falls below the average for the school unless there are exceptional known circumstances and the absence is authorised. 



Schools should consider engaging parents in a Parenting Contract for behaviour when a pupil is excluded from school for either a fixed term or permanently. In the case of a permanent exclusion this could apply to the pupil’s new school. 



Parenting Contracts can apply to pupils of:

a) a community, foundation or voluntary school or a community or foundation  

special school;

b)  A maintained nursery school;

c)  A pupil referral unit.



Assessing when a Parenting Contract is appropriate.



In deciding whether a Parenting Contract might be appropriate, the local authority or governing body should consider all the issues behind the behaviours and/or the non-attendance of the pupil. These include whether other agencies are already involved in working with the child or family and whether a contract would complement or join up this work.  A multi-agency approach is necessary to ensure that all work being carried out with the pupil and their parents’ fits well together and avoids duplication. In addition, the school may need to consider use of a Pastoral Support Plan and if the pupil is statemented, calling a review to ensure the statement remains appropriate.





At what point should the contract be arranged?



The Parenting Contract should be arranged as soon as possible after an exclusion and completion of any exclusion review and appeal process.



Liaison between the head teacher, governing body, LA and other agencies involved



Parenting Contracts require the party entering into the contract to fund any cost of the supportive element of the contract. In the context of schools this will be the governing body. Therefore, it is the governing body’s name that should appear on the contract and the governing body will have ultimate responsibility for the contract.



The governing body may delegate responsibility for the contract to the head teacher and the head teacher may commit funds on behalf of the governing body. However, the overall policy decision of whether Parenting Contracts should form part of the school’s behaviour policy must remain with the governing body.



The LA and the school should liaise prior to entering into a Parenting Contract in order to share information about the pupil and family and any other agencies that might be involved. If other agencies are involved, then they must be consulted and invited to the meeting if necessary as their support may need to be included in the 

contract.



Consideration following a permanent exclusion. 



If the LA or School or PRU considers that parenting is a factor in the behaviour of the pupil who has been excluded, they should consult with the Inclusion team and jointly consider if it is appropriate to offer a Parenting Contract to support the future education of the pupil. 



If a pupil lives in a different LA to the school LA, the responsibility for future plans lies with the LA where the pupil lives 



In accordance with the law on admissions, a school may not require a parent to sign a Parenting Contract as a condition of their child being admitted following permanent exclusion.



The Parenting Contract Meeting 



If the school considers that a Parenting Contract may be beneficial in improving school attendance and/or behaviour, they should call a Parenting Contract Meeting. 



Parenting Contract Meetings should be held when the parent/s is/are willing to engage with the school and/or LA but need support. 



Schools should hold Parenting Contract Meetings for pupils on their school roll regardless of where they live.



For exclusions, it is suggested that a good time to hold the meeting to set up the Parenting Contract would be at the re-integration or admittance meeting. 



The meeting should be arranged with the parent to discuss the issues. Ideally all parents (falling within the definition of a parent), should be invited to attend. In the invitation it should be made clear to a parent what a Parenting Contract is and that it is not a punitive or compulsory measure. Consideration should be given as to whether it is appropriate for parents to attend separate meetings. 



The school will put forward their views; the parents will be given an opportunity to outline their views on the pupil’s behaviour, attendance and any underlying issues. They should also be given the opportunity to specify the type of support that they feel may be helpful. 

Depending on the pupil’s age and maturity the pupil should be invited to attend. If the pupil is in attendance they should be given an opportunity to contribute to the discussion.



The requirements and support elements should be agreed and both parties should write up the contract together and sign it. If it is desirable to have different requirements for each parent, separate contracts could be drawn up. All persons involved should be given a copy of the contract. 


Examples of specified requirements will depend on the particular circumstances but may include some of the following:



· Ensuring that the child attends school or alternative provision regularly and on time

· Parents must attend meetings as and when necessary.

· Parents and pupils must attend parenting programmes if appropriate.

· Parents attend a parenting programme or support group.

· Signing weekly behaviour reports

· Ensuring that the pupil does not come into contact with certain pupils.

Regular times and ways of contact with the parent, during the duration of the contract, should be written in to the contract to discuss progress etc. 

The Education Welfare Service should be invited to attend the meeting together with any other appropriate agency/service. 

If parents fail to attend the meeting without good reason or notification, further attempts will be made to contact them and arrange a meeting. A letter will be sent and details recorded for evidence if parents still fail to co-operate.

A reasonable limit should be set for the time limit of the Parenting Contract. Twelve months should be taken as the maximum time limit, although, a more realistic timeframe would be one term. 















Breaching the Contract 



The school should be working with the parents to gain their co-operation and compliance with the contract but will have to judge whether any breaches are reasonable and whether the contract remains useful and should continue.



Although the contract is a voluntary agreement any departure from it could be used in evidence should the LA seek a Parenting Order through the courts. Cases of parents failing to comply with the contract would be a relevant consideration for the LA in deciding to apply for a Parenting Order.



Every breach will be recorded and should have a response from the responsible officer within one working day. If the explanation is reasonable and the Contract is still proving useful then this should be recorded and the Contract should continue. If the Contract is proving difficult through no fault of the parents, then a meeting should be arranged with the parents to review the Contract.



If the explanation is not satisfactory then the parents will be served with a warning from the LA. A formal letter and a record of this will be kept. If there is a further breach, then the LA and school will decide if it would be appropriate to seek a Parenting Order through the courts.



























Education-related Parenting Orders 



Section 20 of the Anti-Social Behaviour Act 2003 provides LAs with the power to apply for a Parenting Order in certain cases where pupils are excluded from school.  Unlike the Parenting Orders imposed in attendance cases, they do not follow prosecution for a criminal offence.



The LA must apply these powers fairly and consistently and with regard to Human Rights Act 1998 and all Equal Opportunities legislation.



The court can impose a Parenting Order on any or all parents coming within the definition and their consent is not required. Within Section 576 of the Education Act 1996 parents are defined as: all natural parents, whether they are married or not; any person who, although not a natural parent, has parental responsibility (as defined in the Children Act 1989) for a child or young person; any person who, although not a natural parent, has care of a child or young person. Having care of a child or young person means that a person with whom the child lives and who looks after the child, irrespective of what their relationship is with the child, is considered to be a parent in education law.



A Parenting Order form (Appendix 2) should be completed for all Parenting Order requests.

 

Parenting Orders are granted by application to the Magistrates Court. In requesting magistrates’ consideration of the order, a list of appropriate tasks that will assist a parent in improving their parenting skills needs to be included. 



In considering a Parenting Order, the LA must make a judgement about whether parenting is a significant factor in the pupil’s poor attendance and/or misbehaviour, whether a parenting programme could remedy this and what other requirements might be useful in order to address the pupil’s behaviour.



The LA is responsible for making an application for a Parenting Order and for all costs associated with it. The Education Welfare Service will make applications to the court and present any cases. Schools need to bear in mind that much of the evidence presented to the court will originate from them and that, on occasions where parents contest an application for a Parenting Order, school staff may be called as witnesses.



All Parenting Orders must be supervised by a ‘responsible officer’. This could be an officer of the LA, a head teacher or a person nominated by the head teacher. It is suggested that, where a child remains on roll at a school, the school provides the responsible officer.



If a parent fails to comply with an Order, then breach proceedings must be considered. If proven guilty of breaching a Parenting Order, the parent is liable for a fine not exceeding level 3 (currently up to £1000). In considering the level of fine, the magistrates must take into account the means of the parent to pay. The court may also consider any other sentence available for a non-imprisonable offence.



Circumstances in which a Parenting Order may be pursued 



A Parenting Order may be considered in the case of poor attendance and/or permanent or fixed term exclusion, if the exclusion is the third fixed period exclusion (for serious misbehaviour) within a twelve-month period and the parent is unwilling to engage with the school or LA to bring about improvements in the pupil’s behaviour. 



Parenting Orders compel parents who have been unwilling to engage on a voluntary basis to address their child’s poor behaviour in school by providing support including parenting classes. 



The Parenting Order consists of two elements:



· A requirement for the parent to attend counselling or guidance sessions (e.g., parenting education or parenting support classes) where they will receive help and support to enable them to improve their child’s behaviour. This is the core of the Parenting Order and can last for up to 3 months;



· A requirement for the parent to comply with such requirements as specified in the order. This element can last up to 12 months.



In considering whether the necessary conditions for a Parenting Order are fulfilled, LAs and school governing bodies should have regard to all their statutory duties and in particular to the points set out within this guidance.



Parenting Orders can apply to parents of pupils of:



a) A community, foundation or voluntary school or a community or foundation 

special school;

b)  A maintained nursery school; or

c)  A pupil referral unit.



Evidence to support the Parenting Order application.



Written evidence of attempting to set up a Parenting Contract, or the Contract itself, will be offered in evidence to Court 



It will be the responsibility of the school to ensure that they have thoroughly documented all action that has been taken in relation to the pupil and the parent to support the improvement of the attendance and/or behaviour. 



Schools should follow their own behaviour policy when behaviour is the problem. They should ensure that they have used a wide variety of strategies including PSP’s, external support agencies and if possible, engage the parents in a parenting contract. 





In cases where it has been difficult to engage parents it is particularly important to have written evidence of support that has been offered together with evidence of any meetings etc. that parents have failed to attend.







Responsible Officer 



All Parenting Orders must be supervised by a responsible officer. 



In the case of attendance, the responsible officer will be an Education Welfare Officer. The Education Welfare Service will consider applying for a Parenting Order when prosecuting parents under Section 444, Education Act 1996. 



The LA is responsible for making an application for a Parenting Order for behaviour. 

Where a pupil is on the roll of a school the responsible officer will be the Head teacher or a person nominated by the Head teacher. Where a pupil is not on a school roll the responsible person can either be a Head teacher of the EOTAS (Education Other Than at School) service or an Education Welfare Officer. 



The responsible officer will provide or arrange the provision of the counselling or guidance programme, and will supervise any other requirements included in the order. The responsible officer will also need to identify and liaise with other agencies involved with the pupil or family to ensure that all interventions fit together well and are complementary. 



If the parent fails to comply with the Order, then breach proceedings must be considered. If proven guilty of breaching a Parenting Order, the parent is liable for a fine not exceeding level 3 (currently up to £1000). In considering the level of fine, the magistrates must take into account the means of the parent to pay. The court may also consider any other sentence available for a non-imprisonable offence.




Assessing when a Parenting Order is appropriate.



A Parenting Order is only appropriate where the exclusion has been made in response to serious misbehaviour.



Serious misbehaviour would include, for example, continual disruptive behaviour in the classroom, threatening behaviour, verbal abuse, assault (including sexual assault), and damage to school property, theft from an individual or from the school, supplying an illegal drug, carrying an offensive weapon or replica. Bullying (including homophobic and racist abuse) could also constitute serious misbehaviour. This list is not exhaustive.



In deciding whether a Parenting Order might be appropriate, the LA must make a judgement about whether parenting is a significant factor in the pupil’s misbehaviour, whether a parenting programme could remedy this and what other requirements might be useful in an order to address the pupil’s behaviour. Schools will need to provide evidence that will enable the LA to make an assessment of this. 



An application for a Parenting Order can be made in respect of one or more persons who come within the definition of parent.



Timing of an application for a Parenting Order



An application for a Parenting Order must be made after the date upon which the exclusion review and appeal process ends.



The LA has 40 school days to carry out any necessary assessment, prepare their evidence and make the application to the court. Applications should be made as soon as possible within this time limit to allow for quick and effective intervention.



If the parent has already entered into a Parenting Contract (or is offered and accepts a Parenting Contract in respect of the exclusion in question which subsequently proves to be ineffective), the LA may make an application for a Parenting Order within 6 months of the date on which the contract was signed.



Liaison between the head teacher, governing body, LA and other agencies involved



Making any application for a Parenting Order in cases of exclusion from school will require close collaborative working between the school and the LA. The school should make checks to find out what other agencies are involved with the family and should consult them to ascertain existing interventions, discuss any underlying issues and consider the types of requirements that might usefully be included in the Parenting Order.



Costs



LAs are under no obligation to apply for a Parenting Order in cases of exclusion from school. Nor will it be appropriate in all circumstances.



Where an application for a Parenting Order is made, the LA will have to cover the costs of making the application and the costs associated with any order made including the costs of any counselling or guidance programme. Schools should be aware that applications for Parenting Orders would require substantial time commitments from the EWO service. Meeting the provisions of Parenting Orders will be resourced from within existing EWO allocation.



Making the Application



Applications must be made in accordance with the Magistrates’ Courts (Parenting Order) Rules 2004, which specify the form of application that should be used.



In addition, the LA will need to prepare evidence in support of their application. 



Evidence that the pupil has been excluded from school should take the form of a statement by the head teacher of the school, the minutes of the governing body (where applicable) and, in the case of permanent exclusions where the parent lodges an appeal, the minutes or decision letter of the Independent Appeal Panel hearing. In addition, copies of Parenting Contracts should be included. Where a Parenting Contract has not been agreed between school and parent, the school will need to explain why it has not.



Supporting evidence might include witness statements from witnesses who saw the incident or physical evidence where appropriate.



The court has discretion to consider all the circumstances of the case in deciding whether it is desirable to make a Parenting Order including the evidence of parents and other witnesses in court. The assessments of the pupil and their parent by the LA and details of the LA’s ability to deliver the parenting programme should be presented to support the application.



The LA should also provide evidence of any experience of trying to engage the parent through a parenting contract. The school will need to be able to provide this evidence.



Magistrates are obliged to take into account any parental refusal to enter into, or failure to comply with, a parenting contract. This evidence is relevant to the consideration of whether the order is desirable in the interests of preventing further poor behaviour in school, which may trigger an exclusion. If the parent will fully engage with support offered on a voluntary basis, a Parenting Order would not usually be desirable.



Procedural Points



Providing information about family circumstances

Before making a Parenting Order where the pupil is under the age of 16, the court must obtain and consider information about the family circumstances and the likely effect of the order on those circumstances.



The LA should be prepared to provide information about the parent’s family circumstances. The LA could submit a report along with the application for the Parenting Order. Alternatively, the court could rely on an oral report in court (e.g. where the family circumstances are known to the LA), or ask questions of the parent or of the pupil if they are present in court. The format in which this information should be presented will be for the court to determine and will depend on the circumstances of the case.







Children in the care of the LA or living in LA accommodation

Parenting Orders in cases of exclusion from school apply only to parents as individuals and not to corporate bodies. Therefore, this type of Parenting Order cannot be made against LAs in respect of looked after children (i.e. children in the local authority’s direct care). They will however apply to foster parents.



Parental attendance at court

Magistrates’ courts, including youth courts, have the power to enforce parental attendance at court, where appropriate, by issuing a summons. It is desirable to ensure all parents falling within the definition attend court and that all parents are involved in any parenting intervention.



Requirements of Parenting Orders



The requirements specified in the Parenting Order or in directions given under the order should, as far as practicable, avoid any conflict with the parent’s religious beliefs and any interference with the times at which the parent normally works or attends an educational establishment. A balance will need to be struck between imposing requirements that address the problems which led to the imposition of the Parenting Order and these other issues.



Counselling or guidance programme

The core requirement of a Parenting Order is that the parent(s) attends a counselling or guidance programme (e.g., a parenting support or parenting education programme) as specified in directions given by the responsible officer. This requirement must be imposed in all cases when an order is made (except where the parent has previously received a Parenting Order) and the programme can last for up to three months. The arrangements for meeting this requirement should be as flexible as possible, not least to take account of the availability and timing of such a programme.



The LA should be aware of what provision exists in its neighbouring authorities (for cross-border cases). In addition, the LA will inform neighbouring LAs of its provision so as to support those Blaenau Gwent pupils who attend out of authority schools. Neighbouring LAs will be informed when an application is being considered for a Parenting Order for a pupil resident within their LA but attending a Blaenau Gwent school.



The court will decide the length of this requirement. It should be such as to allow for a sufficient number of weekly sessions. Experience suggests that this should be no less than 6 or 7 two-hour sessions. 



The period of up to three months for this requirement must run concurrently with the overall length of the order and any specific requirements but, taking account of the availability of an appropriate counselling and guidance programme does not have to run from the date the order is made.



If the only requirement to be included in the order is to attend a counselling or guidance programme the court can still make the order last for twelve months if it considers it reasonable to do so, to allow for the possibility of the order being breached and varied to require the parent to attend a new counselling or guidance programme.



The responsible officer will need, in consultation with the provider of any parenting course or group where appropriate, to make an assessment about the nature of the counselling or guidance programme in which the parent should take part. In assessing the nature of the counselling or guidance programme in which the parent should take part, the responsible officer should consider who will administer the sessions, the training and experience of the facilitators including their ability to engage with parents, the curriculum used, whether classes will be group or individually-based and whether there are particular cultural and social factors to be considered.



During the course of the parent’s attendance at the counselling or guidance programme the parent, the responsible officer and the programme provider (if different) will need to consider the progress which is being made. The frequency of this will depend on the extent to which the responsible officer is directly involved in the delivery of the programme. The parent might also find it helpful to be involved in some voluntary follow-up work when the order has been completed; this might involve attending a parent support group or similar activity.



Residential requirement

A Parenting Order can include a residential course but only if two conditions are met:



· that the attendance of the parent at a residential course is likely to be more effective than their attendance at a non-residential course in preventing their child from engaging in a repetition of the behaviour which led to the making of the order; and

· That any likely interference with family life is proportionate in all the circumstances.



This is designed to ensure that any residential component to a Parenting Order would be proportionate under Article 8 of the European Convention on Human Rights – right to respect for private and family life. LAs should therefore consider whether there would be a breach of Article 8 and, if so, whether that is justifiable.



If an LA wishes to recommend or apply for a Parenting Order with a residential component they should provide evidence that these conditions are met. An example would be where the parent’s home life is so chaotic that they need a structured setting where sustained counselling and guidance can be undertaken.



In order for the court to decide whether any likely interference with family life is proportionate LAs will need to inform the court what the programme will be. It need not be continuous. A small number of residential weekends structured within a wider non-residential programme may be suitable. Arrangements for the care of the child (and any siblings and dependants) will be a crucial consideration. Voluntary attendance by the child and siblings may be desirable as intensive family work can be particularly effective.



Specific requirements

The court may also include in a Parenting Order a requirement for the parent to comply for a period of not more than 12 months with such requirements as are specified in the order.



The LA should make a recommendation to the court as to how long the Parenting Order should last for. This will depend on the circumstances of the case. In many cases it will be desirable to recommend to the court that the Parenting Order should last for the full 12-month period. The imposition of a Parenting Order for this time period is more likely to bring about a sustained improvement as a consequence of the ongoing support and monitoring delivered through the order.



The requirements specified in the order may be such as the court considers desirable in the interests of preventing any repetition of the behaviour which led to the pupil being excluded from school in the first place. Although discretionary, it is likely to be appropriate to include requirements relating to the supervision of the pupil in order to address their behaviour. The LA should recommend to the court what these requirements should consist of.



Possible requirements might include: setting and reinforcing agreed boundaries at home; ensuring the pupil’s regular attendance at alternative provision; signing regular behaviour reports or updates; attending regular meetings with the pupil’s education provider.



The requirements imposed under this element of the order will need to be tailored to address the problems which caused the court to make the Parenting Order and should, if possible, be linked to any work being undertaken by the LA or school with the pupil.



When deciding on specific requirements, it is important to consider that breach of the order is a criminal offence. It is therefore vital to ensure that the requirements are specific, measurable, and achievable and clear enough for a parent to know when they are breaching them and for the responsible officer to be able to monitor the parent’s compliance.







Managing Parenting Orders and further court involvement



Following the Parenting Order being granted the responsible officer should contact the parent by the end of the next working day. A copy of the Parenting Order should be given to the parent and the practical details of the requirements will need to be discussed.  This will include arrangements for monitoring and non-compliance procedures.  



Whilst the requirements of the Parenting Order are in force, the responsible officer should maintain regular contact with the parent. This should enable the responsible officer to determine the extent to which the parent is complying with the requirements set by the court. If the requirements are proving difficult to comply with, the responsible officer may consider the need to apply to the court for the order to be varied.



Variation and discharge

While a Parenting Order is in force the court which made the order may, on the application of the responsible officer or the parent, vary or discharge it. Under Rule 114 of the Magistrates’ Courts Rules 1981 (inserted by Rule 4(4) of the Magistrates’ 

Courts (Miscellaneous Amendments) Rules 1998), application is by complaint. These are civil procedures and are governed by sections 51–57 of the Magistrates’ Courts Act 1980 and Rules 4 and 98 of the 1981 Rules. These sections and rules deal with, amongst other things, the issuing of summonses and the non-appearance of the parties.



The order can be varied either by inserting in the order (in addition to or in substitution for any of its provisions) any provision that could have been included in the order if the court had then had the power to make the order and were exercising that power, or by cancelling any provision included in the order. Parenting Orders may be varied for a number of reasons, for example, where the family moves to another area or where the requirements are not proving effective.



Where an application for the discharge of a Parenting Order has been dismissed, no further application may be made without the court’s consent. This is largely to prevent spurious or repeat applications.



Policy and Publicity



The Education Welfare Service Legal Policy should be amended to refer to the potential use of Parenting Orders.



All school behaviour and attendance policies will be amended to include information on the use of Parenting Orders and contracts and this will be brought to the attention of parents. This will need to be done prior to making any request that the LA makes an application for a Parenting Order.



The LA will include information on Parenting Orders in relevant promotional/ public information.



Reporting and review



The SEWO will report at regular intervals to the Departmental Management Team on the use and outcomes of Parenting Orders.







































Appendix 1:  Standard Template for Parenting

PARENTING CONTRACT FOR ATTENDANCE OR BEHAVIOUR

This Parenting Contract has been devised to address the poor attendance/behaviour of (insert pupil name)                     at (insert name of school).                                               



		Pupil’s Name:





		DOB:                                                          School year:





		Address:





		Tel:





		School Contact:





		SEN: Code of Practice:





		Ed. Psych: 





		Any other details/special requirements/medical conditions:





		Parental details (Inc. partners):





		Name (s):





		DOB (s):





		Address(es)





		Tel:





		Names of any other significant adults i.e., grandparents, others with Parental

Responsibility?

Details of any other agencies involved e.g. Children’s Services, YISP, YOT





		Name:





		Address:





		Tel:





		Any





		What do we want to achieve overall?











		What difficulties are there and how might these be overcome?











		

What support would __________________________ (Parent’s Name) find useful?









		

What would __________________ (Pupil’s name) find useful?









		What does the school think might be useful?







		Views of any other agencies:









		What are our targets? 

		How is this going to be done?

		Who is going to do it?





		1

		





		

		



		2

		





		

		



		3

		





		

		



		4

		





		

		



		

This contract will be reviewed on ________date at ________________venue





		Signed by:





		Pupil:





		Parent (1):





		Parent (2)





		School:

(Sign and state

role)





		Other:

(Sign and state

role)



		Date:









By signing this I/we understand and consent that the information may be shared with other relevant agencies to ensure that the appropriate services are

provided.

Copy to school                   Copy to parent                  Copy to pupil.



Notes

· Entering into a Parenting Contract is voluntary. The parent cannot be compelled to enter into a parenting contract if they do not wish to do so. Equally, there is no legal obligation on the LA or governing body to offer a parenting contract in cases of exclusion.



· Failure to comply with this Parenting Contract cannot lead to action for breach of contract or for civil damages. There is no direct sanction for a parent’s failure to comply with or refusal to sign a parenting contract. However, if the pupil’s behaviours of concern continue or escalates to such a level where legal action is deemed appropriate, this should be presented as evidence in the case to seek a parenting order.



· A Parenting Contract can be entered into by any person deemed to be a parent as defined by Section 576 of the Education Act 1996, with the exception of local authorities who have parental responsibility as a result of a care order.



· A Parenting Contract can be used in conjunction with any other support plan and is not intended to replace these.







APPENDIX 2 

Application for Parenting Order 

(Anti-social Behaviour Act 2003, section 20) 

…………………………………………………………………….. Magistrates Court 

Date.……………………………………………………………………………………… 



Child or young person’s name……………………………………………………... 

Child or young person’s address…………………………………………………...

Child or young person’s age and date of birth……………………………………...



Parent’s name….……………………………………………………………………… 

Parent’s address………………………………………………………………………. 

Which is in the area of […………………………………………] Local Authority 



Parent’s name ………………………………………………………………………… 

Parent’s address.……………………………………………………………………... 

Which is in the area of [………………………………………...] Local Authority 



Applicant Local Authority…………………………………………………………... 



It is alleged that: 

(a) The child or young person has been excluded from school on disciplinary grounds; and 

(b) The prescribed conditions are satisfied in that [insert details] 



[The parent(s) entered into a parenting contract on [date]. It is alleged that the parent(s) have failed to comply with the parenting contract, a copy of which is attached to this application form. 



Short description of alleged failure to comply with parenting contract: 



Evidence of this alleged failure to comply is attached.



[It is alleged that the parent(s) have refused to enter into a parenting contract] 

The child or young person is under 16. Information as to the family circumstances of the child or young person is attached] 



It is alleged that: 

(a) The attendance of the parent at a residential course is likely to be more effective than their attendance at a non-residential course in improving the child’s or young person’s behaviour; and 

(b) Any interference with family life which is likely to result from the attendance of the parent at a residential course is proportionate in all the circumstances. 

(c) Add further details if necessary



The court is requested to order that the counselling or guidance programme may include a residential element. 



Short description of the counselling/guidance programme to be attended by the parents(s): 

                    

Further requirements to be included in the order:

28
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INTRODUCTION AND BACKGROUND



This policy aims to reduce persistent absenteeism in Blaenau Gwent.  



Improving educational outcomes for our children and young people is a key priority for the Council. The links between poor attendance and attainment are compelling and the Council is aiming to address the root causes of non-attendance, one of these being, ‘safeguarding and long-term absence’. 



The link between neglect and poor school attendance has been articulated in a number of recent reports. The Department for Education has stated that, ‘persistent failure to send children to school is a clear sign of neglect and that Children’s Services should work with schools to address underlying difficulties’. 



The NSPCC has also cited, ‘failure to ensure regular school attendance that prevents the child reaching their full potential academically’ as one of their six forms of neglect. 



Educational neglect, persistent and severe absence are recurring themes in Safeguarding Practice Reviews. In contrast, regular school attendance is a protective factor for the most vulnerable children and young people, providing opportunities for support whilst giving them the best possible start in life. 



In accepting that “school attendance is everyone’s business”, The Local Authority intention is, not to increase social care referrals, but to agree a pathway that creates a shared responsibility for responding to “educational neglect”. 



Professor Jan Horwarth, describes "educational neglect as involving a carer failing to provide a stimulating environment, show an interest in the child’s education (at school or otherwise), support their learning, or respond to any special needs, as well as failing to comply with state requirements regarding education and attendance".





AIMS  

The aim of this policy is to establish a common understanding and a common threshold for intervention in cases where educational neglect of children is a concern.

This document is aimed at practitioners working with children and families in Blaenau Gwent to support an improved understanding of educational neglect and how we can respond more effectively to achieve better outcomes for children.

This will be done by a) defining various levels of absenteeism and b) establishing clear procedures for intervention. 



School attendance is primarily a whole school responsibility and schools work hard to ensure a cooperative relationship with the family of a child with attendance problems. During this time of working with the family there can sometimes be a delay in the escalation of appropriate interventions resulting in the number of absences continuing to accumulate. To avoid this problem, a two tiered approach to intervention has been developed. The tiers of intervention are tightly linked to the Borough’s priority to reduce persistent absenteeism. 



In the first stage, when a student is on his/her way to becoming persistently absent, the school and the Education Welfare Service conduct additional investigations to try to identify the  underlying problems and causes of school absence and then provide additional and different school support services.   



In the second stage, when the student’s unauthorised absences reach the threshold for educational neglect, as defined below, then a referral should be submitted to Children’s Services.  



Hopefully, this collaborative approach will reduce persistent absenteeism rates and lessen the need for Court action.







EDUCATIONAL NEGLECT DESCRIPTOR AND DEFINITIONS 



Certain risk factors will necessitate immediate referral to Children’s Services. 



The following definitions for Educational Neglect, where irregular school attendance is the only presenting or significant issue, requires evidence collated over a twelve-month period. During this time a number of evidenced observations and actions will have ordinarily taken place by schools and the Education Welfare Service.



The following descriptor for neglect is provided which forms the basis of the following definitions.



‘The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in the serious impairment of the child’s health or development’.



1.  DEFINITION OF EDUCATIONAL NEGLECT (OMISSION BY PARENT)



Meeting the Blaenau Gwent definition of Educational Neglect requires all of the following to be met over a twelve month period: 



·  School attendance of 80% or less;

· Parent(s) consistently failing in maintaining schooling or identifying provision for their child. 

· Parent(s) failing to engage in school meetings to address attendance concerns. 80-100% 

· Parent(s) unable to provide substantiated reasons for absences from school. 

· Parent(s) failure to engage in statutory or non-statutory interventions to improve attendance. 

· Parents fail to prevent children from becoming PA- (below 80% attendance) and/or severely absent over a period equal to an academic year (9 months / 6 half-terms). 

· Parents “can’t” rather than won’t enforce boundaries and routines. 

· Child refusal to attend school / adhere to parental boundaries. 

· Impact of adverse childhood experiences or multiple moves (school / addresses). 





 	At least one court intervention which fails to improve attendance. This could be a Section 444/444(1A) prosecution or School Attendance Order or Education Supervision Order. 



This information, provided as part of a DTR should then lead to an integrated assessment.





2. DEFINITION OF EDUCATIONAL NEGLECT (OMISSION BY YOUNG PERSON)



This definition is appropriate when pupils are old enough to determine their own actions and independently travel to school and where:



· parental co-operation is clearly demonstrated;



· current educational provision is appropriate for the young person’s needs; and



· attendance levels are 80% or less.





Should these thresholds be met, the Education Welfare Service will consider applying to the Family Court for an Education Supervision Order. 



If the young person or parent persistently fails to follow any directions made in the course of an Education Supervision Order, there is a legal duty for an integrated assessment, following a DTR.











INDIVIDUAL ATTENDANCE THRESHOLDS OVER 12 MONTHS[image: ]



SCHOOLS SHOULD



All schools should adopt a universal whole school approach (school, parent, child, and community) to attendance, ensuring that internal policies and processes are applied to promote good attendance and/or challenge where concerns arise. 



80 - 90% Schools should consider early help (single agency) options including children’s centres, school nursing, inclusion support and police etc or a Families First assessment may be offered. 



50-80% Where attendance concerns remain multi-agency targeted support may be considered following the completion of a Families First Referral. (If consent / cooperation is withheld, intervention by the Educational Welfare service may be appropriate). 



50% or less school attendance should trigger all schools and partners to consider “educational neglect” including the possibility of an Education Supervision Order via the Family Court (if not previously considered/actioned – see guidance). Any breach of an Education Supervision Order places a duty on Social Care to complete an assessment, following a DTR referral. 

ALL PRACTITIONERS SHOULD: 

Consider the significance of educational neglect if they become aware of persistent and/or severe absence from school. 

Demonstrate Professional curiosity in relation to children not in school including those who are Electively home educated / not on roll. 

Challenge parents and carers as to why children are not in / attending school. Consider how they and others might resolve the absence from school. E.g. Screen for Emotionally based school avoidance. 

Seek advice from the child’s school, the Education welfare service If they are concerned about a child’s attendance. 



LOCAL AUTHORITY STATUTORY PATHWAYS 



FIXED PENALTY NOTICE (Administered by Local Authority)



An early intervention where there is irregular attendance, unauthorised absence and reasonable expectation that this may change; discharges parent’s liability for conviction of an offence by paying under the Education (Penalty Notices) (Wales) Regulations 2013. 



PROSECUTION - ABSOLUTE OFFENCE (Magistrates Court) 



Prosecution of a parent, under Section 444(1) of the Education Act 1996, for irregular attendance of child with unauthorised absence; this is a strict liability offence with limited defences. 


PROSECUTION – AGGRAVATED OFFENCE (Magistrates Court) 



Prosecution of a parent, under Section 444(1A) of the Education Act 1996, for irregular attendance of child with unauthorised absence; parent knows about 

irregular attendance and fails without reasonable justification to change this, potential of custodial sentence. 









SCHOOL ATTENDANCE ORDER (Magistrates Court if not resolved) 

Require parent(s), under Education Act 1996, to register a child of compulsory school age at a named school when not receiving a suitable education. 



EDUCATION SUPERVISION ORDER (Family Court) 



12-month Order under Section 36 of the Children Act 1989 on the grounds that the child is not being suitably educated; Supervising Officer to, ‘assist, advise and befriend’. 


















































Appendix 1 



Hours of Lost Learning and how attendance impacts on attainment



		Green

		100%

		Not missing any lessons



		

		99%

		Missing about 10 lessons



		

		98%

		Missing about 20 lessons



		

		97%

		Missing about 30 lessons



		Amber

		96%

		Missing about 8 days of school. It will be difficult to catch up on lost learning from 40 lessons.



		

		95%

		Missing about 2 weeks of school.  Time to ‘Callio’.



		

		93%

		Missing 14 days of school.  This is almost 3 weeks which is a significant amount of education to lose.



		Red

		92% and below

		Missing more than 3 weeks of education. A serious loss of learning which is likely to have a detrimental effect on achievement and life chances.





























School Based Action



Initial school intervention should include:



1. 1st day of absence parental contact by telephone, text, or e-mail.



2. Working together with parents and pupils to identify underlying causes of non-attendance, e.g.:





· Medical needs

· Bullying

· Social Problems

· Disaffection

· Lateness

· SEN



3. Developing and adopting in-school policies to identify underlying problems and where appropriate develop realistic strategies to address them.



4. Issuing advisory notices for unauthorised absences and persistent lateness.







School-based in conjunction with advice from EWS



Where school-based interventions are still considered the appropriate level, Education Welfare Officer expertise and advice may be sought.



The EWO, working in a consultative capacity, will act to assist the school in identifying possible alternative strategies through liaison with the school’s senior manager with responsibility for attendance



At this level no formal referral is made.  Though good practice would suggest that such consultations would result in a pupil’s name being recorded in order to anticipate future intervention.



Where parents seek help from the Education Welfare Service directly, Step1 intervention may be considered appropriate.



In order to move to Step 3 the appropriateness of a referral should be judged using the following criteria:



· Have all the school-based intervention strategies been adopted /considered?















The EWS would consider referral in the following cases in conjunction with information gained at Step 2.



· Block absences of more than 20 sessions without explanation.

· Irregular patterns of attendance with frequent unauthorised absences.

· Prolonged poor attendance pattern.

· Pupils with less than 90% attendance in a term period.

· Children at risk who exhibit poor or irregular attendance.

· Suspicious absences without medical corroboration.

· Known truants.

· School refusers.

· Absences connected with possible child safeguarding issues.

· Sudden deterioration in attendance without any specific reason and no explanation given.

· Pupils who are persistently late after close of registration

· Request for Fixed Penalty Notices



The following questions may be useful in considering whether a referral to the EWS is appropriate:



· Is the EWS the correct agency to undertake the task? 

– Is it, for example, a task for Families First, Children’s Services, Educational Psychologist or YISP?

· Is the timing appropriate?

· What is the desired outcome of the intended referral?

· What will the impact be on others? 

 	- Parents/siblings.

· Is this a priority for the EWS or are there other agencies or strategies available?

· Have the parents been advised by the school that a referral could be made to the EWS?



All referrals should be made on the EWS Referral Form. 



The referral form contains factual evidence and is essential for case management and review as well as providing statistical data to schools, governors and the LEA.



In addition the following must be attached to the referral form.



· A copy of the pupil’s school attendance record.

· Copies of letters and contact with parents - with date, time and outcome.

· Copies of correspondence with other services/agencies.

· To ensure the health and safety of the EWO any details of concern of known risk factors associated with the pupil and the pupil’s parents and family or the geographical location of the home must also be included.





Formal Referral to the EWS and requests for FPNs



Each pupil will be considered on an individual basis and a referral will be based on a number of factors outlined in Step 2, and not solely of a set target figure of attendance.

School Staff are reminded that for legal action to be initiated at Step 5 absences must be recorded as unauthorised, as authorisation of an absence by the school constitutes a statutory defence to section 444 of the Education Act 1996













At Step 3 EWS action may include:



· Home visit.

· Writing to parents/carers.

· Contacting parents/carers by telephone.

· Emailing parents/carers

· Meeting with pupil in school with appropriate school staff.

· Meeting with pupil and parents in school with appropriate school staff.

· Support the school to draw up a contract between the school, EWS, parent and pupil.

· Issuing a Fixed Penalty Notice



Where a referral is agreed between the school and the EWO, the EWO will make an initial assessment and determine a course of action.



Where a home visit is considered the appropriate intervention the EWO will:



· Make a home visit within 5 school days of receipt of the referral.

· Provide a written response on process as part of the running referral record within 10 working days.

The purpose of the home visit will be to:

· Assess family circumstances.

· Inform parents of their obligations in respect of school attendance.

· Provide advice and support to families.





Case Management Approach



Where there has been little or no progress in improving attendance of individual pupils following EWS interventions at Step 3, the case will be subjected to a review in conjunction with the SEWO and other interested agencies where appropriate.



Consideration will be given to a number of complementary strategies. These may include:



· Intensive monitoring of individual pupil’s attendance.

· A time limited in-depth programme with the family.

· Referral to other agencies/services.

· Holding an Attendance Case Review. 

· Formal letters.

· Pre-court meeting.

· Consideration of Statutory Intervention – Step 5.



If there is no significant progress at Step 4, and there has been no evidence that the parents and or pupil have responded to a range of interventions which have been recorded and monitored, then parents will be informed that they have reached Step 5 Statutory Action.





Statutory Action



Where there is a need to implement statutory action the EWS will act within the following criteria (see EWS prosecution protocol):



· Prior to implementing action under Sect. 444 the EWS is required to give consideration of the suitability of the case for placing before the Family Court with regard to an Education Supervision Order under sect. 36 of the Children Act 1989 (see below)

· Are the absences in the attendance register shown as unauthorised? (Under Sect. 444(1) Education Act 1996 – a statutory defence is the authorisation of absences by the school)

· Has consideration been given to all possible intervention?

· Have the parents co-operated with the school/LEA in supporting the pupil (Parents who fail in this regard could be prosecuted under the aggravated offence Sect.444(1A) Education Act 1996 – where, if found guilty, the penalty is greater)

· Are there any other circumstances that mitigate against prosecuting at this stage?



Where the above criteria have been met the EWO will present the case to their Senior EWO for consideration.



The Senior EWO responsible for legal matters will ensure that the following procedures are activated:



Section 444(1) or 444(1A) of the Education Act 1996 (Failure to secure regular attendance of registered pupil)





Where there is little or no improvement following the Pre-Court meeting the process will continue as detailed: - 



· The EWO, in consultation with the Senior EWO will collate the following documentation for prosecution – 

· Head Teacher’s Certificate of Attendance

· Statement from the EWO and exhibits relevant to the case.

· Information regarding previous prosecutions.

· Supporting documentation, e.g., from other agencies



The Senior EWO responsible for legal matters will then progress the case with Legal Services.





Education supervision orders. S.36 the Children Act 1989



S.36 of the Children Act empowers the LEA to apply for an ESO. An ESO is a ‘family proceedings’ matter as defined by the Children’s Act 1989, which regards the welfare of the child as the main concern and is a civil matter.



Courts may not make an ESO when the child is in the care of the L.A. 



An ESO will only be considered under the following circumstances: -



· Where parent/s and pupil/s are committed to improving attendance

· Where parent/s and pupil/s are prepared to work closely with the designated EWSO

· Where the child is of an age to benefit from an ESO.





For children not registered with a school they could be prosecuted under 

Section 443 Education Act 1996 (Failure to comply with school attendance order)



(This covers children not on the roll of any school or receiving education otherwise than in school)



· Established EWS intervention, i.e., letters, visits.

· Series of notices relating to the School Attendance Order sent by EWS Head of Service to parents

· The School Attendance Order sent by 1st class post

· Statements prepared.

· Procedure for prosecution is as above.





Support for Groups of Pupils at Particular Risk



Certain pupils have the potential to pose a particular risk in terms of attendance and may need additional support to ensure regular attendance.



The EWS may be able to provide additional advice and support in such cases.



These groups include:



· Pupils with Special Educational Needs/Additional Learning Needs

· Children in the care of the Local Authority. (All absences authorised and unauthorised should be monitored and reported to the EWS)
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Draft Protocol for school attendance and support from the local authority











· “…the higher the percentage of sessions missed across the key stage, the lower the likely level of attainment at the end of KS2. Of those who were persistently absent, 40.2% achieved the expected standard in reading, writing and maths compared to 83.9% of pupils with no missed sessions and 71.9% who missed between 0 and 5%. 



· “…Pupils with higher KS4 attainment in 2019 had lower levels of absence over the key stage compared to those with lower attainment. Pupils who did not achieve grade 9 to 4 in English and maths GCSEs in 2019 had an overall absence rate of 8.8% over the key stage, compared with 5.2% among pupils who achieved a grade 4 and 3.7% among pupils who achieved grade 9 to 5 in both English and maths.

The link between absence and attainment at KS2 and KS4

Department for Education, 2022




Context and rationale 

There is a clear link between poor attendance and low educational attainment. It is recognised that schools can experience ‘chapters’ when attendance is lower than it ‘should’ be. Ongoing periods of low attendance are unacceptable and directly affect the collective performance of a school and individual pupil attainment. 



Local authorities have statutory responsibility for monitoring and intervening where there are concerns about school standards. However local authorities should monitor schools’ progress systematically, identifying at an early-stage schools where there may be challenges and act quickly to prevent these from escalating by providing effective targeted support to improve any shortcomings. Examples of this includes the Local Authority working with schools to review attendance processes within the school; co-devising attendance action plans and supporting their delivery; and embedding the Attendance Pathway in all schools.



Providing effective support and challenge around attendance therefore plays a key role in addressing low performance, raising standards and improving the quality of education. It is important that regional consortia and local authorities, working in partnership with schools put in place effective mechanisms for attendance monitoring. 






Standard Practice for All Schools

Target Setting

From the academic year 2023/24 the Local Authority will introduce a new process of agreeing attendance targets with schools.  This aligns with processes taking place in other Local Authorities within the Southeast Wales Consortium.  



Each year, at the start of the autumn term, individual attendance targets will be suggested by the Local Authority and the head teacher and Governors required to state whether the target is accepted or not.  If the suggested target is not accepted, in addition to informing the Local Authority the reason by email, the school Challenge Advisor will seek a clear explanation of why a different target has been set.  Where possible the SEWO, or a nominated representative, will attend the target setting meeting with the school and EAS when the school does not accept the suggested target.



The basis of the suggested targets is that:



· Targets must not be less than attendance data for the previous two academic years.

· Targets should demonstrate an increase each year, except for those schools performing at the top end of Quartile 1 in the local authority local benchmarking data.  These schools should set a target that sustains performance.

· Schools currently performing below Quartile 1 should aim to move up a quartile group, or make substantial progress towards a quartile boundary, based on previous year quartile boundaries.



Cluster Meetings

The Local Authority monitors the proportion of schools within a cluster that are placed within each local benchmarked quartile for attendance.  When a single cluster reports fewer than 30% of schools have been placed within quartiles 1 or 2 the Local Authority will call a cluster Head Teacher attendance meeting to examine the reasons for the performance across the cluster.  

School Self Evaluation of Attendance Processes

In autumn 2023 all Blaenau Gwent schools will be required to complete and submit a standard attendance audit to the Local Authority with a plan to address any issues noted by the audit.  The purpose of the audit is to promote a common, coordinated approach to managing attendance across Blaenau Gwent schools.  This process will be repeated on a regular basis determined by the attendance quartile position of individual schools.



See appendix 1 for the template attendance audit.




Support and Challenge for Ongoing Periods of Low Attendance



This process will be applied when a combination of the following is identified:

· Significant areas of concern are noted in the school attendance self-evaluation.

· Attendance targets agreed with the local authority are not met.

· There is an established trend of a school being placed below the median benchmarking position.

· Key principles of monitoring and addressing poor attendance are not applied systematically within a school. 

The protocol requires action involving all partners at school, local authority, and EAS level, and should ensure that there is a clear understanding of the underlying causes of poor attendance. The implementation of the protocol will ensure that appropriate and effective remedial action is taken so that the circumstance does not continue.  



Step 1: Informal Meeting between Senior School and Local Authority Staff Hosted by the Local Authority

The local authority will explore their initial concerns with an individual school via an ‘attendance review meeting’, hosted by the local authority. This meeting should be attended by the Head Teacher, School Attendance Lead, Lead Officer for Inclusion and SEWO.



Step 2: Attendance Summit Hosted by the Local Authority

If, following step 1, the school attendance data does not improve or significant concerns are still held by the Lead Officer for Inclusion regarding attendance practices, the school will be invited to an Attendance Summit.



Those present at the meeting should include a Senior Local Authority Leader; the Cabinet Member for Education; the Head Teacher (and any school senior leaders who have a key role in managing attendance); the Chair of Governors and the Principal Challenge Advisor / Challenge Advisor. 



During the summit, the school will present their historical and current year data and a forensic exploration of the systems used to manage attendance. Additionally, the school will share its plans for addressing the issues identified.  



Where a school is already involved in an Education Improvement Board (EIB) or formal Intervention Plan Monitoring meeting, the local authority will aim to create a single meeting which focusses on all issues relating to performance. If the school is not involved in an EIB, and concerns remain following the summit, the school will enter an EIB specifically for attendance.



The local authority will identify whether it is appropriate to provide additional resources to the school to support their attendance action plan.  The local authority will determine if ‘limited, satisfactory, very good or strong’ progress has been made by a school after each EIB meeting has taken place. 



Step 3: Issuing of a Statutory Warning Notice

Following an attendance summit, where the LA deems it appropriate, in line with the Schools Causing Concern guidance document 222/2017, a statutory Warning Notice may be issued to the school under one or more of the following grounds:

· Ground 1: The standards of performance of pupils at the school are unacceptably low.

· Ground 2: There has been a breakdown in the way the school is managed or governed.

· Ground 3: The behaviour of pupils at the school or any action taken by those pupils, or their parents is severely prejudicing, or is likely to severely prejudice, the education of any pupils at the school.

· Ground 4: The safety of pupils or staff at the school is threatened (whether by a breakdown of discipline or otherwise). 

· Ground 5: The governing body or head teacher has failed, or is likely to fail, to comply with a duty under the Education Acts.

· Ground 6: The governing body or head teacher has acted, or is proposing to act unreasonably in the exercise of any of its or his or her functions under the Education Acts.



Step 4: Statutory intervention by the Local Authority

Where a school is ‘eligible for intervention’ following the issue of a warning notice there are several powers the local authority or Welsh Ministers may use. Local authorities must give reasonable notice (the timing of the notice will be dependent on the particular issue that is to be addressed) in writing to the governing body that they propose to exercise their powers.  Local authority powers include:



· Requirement to secure advice or collaborate.

· Appointment of additional governors

· The suspension of delegated authority for the governing body to manage a school’s budget.

· The appointment of an Interim Executive Board (IEB) to replace the school’s existing governing body.








Roles and Responsibilities



Parent (Person who has parental responsibility):



A Parent/Carer is responsible in law for ensuring that their child (ren) attend regularly and arrive on time at the school at which they are registered. 



A Parent/Carer can positively support the regular and punctual attendance of their child (ren). They should:



· ensure that their child(ren) arrive at school on time and remain in school each day. 



· ensure that their child(ren) only misses (miss) school for reasons which are unavoidable or justified, such as illness or days of religious observance;



· always notify the school on the first morning of any absence, giving a reason for the absence and if necessary, providing medical/health reasons and confirm this in writing when their child(ren) returns to school; 



· Provide the school with a current contact number so that the school can make contact with the parent/carer at any time during the school day.  Ensure that school are notified of new contact details. 



· Avoid booking family holidays during term-time.  Where the family feel that there are exceptional circumstances, they should consult with the child(ren)’s Head teacher prior to booking;



· talk to the school if they are concerned that their child(ren) may be reluctant to attend for any reason; 



· attend parents’ evenings, other school meetings and keep up to date with school information; taking an interest in their child’s school life;



· ensure that their child(ren) apply for a work permit or an entertainment license if they are seeking part time employment or have been requested to perform in a production outside of school; this may involve liaison with the school/Education Welfare Service;






Pupil:



A pupil should: -



· attend school regularly and be on time for both am and pm registration.



· attend all lessons on time. 



· talk to their teacher or a member of support staff if they are worried about school.



· Inform their school if they require an appropriate work permit/entertainment licenses in line with current regulations.





Governors:

The governing body should appoint a governor with specific responsibility for pupil attendance. The pupil attendance governor is the link between the governing body and the school in relation to attendance and should meet the designated staff on at least a termly basis. The nominated governor should help the governing body ensure that its statutory duties in relation to pupil attendance are met and that that staff and governors are appropriately trained.  The role includes:



· confirming that the school has an attendance policy which is regularly reviewed in consultation with staff, parents and pupils, and formally approved by the governing body.



· being familiar with the school’s attendance policy, the All-Wales Attendance Framework, any initiatives, nationally and locally, from the Welsh Government, Regional Consortium and Local Authority;



· meeting termly, by appointment, a relevant member of staff at the school to discuss the progress and effectiveness of the attendance policy;



· discuss with the relevant member of staff:

· the school’s agreed attendance target

· the overall level of attendance – authorised and unauthorised

· the level of persistent absence

· An analysis of attendance data to identify causes and patterns of absences to be carried out and used to devise solutions, and to evaluate the effectiveness of interventions. 

· the performance of those pupils with poor attendance.



· being aware of the strategies and interventions that the school uses to improve attendance and monitoring of these.



· reporting, on at least an annual basis, to the governing body on the implementation and effectiveness of the school’s attendance policy, without discussing the details of individual pupils.



· writing, or helping to write, the attendance information for the Governors Annual Report to Parents, highlighting the importance of regular school attendance and information about any targets set by the governing body for improvement for reducing the level of unauthorised absences;



· Keeping knowledge up to date by attending relevant governor training courses run by the Local Authority.





Schools:

Schools are responsible for supporting the attendance of their pupils and for responding to any issues which might lead to non-attendance.



Schools should:



· be open to all pupils for 380 sessions each school year.



· take an attendance register twice a day; at the start of the morning session and again during the afternoon session;



· ensure that first-day of absence contact procedures are in place and followed and  recognise the crucial importance of early intervention identifying clear processes for following up on all absences;



· ensure that parents of any post-registration truants are informed immediately  and follow the schools Safeguarding Policy;



· identify a key senior member of staff to ensure that the school’s Attendance Policy is implemented. The Head teacher has the overall responsibility for attendance;



· monitoring unauthorised absences and where these reach more than 10 sessions in a term for an individual pupil consider requesting a Fixed Penalty Notice in line with Blaenau Gwent’s Code of Conduct prior to formal referral to the Education Welfare Service;



· have a named senior member of staff to establish regular structured meetings with the Education Welfare Officer to ensure that the school has taken all reasonable steps in line with the All Wales Attendance Framework before a referral is made to the Education Welfare Service;



· where schools feel they have exhausted all reasonable steps then the school will need to prioritise referrals to the Education Welfare Service for intervention; 



· have a named senior member of staff to provide the following information for the above meetings:



· Percentage attendance report for all pupils under the school target

· Chosen code report in relation to pupils’ punctuality.

· Chosen code report for unauthorised absence.



· be mindful that it is the decision of the Head teacher to determine whether or not an absence will be authorised, hence clear guidance should be provided to staff on the practice of registration to enable them to maintain accurate attendance registers in accordance with the legal requirements under the Education (Pupil Registration) (Wales) Regulations 2010. 



· Provide clear guidance to staff on the categorisation of absence (authorised and unauthorised) and accurately record and monitor all absenteeism and lateness in line with the Welsh Government’s guidance on codes. “The accuracy of the register is important in order to support any statutory interventions that may be required.  It should be noted that it is an offence not to maintain accurate registers” as identified in All Wales Attendance Framework (Point 70); 



· consider requests for holidays on an individual basis as the All Wales Attendance Framework allows for schools “to grant leave for the purpose of an annual family holiday and, in law, have to apply for permission in advance” as outlined in All Wales Attendance Framework (Point 316);



· create an ethos  that maintains  positive relationships  which encourages good attendance by identifying the  range of both proactive and reactive strategies to promote attendance and address absenteeism in your school;



· maintain effective multidisciplinary networks for liaising with agencies and services.



· liaise with the police and the Education Welfare Service when truancy sweeps are undertaken locally.



· Use Pastoral Support Plans effectively to support pupils to return to full time education. Pastoral Support Plans should identify agreed actions for pupils returning to full time provision and should be a routine part of procedures for reintegrating long-term absentees. There should be clearly identified timescales highlighting each step of the reintegration process.  A Pastoral Support Plan may also be used for a new arrival pupil who has not attended school previously.  It is expected that a Pastoral Support Plan would have involved all the relevant agencies including a Local Authority Officer.



· Make effective use of attendance data to monitor progress/trends and set targets for improvement. This could be for individuals, classes, year groups and the whole school, paying particular attention to critical times (e.g. Key Stage transfer) and vulnerable groups in order to comply with the Children Act (2004) requirements;



· submit regular absence returns to the Welsh Government and the Local Authority as required or requested;



· set annual targets in liaison with the Local Authority/Education Achievement Service to reduce absence and submit these targets in accordance with the relevant regulations;



· identify a clear role for governors in seeking to improve school attendance;



· publish information relating to their level of attendance and absence, as well as sharing this information with parents (e.g. on the school website, in prospectuses and at parents’ evenings) and the governing body;



· Inform the School Admissions Team when a pupil moves school and record the known destination onto SIMS.  Complete an exit from when a family leaves to complete lengthy overseas travel.  (A pupil cannot be taken off roll until the Local Authority confirm that the pupil has a placement at their new school); 



· inform the Education Welfare Officer (EWO) if they believe a pupil has left the school with no reason provided and has been continuously absent from the school for a period of not less than four weeks. If the attendance lead is confident after reasonable enquiry that school has been unable to locate the pupil, the EWO will place the pupils’ name on the Missing Children Database. Only then can the school take the pupil off roll (refer to  Blaenau Gwent Children Missing Education Policy);



· Remind pupils who are engaged in employment/entertainment productions (outside of school) that the appropriate work permit/entertainment licenses need to be applied for.



Schools within Blaenau Gwent are strongly encouraged to develop their own whole school policy on attendance.  This should be developed in consultation with staff, governors, parents and pupils, taking account of relevant guidance issued by Welsh Government and good practice identified by the Local Authority.





The Local Authority:

The Education Welfare Service in Blaenau Gwent is committed to promoting regular attendance and wellbeing of all Blaenau Gwent pupils. Research shows that irregular and disrupted attendance can have a negative impact upon pupil attainment, future career and employment prospects. The Education Welfare Service promotes regular attendance by:





· Following the Local Authority’s Child Protection and Safeguarding Policies where they have professional concerns.



· Ensuring that the Local Authority fulfills its statutory responsibilities relating to attendance.



· Providing Head teachers, schools and their governing bodies with advice, guidance, support and challenge to ensure that schools have appropriate attendance processes in place; 



· Working proactively with other agencies to address underlying issues which may impact upon pupil attendance;



· Monitoring the attendance of all registered pupils and analysing the attendance data of cohorts of pupils such as CLA, Minority Ethnic and Gypsy Travellers; 



· Ensuring that appropriate regulations are followed where young people are engaged in employment/entertainment productions.



· 
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Appendix 1: SCHOOL ATTENDANCE SELF EVALUATION AUDIT TOOL



This self-evaluation checklist is an important tool to help identify issues within schools and to target and prioritise action to improve attendance.



														 Education Welfare Service USE ONLY

		

The Attendance Policy



		

YES/NO

		

Evidence/Action

		

RED

		

AMBER

		

YELLOW

		

GREEN



		

Does the school have an Attendance Policy that reflects legislation regarding Fixed Penalty Notices and the work of the EAS? If so, please attach

		

		

		

		

		

		



		Was the policy formulated after consultation with school and LA staff, governors, parents, and pupils?

		

		

		

		

		

		



		Does the Attendance Policy include procedures for holidays taken in term time?

		

		

		

		

		

		



		Do all Staff know, understand, and consistently implement the Attendance Policy? If so, how is this implemented?

		

		

		

		

		

		



		Are governors familiar with the Policy? Is this shared with governors on a regular basis in governor meetings?

		

		

		

		

		

		



		Are pupils, parents/carers and relevant agencies familiar with the policy? How do you share this with parents, carers, pupils and agencies?

		

		

		

		

		

		



		Is the policy part of new staff Induction process?

		

		

		

		

		

		



		Is the Attendance Policy and practice monitored rigorously and its impact measured? How is this measured?

		

		

		

		

		

		



		

		

		

		

		

		

		







		

The Attendance Lead

		

		

		

RED

		

AMBER

		

YELLOW

		

GREEN



		Do you have a nominated governor with a specific attendance remit? If so, please specify

		

		

		

		

		

		



		Does the school have a designated SLT member of staff responsible for attendance?



Does the attendance lead ensure early identification of and intervention and support for pupils with attendance issues?

		

		

		

		

		

		



		Is registration practice consistent?

		

		

		

		

		

		



		Does the school policy/strategy for improving attendance identify the roles of staff and procedures to be followed?

		

		

		

		

		

		



		Are all relevant staff with registration responsibilities trained and practice monitored to ensure high standards of practice?

		

		

		

		

		

		



		Is the lead responsible for ensuring systems are in place for promoting attendance?

		

		

		

		

		

		



		Is data used to devise an action plan and to evaluate the effectiveness of interventions?

		

		

		

		

		

		



		Are there reward systems in place for improved attendance at either pupil level, class level or whole school level?

If so, please specify what?

		

		

		

		

		

		



		Are patterns of attendance from feeder school pupils analysed and preventative strategies put in place in advance for support at transition?

		

		

		

		

		

		



		Are your registers checked and analysed weekly? If so by whom?

		

		

		

		

		

		



		Do you consistently follow up all N codes on a pupil attendance record?

		

		

		

		

		

		



		Are registration codes regularly checked to ensure consistent and appropriate usage?





		

		

		

		

		

		



		

		

		

		

		

		

		



		Communications



		

		

		

RED

		

AMBER

		

YELLOW

		

GREEN



		Are pupils aware of their individual level attendance and the target they need to achieve? How is this achieved?

		

		

		

		

		

		



		Is the work on attendance reported to governors, staff pupils and parents on a regular basis? If so, how?

		

		

		

		

		

		



		Is data used to devise the action plan and to evaluate the effectiveness of interventions?

		

		

		

		

		

		



		Do you have a prominent display for attendance which shows current position, levels of improvements, impacts of poor attendance, and levels of attainment?

		

		

		

		

		

		



		Does good attendance have a high profile and is it praised throughout the school, e.g., is regularly discussed in assemblies and tutor groups?

		

		

		

		

		

		



		Are pupils, parents and carers regularly reminded of the importance of good attendance in newsletters and at parents’ meetings as well as in home/school agreements? e.g., Callio

		

		

		

		

		

		



		Do you meet with your challenge advisor to discuss attendance? If so, do you at any time include your EWO?

		

		

		

		

		

		



		

		

		

		

		

		

		











		Attendance Management



		

		

		

RED

		

AMBER

		

YELLOW

		

GREEN



		Do you meet regularly with your EWO to discuss attendance concerns? If so, how often?

		

		

		

		

		

		



		Are you satisfied with the support you receive from the EWS? Are there any issues for discussion?

		

		

		

		

		

		



		Are actions completed in a timely manner?

		

		

		

		

		

		



		Is effective pupil tracking in place to identify any pupil whose attendance begins to slip?

		

		

		

		

		

		



		Does the school make sure it knows the whereabouts of all pupils every day? Please elaborate?

		

		

		

		

		

		



		Is first day contact used effectively and are actions taken for parents who fail in their parental responsibility?

		

		

		

		

		

		



		Do you have a system of letters that you use when absence arises?

		

		

		

		

		

		



		Are parents always invited into school to address/resolve issues at the onset?

		

		

		

		

		

		



		Is lateness addressed with pupils and families if it continues to become a problem? How is this done?

		

		

		

		

		

		



		Do you have sanctions for persistent lateness for pupils?

		

		

		

		

		

		



		Has the EWS carried out a register inspection?

		

		

		

		

		

		



		Does the school have reintegration strategies for those returning long term absences in which all appropriate staff participate?

		

		

		

		

		

		



		Do all pupils with persistent absence have an individual action plan for improvement that is regularly reviewed and shared with pupils and parents/carers?

		

		

		

		

		

		



		Collection and analysis of Data

		



		

				

RED







				

AMBER







				

YELLOW	GREE







		

GREEN



		Do Governors and Senior Leaders review attendance data on a regular basis and across identified groups?

		

		

		

		

		

		



		Is school data analysed to inform reasons for absence, profile of persistent absence, identification of vulnerable groups and links to standards?

		

		

		

		

		

		



		Are there significant variations between groups of pupils?

		

		

		

		

		

		



		Year groups

		

		

		

		

		

		



		Tutor groups

		

		

		

		

		

		



		English as an Additional Language

		

		

		

		

		

		



		Ethnicity

		

		

		

		

		

		



		Additional Learning Needs

		

		

		

		

		

		



		Children Looked After

		

		

		

		

		

		



		FSM v Non-FSM

		

		

		

		

		

		



		Curriculum area- lack of attendance in particular lessons?



		

		

		

		

		

		



		Targets



		



		

		

		



		Attendance 2021, 2022, 2023



		

		

		

		

		

		



		Current attendance % (to date)



		

		

		

		

		

		



		Target attendance 2023-24, 2024-25



		

		

		

		

		

		



		Is attendance a priority in your plan with your challenge advisor?



		

		

		

		

		

		



		Are plans for improvement/sustainability in place and regularly reviewed? If so, how?

		

		

		

		

		

		



		Has attendance improved over the past 3 years? 

		

		

		

		

		

		



		What is the school’s quartile placing for each of the last three years?

		

		

		

		

		

		



		Does attendance compare well against the Blaenau Gwent average 

		

		

		

		

		

		



		

		

		

		

		

		

		



		Areas of improvement

		

		

		RED

		AMBER

		YELLOW

		GREEN



		

		

		

		

		

		

		



		Where do you foresee areas of improvement and how do you propose you achieve this?

		

		

		

		

		

		



		 Have you received any additional support from external agencies teams in any initiatives in improving attendance? 

If so, how do you propose to sustain this area of improving attendance?

If not, have you discussed this with the Lead EWO?



		

		

		

		

		

		



		Any other information or comments please add below:











		

		

		

		

		

		









Signed …………………………….						Date:………………………………..



Head teacher Name…………………………………………….
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Introduction



Elective home education is when parents decide to provide home-based education for their child rather than sending them to school. Home educated children are therefore not registered at mainstream or special schools.



The decision to home educate should never be taken lightly. Before parents decide to make such a commitment, they need to talk and listen to their child and also consider the time and energy they will need to invest. Parents should be aware that if they choose to home educate, they assume financial responsibility for their child’s education, including the costs for equipment, visits, books and tutors, as well as the cost of any public examinations.



Parents should also be aware that children must continue to receive education until the end of compulsory education (i.e. the last Friday in June in the academic year the child reaches the age of 16).



It would not be in the child or parents’ best interests if the parents chose to educate their child at home as a response to a disagreement with a teacher or the school. It would therefore be advisable to try and talk through any issues with the Head teacher or Governors if this is the case. 



On no account should parents be encouraged to remove their child from the school register to avoid exclusion or prosecution for failing to ensure that their child has attended school or to improve school performance results.



Another aspect to take into consideration is the social side of school life, such as contact with other children, joint activities and the stimulus of seeing the work of other children. Parents will need to plan how the child’s social development can be maintained or extended.



The rights of the child

Article 28 of the (UNCRC) declares the right of all children to receive an education. 



Article 29 of the UNCRC declares that education should develop each child’s personality and talents to the full and should encourage children to respect their own and other cultures.



Article 12 of the United Nations Conventions on the Rights of the Child (UNCRC) provides a right for children to express their views and for due weight to be given to those views, in accordance with the age and maturity of the child. This does not, however, give children authority over parents. Local authorities, through their services supporting the participation of children, should consider how the individual and collective voices of home educated children can be heard. 



Article 3 of the UNCRC requires all adults to think about how their decisions will affect children and to do what is best for the child.



The rights and responsibilities of the parents



Section 7 of the Education Act 1996 sets out the duty placed on parents to secure a full time, suitable and efficient education for children of compulsory school age, either by sending the child to school or through other means. 



Parents, therefore, have a right to educate their child at home providing they fulfil their duty to ensure that their child, of compulsory school age, receives full-time education that is efficient and suitable for their age, aptitude, ability, and any special educational needs they may have. 



Education can be said to be efficient if it achieves what it sets out to achieve.



A suitable education is defined as one which prepares a child for life in modern civilised society and enables him or her to achieve his or her potential. It is suitable if it equips a child for life within the community to which he or she belongs, as long as this does not reduce the child's chance to adopt some other form of life in later years, should he or she wish to do so. This is important where a family have religious or cultural beliefs.



In Harrison & Harrison V Stevenson, the judge defined the outcomes of a suitable education as:

‘In our judgement education’ demands at least an element of supervision; merely to allow a child to follow its own devices in the hope that it will acquire knowledge by imitation, experiment or experience in its own way and in its own good time is neither systematic nor instructive … such a course would not be education but, at best, child-minding. We should not, in the ordinary case, regard a system of education as suitable for any child capable of learning such skills, if it failed to instil in the child the ability to read, write or cope with arithmetical problems, leaving it to time, chance, and the inclination of the child to determine whether – if ever – the child eventually achieved even elementary proficiency in those skills’. 

(Harrison & Harrison v Stevenson [1982] (QB (DC) 729/81)


Parents do not need to ask the permission of the Local Authority (LA) to begin home educating.  If their child has been attending school, the parents will however need to notify the governing body of the school, normally through the Head teacher, of their intention to home educate. This must be in writing. It is then the responsibility of the school to notify the LA within ten days. 



The name of the pupil is only removed from the school register when the school has received the written notification from the parent that the pupil is receiving education other than at school. 



If a child has not attended school then the parent should inform the LA directly although there is no legal requirement for them to do so.



Parents seeking to home educate a child registered at a special school must obtain the consent of the LA to withdraw their child from the school. 



The responsibilities of the Local Authority (LA)

Section 436A of the Education Act 1996, places a duty on local authorities to make arrangements to establish the identities of children in their area who are of compulsory school age who are not registered learners at a school and are not receiving suitable education otherwise than at a school. Local authorities must have regard to this statutory guidance in exercising their functions.



The LA needs to be satisfied that a child is receiving an effective and suitable education at home, appropriate for the child’s age, ability, aptitude, and any special educational needs. The evidence provided by parents should demonstrate that the education being provided is suitable and not simply a statement of intent.



Section 437(1) of the Education Act 1996 states: ‘If it appears to the local authority that a child of compulsory school age in their area is not receiving suitable education, either by regular attendance at school or otherwise, they shall serve a notice in writing to the parent requiring them within the period specified in the notice that the child is receiving such education.’



Section 437(1) goes on to state that if the parent fails to satisfy the LA within the period specified in the notice that the child is receiving suitable education, the LA should serve a school attendance order requiring the parent to register the child in the school named in the order.



For a local authority to satisfy itself of the suitability of education provided by the parents, the local authority should see and communicate with the child. In the absence of seeing and communicating with the child, it will be questionable whether the local authority can reasonably assess suitability of education and to know if evidence of the suitability of the education provided by the parent relates to that child. For example, whether the evidence provided can reasonably be said to have been produced by that child or be about that child. Seeing and communicating with the child will provide an opportunity for the local authority to better understand how the child learns and what areas of learning they are interested in. Parents and Gillick competent children are not, however, obliged to meet with the local authority and are free to decline a meeting if they so wish.



While parents are under no legal obligation to meet with a representative of the LA or engage in discussing their child’s education, Lord Donaldson has stated that: 



‘…it would be sensible for them to do so. If parents give no information or adopt the course…. of merely stating that they are discharging their duty without giving any details of how they are doing so, the LA will have to consider and decide whether it ‘appears’ to it that the parents are in breach of Section 437(1) of the Education Act 1996’



Legal precedent has established that local authorities can make informal enquiries of parents for details of the educational provision for their child. Goodred v Portsmouth City Council states “There is nothing remotely problematic in the defendant approaching a home-schooling parent…to request evidence that, if satisfactory, would enable the defendant to discharge its duty under section 436A without the need to serve a [notice to satisfy under section 437(1) of the Education Act 1996] R. (on the application of Goodred) v Portsmouth City Council16 November 2021



Remember:  If it appears that a child of compulsory school age is not receiving a suitable education, the LA is able to serve a notice in writing requiring the parent to provide evidence that the child is receiving a suitable education. If no response is received within 15 days the LA is able to issue a school attendance order (SAO) to ensure a suitable education. 



Under section 447, Education Act 1996, if a parent fails to comply with an SAO a local authority must consider whether it would be appropriate (instead of or as well as instituting proceedings for the offence of failing to comply) to apply for an education supervision order (ESO) in respect of the child. Failure to comply with an SAO could lead to either a criminal conviction or the imposition of an ESO or both.



Initial contact



Once the LA has received notification of a parent’s intent to withdraw their child and home educate, the LA will apply the following procedure within 10 working days:



i. Update our records accordingly.

ii. Contact the parent/carers to request an initial meeting and information 	about the education they are providing or are intending to provide and 	request they complete the Elective Home Education Parent Information 	form.

iii. Contact the school to confirm that the child’s name has been removed 
         from the school’s register and ensure the school completes the Elective 
        Home Education School Information form.

iv. Contact other agencies to seek clarification of any involvement with the
         child:


· Education Welfare Service

· Additional Learning Needs Team

· Educational Psychology Service

· Traveller Education Service

· Children’s Social Services

· Youth Offending Team



Any information provided will be gathered by the LA Officer (LAO) who will contact the family and request an initial meeting within four weeks.  



Initial meeting



At the initial meeting, parents are able to discuss any concerns or queries they may have. The LAO will explain that parents who home educate assume financial responsibility for their child’s education, including the cost of public examinations, and that their child must continue to receive suitable education until the end of compulsory education. Also at the initial meeting, parents and the LAO should consider and agree what future contact there will be and the contact details of the LAO should be made available. 



It is important that the child attends this meeting and any subsequent meeting so that they have an opportunity to provide their views.  Seeing the child to discuss their education provision and access to resources accords with a number of articles in the UNCRC such as a child’s right to an education and to fulfil their potential, including their rights to express their views and to receive appropriate information in order to make informed choices, to support and provision, to play and leisure activities and to be kept safe.



Following the meeting, a report will be prepared within 10 days by the LAO setting out any recommendations that were discussed and agreed, and the reasons for them, and a copy will be sent to the parents.



Alternatives to a meeting



Parents may wish to decline a meeting in their home or alternative venue. Where this is the case, it should be possible to discuss and evaluate the parents’ educational provision by alternative means. Parents might prefer:



· to write a report;

· provide samples of work;

· have the provision endorsed by a recognised third party;

· provide evidence in some other appropriate form of the education being provided.



Where parents decline a meeting, the LA should provide the same information that would be communicated at a meeting in letter form.


Therefore, when the LA is made aware of a child’s withdrawal from school, the LA will:



·  acknowledge the withdrawal in writing;



·  invite the parents to meet with an LAO, as a named contact within the LA, to discuss the suitability of their proposed education programme;



·  provide information if requested;



·  consider and decide whether it appears that a child is not receiving a suitable education if the parents do not engage with the LA.





Suitability 



Where the LA is not satisfied that a child is receiving a suitable education, the LA will:



· contact the parents in writing, explaining the concerns and reasons for concluding that provision is unsuitable, and serving the parents a notice requiring them to provide evidence of suitable education within 15 days;



· if there is no reply or an unsatisfactory response, a further letter will be delivered. The letter will include a notice stating which school the LA will name in a school attendance order and giving the parents, within 7 days, the opportunity to choose an alternative school or provide evidence of a suitable education.



· If there is no response, a School Attendance Order naming the school where the child should be registered will be issued.



Remember: If a parent on whom a School Attendance Order has been served fails to comply with the requirements of the Order they are guilty of an offence under Section 443 of the Education Act 1996.



If at any stage the parents provide information which satisfies the LA that a suitable education is being provided then no further action would be taken.



To achieve the aim of ensuring that every compulsory school age pupil who is home educated receives an effective and suitable education we know that the LA and parents will need to work together and communicate on a reasonably regular basis. You may need some help and support and we need to give you the opportunity to present evidence of the learning experience which a child is receiving. 



Ongoing monitoring



The LA will contact parents on an annual basis, or more frequently if needed. Contact will normally be made in writing with a request for a meeting or an updated report.



Where a meeting or updated report leads to concerns about the efficiency or suitability of the education being provided for the child, further clarification may be needed. If, after further investigation the LAO is not satisfied that the child is receiving a suitable education then a copy of the written report will be forwarded to the Education Welfare Service to apply for a School Attendance Order.



What about flexi-schooling?



‘Flexi-schooling’ is an arrangement between the parents and the school where the child is registered. The child would attend school on a part time basis and be home educated for the rest of the time. 



Instances where flexi-schooling would be beneficial to the child can include (but are not limited to):

• where the child is transitioning back into school

• where the child is transitioning into school for the first time

• the child has an autism spectrum condition (ASC) and finds school challenging

• the child is suffering from school phobia or anxiety

• the child has an illness.



This arrangement is only possible provided that:



·  the school has given permission, authorised by its Governing Body;



· Evidence for the arrangements for education can be provided and are judged suitable.



It is important to note that a school does not have to agree to this arrangement or give reasons for not agreeing to such a request from parents.



Informing other Services



Schools have a very important role in monitoring the wellbeing of their pupils and sharing concerns with, or making referrals to, Social Services when a child is believed to be ‘in need’, or when abuse or neglect is suspected. When schools are no longer able to fulfil this responsibility because a child is receiving their education at home, the LA will inform Social Services of this if the LA has wellbeing concerns for the child or if the parent gives consent for information to be shared.



If there are child protection concerns when a child is removed from roll the school will follow existing child protection procedures. If, following a visit, the child is not seen and has not previously been seen, or there is no reasonable explanation for the child’s absence, the LAO will assess whether to alert Children’s Social Services.



If the Local Authority is notified that there have previously been child protection concerns regarding the child but there is no immediate cause for concern this should be communicated to Children’s Social Services to check whether they have been involved and if so to enable them to update their file.

Where there are concerns about a vulnerable child or young person including bullying, the impact of anti-social behaviour, the impact of domestic violence, the impact of drugs and alcohol in the parental household or child protection concerns then the LAO should consider whether a common assessment application would assist the child/young person or whether a referral is required to Children's Social Services.



Returning to mainstream school



Following a period of elective home education, if a parent wishes their child to return to school then an application should be made through the Schools Admission Team. It should be noted that re-admission is not automatic and is dependent on places being available in the specific year group.



Children with additional learning needs

Where it is brought to its attention or otherwise appears to a local authority that a home educated child (other than a looked after child) for whom it is responsible, may have ALN, the local authority must decide whether or not the child has ALN and, if it decides that the child has ALN, prepare and maintain an IDP and secure the additional learning provision (ALP) described in that plan (section 18.21 of the Additional Learning Needs Code (ALN Code)9 ). 



Children with a Statement of Special Educational Needs (SEN) or an Individual Development Plan (IDP)



Current legislation allows for any parent of any child to educate their child at home if they wish to do so, regardless of any identified special educational needs.  The only legal right the LA has to refuse a request from parents is if the child has a Statement of SEN or an IDP and is attending a special school. 



When a child has a Statement of SEN or an IDP which names a special school in Part 4 of the Statement/Plan, parents must obtain the consent of the LA before removing their child to home educate, and the child’s name may not be removed from the school register until the agreement of the LA has been given.



It remains the LA’s duty to ensure that the education provided by the parents for their child with a Statement of SEN/IDP is efficient, suitable and that the child’s additional learning needs are being met. 



The LA will therefore continue to hold an Annual Review of the Statement of SEN/IDP and this will include assessing whether the Statement/IDP remains appropriate. 



The Annual Review meeting should take place in the most appropriate location, usually either the home or LA offices and should normally be chaired by the LA.



If parents wish their child with a Statement of SEN/IDP to return to school, then an Annual Review should be held and consideration of school roll should be given. The LAO should then liaise with the ALN Team regarding placement.



Suggested characteristics of a suitable and efficient education

A suitable education would include provision in numeracy, literacy, and language skills, suitable to the child's age, ability, and aptitude and to any SEN/ALN the child may have. Suitable education is not simply a matter of academic learning but should also involve socialisation. These are essential in preparing the child to participate and function in society.

 

Literacy and language skills should correspond with the child’s general ability.

(Including any SEN/ALN they have) and enable the child to:

• Acquire listening and speaking skills

• Acquire reading skills which include vocabulary and comprehension

• Acquire writing skills which include grammar, punctuation, and spelling.



Numeracy skills should correspond with the child’s general ability (including any

SEN/ALN they have) and reflect the stage of development the child is at.



In their consideration of parents' provision of home education, local authorities should reasonably expect it to include the following features:

• consistent involvement of parents or other significant carers

• respond to the needs and the best interest of the child, taking into account areas of learning that interest the child, and should enhance the child’s potential

• ensure the child has opportunities to engage in a reasonably broad range of learning experiences

• provide opportunities to develop personal and social skills to help prepare them for later life and become engaged citizens

• ensure the child has opportunities to develop basic skills (taking into consideration any SEN/ALN they have)

• presence of a philosophy or ethos with parents showing commitment, enthusiasm, and recognition of the child's needs, attitudes, and aspirations

• opportunities for the child to be stimulated by their learning experiences

• involvement in a broad spectrum of learning opportunities and activities appropriate to the child's stage of development

• access to appropriate resources and materials

• the opportunity to develop digital literacy

















EHE Referral Form

ELECTIVE HOME EDUCATION REFERRAL FORM 

(School de-registration form)

Please do not remove pupil from school role until the LA has undertaken further investigations.



		Pupil Details 







		Name 

		



		Date of birth 

		



		School 

		



		Year group 

		



		ALN

		



		FSM

		



		Exclusions

		



		PSP

		



		Attendance for 2021 / 22

		



		Attendance for 2022 / 23

		







		Parent / Carer Details







		Name 

		



		Address 

(Including postcode) 

		







		Email address 

		



		Telephone number 

		



		Relationship to pupil 

		







		Reason for Elective Home Education[footnoteRef:1]       [1: ] 








		

		School

		Parent / guardian

		Child or Young Person



		Attendance / prosecution

		

		

		



		School cannot provide appropriate language provision

		

		

		



		School / parent / child relationship breakdown 

		

		

		



		School cannot provide appropriate SEN / ALN provision 

		

		

		



		Awaiting a place in school of choice 

		

		

		



		Preferred school place refused 

		

		

		



		Religious beliefs 

		

		

		



		Lifestyle / ideology / philosophy 

		

		

		



		Anxious / phobic 

		

		

		



		Racism 

		

		

		



		Homophobia 

		

		

		



		Bullying 

		

		

		



		Child medical need 

		

		

		



		Parent / carer medical need 

		

		

		



		COVID-19

		

		

		



		Other (please specify)

 







		3. Please give details of any interventions, referrals or work carried out with pupil, parents’, or guardian prior to the notification of decision to educate at home 







		











		4. Please give details of discussion with the parents / carers prior to the notification of the decision to educate at home 







		













		5. Please give details of the involvement of the Education Welfare Service 







		













		6. Please provide names and contact details of any outside agencies currently involved with the pupil. For example, Social Worker, CAHMS  







		

















		7. Has the school or any other service spoken to the pupil regarding parent / guardian decision to home educate? Please record details



		













Please attach a copy of the written notification from the parents / carers informing you of the decision to home educate (if been issued) and email to educationwelfareservice@blaenau-gwent.gov.uk



The EWS will contact you with a decision within 5 working days of receipt of this referral form; please do not remove the pupil off role in line with WG guidance.



		Headteacher Signature







		Name 

		



		Signature 

		







		Date 

		



		

		























































Annex 2A: Initial EHE letter 

Name 

Address

Date



Dear [name of parent or guardian]





Home education of [name of child/ren]



My name is [insert name] and I am writing to introduce myself as the home education contact in [name of local authority].



Local authorities have a duty under section 436A of the Education Act 1996 to make arrangements to enable them to establish the identities of children in their area who are of compulsory school age but who are not a registered pupil at a school and who are not receiving suitable education otherwise than at school. 



I would like to arrange to meet you and [name of child/ren] on [date] at [time] to discuss the education you are providing and to explore whether the local authority can support you in providing that education, such as providing details about online resources and details about home educating groups in your area. I could arrange for the visit to take place at your home or, if you would prefer, at [LA venue] or another venue of your choice. 



If the date/time is inconvenient, please contact me to arrange a mutually convenient time/date/place to meet.



It would be useful if you and [name of child/ren] could complete the attached forms [Annex 3, Annex 4a/4b] before our meeting as this will help inform the discussion.



If you have any questions before our meeting, please contact me on the email address/telephone number [below].



I look forward to meeting you and [name of child/ren].





Yours sincerely







Home education officer 

Email:

Telephone:













Annex 2b: Follow up letter to initial EHE letter.



Name 

Address

Date


Dear [name of parent or guardian],



Home education of [name of child/ren]



Further to my letter of (Insert date) in which I requested a meeting with you to discuss the education you are providing and to explore whether the local authority can support you in providing that education. The local authority must make arrangements to enable them to establish the identities of children in their area who are of compulsory school but are not a registered pupil at a school and who are not receiving a suitable education otherwise than at school. This meeting is an opportunity for you to provide information about the education you are providing for your child(ren).



You have not responded to my letter or



We arranged to meet and discuss your child’s education on (Insert date) but you were not available / you informed me by text / email to say that you would not be available.



I am now proposing that we meet on ____________ at ______am/pm at [LA venue]. If this time and date is not convenient or if you would rather meet at an alternative place, please contact me by email address/ telephone number below.



It would be useful if you and [name of child/ren] could complete the attached forms [Annex 3, Annex 4a/4b] before our meeting as this will help inform the discussion.





I look forward to meeting you and [name of child/ren]





If you have any questions before our meeting, please contact me using the email address/telephone number [below]. 



Yours sincerely,



Home Education Officer

Email:

Telephone:

2



2



 



Annex 2c: Second follow up letter to initial EHE letter.



Name 

Address

Date


Dear [name of parent or guardian]



Home education of [name of child/ren]



With reference to my letters of (Insert date) and (Insert date) in which I requested with you to discuss the education you are providing as you are now home educating your child. You have not responded to either my initial letter or my follow up letter or



We arranged to meet on (Insert date) and then rearranged to meet on (insert date) but you were not available / you informed me by text / email to say that you would not be available.



The local authority has a legal obligation to ensure that all learners are receiving a suitable and full-time education, which is why we request a meeting and information about the education you are providing. 



To enable the local authority to fulfil its statutory duties, I am proposing that I now meet with you at your home/ County Hall or at a neutral place on ____________ at ______am/pm. 



If this time and date is not convenient or if you would rather meet at an alternative place, please contact me using the email address/ telephone number below.



Without information about the education you are providing, the local authority may need to seek a School Attendance Order under the 1996 Education Act. 



Yours sincerely,











Home Education Officer

Email:

Telephone:

































Annex 3: Template for parents



The information you provide in this form will help us understand the reasons why you chose to educate [name of child here] and the type of education you have decided is suitable for [name of child here]. If you are unsure about how to answer any of the questions, please call [NAME] on [number] or via email [address]. If you are home educating more than one child, a separate template will be required for each child.



		Your name 

		



		How would you like to be contacted? Please provide details 

		



		Name of your child 

		



		Their date of birth 

		



		Gender of learner

		



		Did [name of child] previously attend a school(s)? 



If yes, please provide the name(s) of the school and the location(s) of the school(s) 



		







		Why did you decide to home educate [name of child]?



		



		How long have you been home educating [name of child]?  



		



		What is [name of child] learning about or taking part in? 



Please list these– this could include:

· activities such as being involved in sports, music or other activities. 

· learning about things of interest

· areas of learning experience being covered. 



		



		Do you feel you need support in providing education for [name of child]? 



If yes, what type of help do you feel you need? 

		



		Additional Learning Needs

Do you think your child has an additional learning need? 

If yes, why do you think this? 

Have you contacted [name of local authority] to request the local authority decides if [name of child] has an additional learning need?

		



		Has the local authority decided your child has additional learning needs?

		(Yes/No) 





		Does your child have a local authority maintained individual development plan (IDP)?

		(Yes/No) 





		If yes, what additional learning provision (ALP) is the local authority providing?  



		



		Is the local authority preparing an IDP for your child? 



		(Yes/No)



		How well do you think [name] is progressing with their learning? 



What do you think [name] is doing 

well?



What are they able to do now that you 

feel they couldn’t do before they were home educated?



		











		What are your child’s hopes for the future?



What are they aiming to learn next?



Have they any areas of interest that 

they want to know more about.



Do they know what they would like to do when they are older?

		



		Where does your child receive their education? Please tick all that apply.



At home                                                           

Home educator groups      

In libraries                                                           

Educational trips e.g., museums, castles, theatre etc.      

Other                                                              



		

☐

☐

☐

☐

☐





		Who provides the education/sessions for your child? Please tick all that apply.



Parent/Carer 

Other family member(s)                                   

Friends of the family                                        
Home education groups                                  

Privately employed tutor                                

Online tutor (s )                                                

Other                                                              



If you employ a tutor, have you enquired whether they have a Disclosure and Barring Service (D.B.S.) check?



		



☐

☐

☐

☐

☐

☐

☐



(Yes/No)



		Experiences

                                                          
Please outline the opportunities for your child to:



Learn from real-life experiences. 



Discuss personal, social, wellbeing and health issues.



Experience a broad range of activities such as music and art. 



		





		Physical activity and play



How do you ensure that your child has opportunities to participate in physical activity and play?



		



		Meeting with other children



Please outline the opportunities for your child to socialise with other children and make friends. 


		



		Resources



Please list some of the resources or facilities you use to facilitate your child’s learning e.g., online resources, educational workbooks, libraries, or community facilities.



Are there any additional resources you feel could benefit your child?









		



		Links with other organisations



Does your child belong to any clubs, associations, or organisations?



		







		Access to local services



Are you aware of the local services available to home educated children? e.g., school health nurse, careers advice, ALN advice, youth support service etc?



Would you like further information about any of these services?



· Advice from local Health Nurse

· Careers advice

· ALN Advice

· Youth Support Services

· Counselling





Would you like us to share your details with any of these services if you would like more information?



		



Yes/No











Yes/No

Yes/No

Yes/No

Yes/No

Yes/No





Yes/No







		This information, together with other evidence, such as any planning, records of visits/activities, examples of your child’s work will enable the local authority to determine whether your child is receiving a full-time efficient and suitable education. Once we have taken into consideration the evidence you have provided, we will be contacting you:



(i) If we have concerns about the suitability of education provided for your child or 



(ii) To arrange the next year’s discussion where you will again be required to provide evidence of how you are delivering a suitable and efficient education in line with your child's age and ability and how you are providing for any ALN that they may have.









































Annex 4(a): Template to secure child’s view (aged 5–10)



		Name:



		What do you enjoy learning about? 



What do you enjoy doing?





What kind of things are you interested in?





Are you enjoying home learning? 





What do you enjoy about home learning?





Are you learning well at home?





What are you good at?





What do you find difficult?





Is there something you like to do but haven’t been able to?





		

























          



		What are you proud of?



What work are proud of?



Are there any things you have enjoyed learning that you would like to show me?



Do you belong to any clubs?



Do you have any talents? e.g., are you able to play any musical instruments? 





		



		What is the favourite thing you have learned recently? 



Have you been learning about things that interest you?





How have you been learning about this?



		



		What are you learning about next? 



Is there something you want to learn about next?





How are you going to learn about this?





		



		Meeting other children?



Do you play with other children? 





Where do you play with them?







		







Annex 4(b): Template to secure child’s view (aged 11-16)





		Name:



		What do you enjoy learning about? 



What do you enjoy doing?





What kind of things are you interested in?





Are you enjoying home learning? 





What do you enjoy about home learning?





Are you learning well at home?





What are you good at?





What do you find difficult?





Is there something you like to do but haven’t been able to?





		











          



		What are you proud of?



Is there any work that you are proud of?



Is there any of your work you would like to share with me?



Have you received any awards from clubs that you belong to?





Do you have any talents? e.g., are you able to play any musical instruments?



		



		What is your favourite thing you have learnt recently? 



Have you been learning about anything that interests you?





How have you been learning about this?





		



		What are you learning about next? 





Is there something you want to learn about next?





How are you going to learn about this?





		



		Meeting other children



Do you meet with other children?





Where do you meet with them?







		



		Is there anything that you feel you could benefit from?



Do you have any questions for me?





Is there anything you would like help with?





		







		Access to local services



Are you aware of the local services who can support you?



Do you feel that you need help from any of the following services: -



· Advice from local Health Nurse

· Careers advice

· ALN Advice

· Youth Support Services

· Counselling





Would you like us to share your details with them if you would like more information?





Are you going to be sitting examinations?





Would you like some advice on where you could sit your examinations?



		



YES/NO









YES/NO

YES/NO

YES/NO

YES/NO

YES/NO





YES/NO







YES/NO





YES/NO
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Annex 5: local authority report				

		Date of discussion/information provided by parent

		



		Parent/carer name*

		



		Preferred contact method and contact details

		



		Name of learner

		



		D.O.B. of learner

		



		Gender of learner

		



		School(s) and town(s) that child previously attended (if any)



		



		Seeing the child

Was/were the child/ren seen? 

Were they spoken with and asked about their views on home education? 

Is there any follow up required following discussion with the child? 

		



YES/NO 





YES/NO 







YES/NO (If YES, what was this, who is following up and when?)







		Reasons given by parent for home educating their child.





		



		Date that parent withdrew child from school and commenced home education. 





		



		What evidence of planning have parents shared to demonstrate how they are going to home educate their child?





		



		Child’s Current Knowledge and Skills



What are they learning in relation to: -



(i) Numeracy

(ii) Literacy



Have they any specific areas of interest, e.g., humanities, expressive arts, science, and technology?





		



		Additional Learning Needs

(i) Does the child have an additional learning need? 

(ii) Have parents brought it to the attention of the local authority the child may have an additional learning need? 

(iii) Has the local authority decided the child has additional learning needs? 

(iv) Does the child have an IDP?

(v) If yes, what ALP is the local authority providing?





(vi) is the local authority preparing an IDP? 



		



YES/NO 



YES/NO 





YES/NO 





YES/NO 

 













YES/NO 





		Child’s development and progress



What has the child done well in the

past year?



Is the parent able to articulate what their plans are for the next year and what they see as the next steps in their child's educational development and what next steps have, they identified?



		









YES/NO 







		Does the child have clear hopes and aspirations for their future?



What are they aiming to learn next?



Have they any areas of interest that? 

they want to know more about.



Do they know what they would like to do when they are older?

		



		Where does the child receive their education?



At home                                                           

Home educator groups      

In libraries                                                           

Educational trips e.g., museums, castles etc.      

On-line tuition                                                 

Other                                                              



		

☐

☐

☐

☐

☐

☐





		Who provides the education/lessons for the child?



Parent/Carer 

Other family member(s)                                   

Friends of the family                                        
Home education groups  

Privately employed tutor                                

Virtual tutor tuition                                                 

Other                                                              



If the parent employs a tutor, have they enquired whether the tutor has had a Disclosure and Barring Service (D.B.S.) check?



		

☐

☐

☐

☐

☐

☐

☐



(YES/NO)



		Experiences

                                                          
Is it possible to determine from the evidence provided that the child is benefiting from: 



· Learning from real-life experiences 





· Being supported with personal, social, wellbeing and health issues





· A broad range of activities such as music and art. 





		









YES*/NO   





YES*/NO   







YES*/NO   





*If yes give brief example







		Physical activity and play



Is it possible to determine from the evidence provided that the child is benefiting from participation in physical activity and play?





		



YES*/NO  



*If yes give brief example 



		Meeting with other children



Is it possible to determine from the evidence provided that the child is benefiting from: 



· social experiences with other children 

· having opportunities to make friends. 




		









YES*/NO  

YES*/NO  





*If yes give brief example









		Resources



Is it possible to determine from the evidence provided what resources and facilities the parent is using to facilitate their child’s learning e.g., online resources, educational workbooks, arts and craft materials, libraries, or community facilities.



Did the parents identify whether there were any additional resources that could benefit their child?



		



YES/NO  













YES*/NO  





*If yes give brief example











		Links with other organisations



Does the child belong to any clubs, associations, organisations?





		



		Access to local services



Is the parent aware of the availability of local services?



e.g., school health nurse, careers advice, ALN advice, youth support service etc.



Would the parent like us to share their details with these services to enable the parent to have more information? 



*(If YES, this will be actioned by LA EHE Officer)





		



YES/NO











YES*/NO



		

Is the local authority able to determine whether the child is in receipt of a suitable and efficient education?



Does the local authority believe the education provided is suitable and efficient?



Please outline why the local authority has arrived at the above decision.



		

YES/NO?







YES/NO?





		Any further action required?





If yes define action, by whom and when

		YES/NO













		Next discussion with parents 



To follow up on actions identified above                                                 Date--/--/----



Annual discussion to determine suitability of education provision          Date--/--/----

      









Home education Officer Name:


Signature:



Date:



Final report shared with parents on --/--/----





		Child’s view of report













		Date

		Child’s signature



		Parental view of report













		Date



		Parent’s signature
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Annex 6: annual EHE discussion contact letter. 

Name 

Address

Date



Dear [name of parent/guardian]



Home education for [name of child/ren]



You will recall when we met on [insert date], I explained the local authority has a duty to establish that children in their area who are of compulsory school age are receiving a suitable education. 



Suitable education means full-time efficient education suitable to the child's age, ability, and aptitude and any additional learning needs the child may have.



To enable the local authority to determine whether your child is receiving suitable education, the local authority would like to discuss the education that you are providing.



We would like to discuss [name of child’s] education and progress, any plans, and aspirations that you or your child may have.  We propose that we meet with you and [name of child] at your home/ the County Hall or a neutral place on (Date) at (Time) and anything else that you would like to discuss, such as support that may be available to you from the local authority or from other local home educating groups.



If this time and date is not convenient or if you would rather meet at an alternative place, please contact me using the email address/ telephone number below.





If you have any queries prior to our discussion, please contact me on the number [below]. 



I look forward to seeing you and [name of child].





Yours sincerely





Home Education Officer

Email:

Telephone:

















Annex 7: initial school attendance order notice template

Dear [parents’ name] 



Re: home education for [child’s name]



It appears to [name of the local authority] that you are the parent* of [name & DOB of child] (the child) of compulsory school age living at [address of child] within the local authority area.



[Name of local authority] recognises and respects the rights of parents to educate their children at home and is committed to working with those parents.



Section 7 of the Education Act 1996[footnoteRef:2] states that: [2:  www.legislation.gov.uk/ukpga/1996/56/section/7 ] 


‘The parent of every child of compulsory school age shall cause him to receive an efficient full-time education suitable.

a)	to his age, ability, and aptitude, and

b)	to any special educational needs [(in the case of a child who is in a local authority in England) or additional learning needs (in the case of a child who is in the area of a local authority in Wales)] he may have, either by regular attendance at school or otherwise.



A suitable education would include provision in numeracy, literacy, and language skills, appropriate to the child’s age, ability and aptitude and any additional learning needs/special educational needs they may have. These are essential in preparing the child to participate in, and function in, society. 



I refer to ....... letters issued to you recently offering to meet with you to discuss the education you are providing and to share advice and support for your provision of home education for your son/daughter. As I received [no response/ a refusal to attend a meeting], the local authority cannot be satisfied that your child/ren are receiving an efficient full-time education suitable to his/her age, ability, and aptitude and to any additional learning needs which he or she may have.



OR (delete as appropriate)



I refer to …. letters issued to you recently expressing concern about the provision of home education for your son/daughter. The local authority is not satisfied that your child/ren are receiving an efficient full-time education suitable to his/her age, ability, and aptitude and to any additional learning needs which he or she may have. 



In accordance with section 437(1) of the Education Act 1996[footnoteRef:3], the authority requires you, within 15 days from the service of this notice, to satisfy [name of local authority] that your child is receiving a suitable education. [3:  www.legislation.gov.uk/ukpga/1996/56/section/437 
] 




I look forward to hearing from you in relation to my request within the above-mentioned timescale.


Yours sincerely



Home education officer

Email:

Telephone:

Annex 8: School attendance order notice template (child without an IDP which names a school)

Dear [name of parent],



I wrote to you on [date] requiring you to satisfy the local authority that within 15 days that [name of child] is receiving suitable education. More than 15 days have now elapsed. On behalf of the local authority, I consider that [name of child/ren] should attend school and I intend to serve on you a school attendance order.



In the school attendance order, the authority intends to name [name of school] in the order and to name the following school(s) which they regard as (a) suitable alternative(s) 

·  

·  

· 

If you select one of the schools named above within 15 days from the date of service of this notice on you, the authority will name that school in the order.

Alternatively, if one of the following occurs within 15 days from the date of service of notice on you, the relevant school will be named in the Order accordingly:

1 You apply for admission to a maintained school and inform me if the school is in another local authority's area, and [name of child] is offered a place at the school as a result of the application. 

2 You ask this authority to provide a place for [name of child] at a school which is not maintained by a local authority, and [name of child] is offered a place at such a school under arrangements made by this authority for us to pay the fees under section 517 Education Act 1996.

3 You apply for a place for [name of child] at a school which is not maintained by a local authority and notify us of your application without asking us to pay the fees; and [name of child] is offered a place; and the school is suitable to [name of child]’s age, ability and aptitude and to any additional learning needs [name of child] may have.



OR (delete as appropriate)



Having considered [name of child] needs, I do not consider there are suitable 
alternative schools in [name of local authority]. Unless you provide a suitable alternative school, the local authority will name [name of school] in the order. 



Unless you provide information that confirms that you are delivering a suitable efficient full-time education suitable to the age(s), ability(abilities) and aptitude(s) of your child(ren) and any additional learning needs your child(ren) may have the local authority will issue the school attendance order after a further 15 days from the date of this letter.



Yours sincerely,





Home education officer

Email:

Telephone:
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Dear [parents’ name] 



[name of local authority] (“the Authority”) 


As you, [name of parent], of [address of parent], being the parent* of a child of compulsory school age in the area of the Authority, have failed to satisfy the Authority in accordance with the requirements of the notice served on you under section 437(1) of the Education Act 1996 by the Authority on [date of notice] that [name of child] is receiving suitable education, either by regular attendance at school or otherwise. 



And as, in the opinion of the Authority, [name of child] should attend school. 



You are required to cause [name of child] to become a registered pupil at the following school:


[Insert full name and address of the school and omit the whole or part of the following words as the case requires]



being the school [specified by the Authority] [selected by you] [determined by a direction of the Welsh Ministers] [as the school to be named in this Order] [specified in the statement for the child under section 324 of the Education Act 1996] [specified in the  individual development plan for the child under Part 2 of the Additional Learning Needs and Education Tribunal (Wales) Act 2018.





Failure to comply with the requirements of this order is an offence unless you can prove that [name of child] is receiving suitable education otherwise than at school.





Yours sincerely,



[Name of local authority officer] of [name of local authority]

Email:

Telephone:

















*The expression ‘parent’ in relation to a child or young person, includes any person who is not a parent of the child but has parental responsibility for him or her, or who care of the child.
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Are you satisfied that the child(ren) is receiving a suitable, full-time, efficient education*?









NO

YES





Record outcome and dates of previous and future visits



You issue a Notice (Annex 7) under s437(1) to parents stating:

• they are failing in their duty to provide their child with a suitable education; and

• they must satisfy the LA that they are providing a suitable education either by regular attendance at school or otherwise within a specified period of time (not less than 15 days*)

(*The 15 days runs from the date notice is served)



















Are you satisfied that the parents have evidenced the provision of a suitable, full-time, efficient education*?





NO

YES



Before deciding to specify a particular maintained school in a notice under section 438(2) the LA must consult the governing body of that school. Where they decide to specify such a school in the notice they must, before it is served, notify in writing the governing body and head teacher at that school.  





Parents can nominate a school of choice (subject to compliance with the requirements of section 438), but the LA must still notify in writing the governing body and head teacher at that school.

If you believe that it is expedient for the child to attend school, you should write to the parent (Annex 8) referring them to the notice and informing them under s438 of:

• the intention to serve an SAO and specifying the school the LA is proposing to name in the order, and if it thinks fit, one or more suitable alternative schools  

 • that they have 15 days in which to take action, or the LA will serve an SAO 





YES

















Are you satisfied that the parents have evidenced the provision of a suitable, full-time, efficient education OR the child has returned to school*?







NO **



You should issue an SAO (Annex 9).

The Order should specify which school the child should attend. The parent has 15 days to comply with the SAO.















Have the parents complied with the requirements of the SAO within 15 days*?





NO



Continue to next page.









You can:


- Prosecute parents for failure to comply with an SAO; and/or
- Apply for an Education Supervision Order (ESO)


You must consider applying for an ESO under s36(9) Children Act 1989 before a decision to prosecute parents for failure to comply with an SAO is made. 



If you do decide not to apply for an ESO, then you should record reasons that it was felt not to be appropriate. 










LA prosecutes parents.

AND/OR

LA applies for an ESO.



Court decides education is suitable and, therefore, does not convict.












You can: 
- Restart the s437 process again.
- Apply for an Education Supervision Order (ESO).





Parents do not send child to school despite conviction. 

Court decides education is not suitable and convicts’ parents.



Court decides education is suitable and refuses ESO.



Court makes ESO and you implement it. 









Parents do not comply with ESO.







You can prosecute for breach of an ESO and/or consider using safeguarding powers under the Children Act 1989 if local authority believes relevant threshold is met.















*In the absence of seeing the child, has the parent provided evidence they are providing an efficient full-time education which is suitable to the age, ability and aptitude of the child and any additional learning needs the child may have.  



**Where a local authority indicates that an SAO will be issued, and the family is working with the local authority to re-engage child with an agreed school, the expectation is that the child attends their new school within 20 days.





Welsh Government Statutory guidance (7.15) states that local authorities should approach all cases where the suitability of home education is in doubt using their powers in the Education Act 1996 but they should also be prepared, if a lack of suitable education appears likely to impair a child’s development, to fully exercise their safeguarding powers and duties to protect the child’s well-being, which includes their suitable education.
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Cross Border Working Protocol SEWC.doc
Dealing with pupils from another authority’s area



This protocol is cognisant of the Inclusion and Pupil Support Guidance 2016, Wales, and relates to Blaenau Gwent Local Authority and Schools dealing with all pupils, who:


a) attend a school within the authority but live in another authority, or

b) Live in the authority but attend school in another authority.

Cross Border Working

As there is a need to provide pupils with equal opportunities to access education, pupils should not be discriminated against because of the location of their registered school or home. 

Where a pupil lives in a different local authority to their school, the authority where the pupil is registered at school should take the lead and is responsible for any court action. However, the two authorities and the school will need to work closely together. Where appropriate, they should engage with other local authority services, agencies and individuals in the two areas. 


It may also be the case that the two authorities may fall into two different magistrates’ court areas. In this case the schooling authority would need to take any prosecution of parents/carers to the magistrates court covering the pupil’s home and would likely need the assistance of the home authority in doing so. 

All Local Authority Children’s Services Directorates should ensure that they have an agreed and written protocol for working with other authorities and countries where a pupil is attending a mainstream school in on area which is different to where they live. 


Pupils’ attendance may be affected by a variety of factors and if appropriate the Education Welfare Services will make referrals to the Local Authority Children’s Services team, where the pupil lives.  Following receipt of the referral it will be the decision of Children’s Services on how best to respond.

Pupils who have attendance difficulties may be vulnerable children or young people and, as such, the relevant local children’s safeguarding board should consider the action needed to address their needs. This should include agreements with other boards about cross border protocols for pupils with attendance difficulties.

Responsibility to investigate pupil absence from school

Maintained schools have a responsibility to accurately record the attendance of all pupils on their admission roll and attendance register. 


Initially schools should investigate any absence from school.  They should intervene early in order to address any patterns of absence and prevent a pupil’s absence becoming persistent.   

The Education Welfare Service should offer advice and support with regard to all pupils on the school roll regardless of the pupil’s place of residence. 

The Education Welfare Services/Attendance Services should take action to secure the child’s attendance regardless of the pupil's home residence address; where appropriate this involves taking legal action. 

Dual registered pupils


D’ code (Dual registration) should be used where a pupil is dually registered at two schools.

 

This code can also be used for Traveller children when it is known that:

1. They are attending another school; and 


2. Are dually registered at both schools

It should NOT be used unless these two conditions are met.

 


Schools should ensure that they have in place arrangements whereby the school where the pupil is scheduled to be can notify the “other” school of any absence by individual pupils so that both schools can record the pupil absence using the relevant absence code. For safeguarding and educational reasons, one of the schools must follow up all unexplained and unexpected absence in a timely manner, such as through “first day calling” procedures.

 


Approved Educational Activity must be supervised by someone approved by the school. It must also take place during the session for which the mark is recorded.

 

In the case of dual registered pupils who attend one school in Wales and one school in England, a common sense approach is required. LAs may use the D code to record such pupils BUT they must ensure they have protocols in place to track the pupil.  LAs and schools must be able to satisfy themselves that they: 

· have the necessary safeguarding arrangements in place;


· learners are receiving suitable education at the English school;


· And that the school falls within the ‘school’ criteria suitable for use of the D code (e.g. school or PRU - where Approved Educational Activity must be supervised by someone approved by the school). 

 

In cases where parents independently make arrangements for their child to receive education at an alternative school (as part of a dual registration), LAs and schools must be satisfied that the school is suitable. Information provided by the family can feed into this assessment but should not be the only source of information


School Attendance and Exclusions Sweeps


During the course of running sweeps, authorities will come across children from another authority’s area. There are a number of issues that police officers, police community support officers and local authority staff must consider in these situations, including whether the:

· child is registered at a school and out for a valid reason such as approved educational activity, exclusion, or absence that the school has authorised;

· school where the pupil is registered is on holiday or closed for another reason; or

· Child is being educated otherwise than at school e.g. home education.

Local authority staff should take action to follow up children identified by the sweep who are out of school without a good reason (including those who have been excluded. Where appropriate this can include one of the legal measures. They should also liaise with neighbouring local authorities about follow-up arrangements for children found out of area and ensure that an understanding is arrived at before the sweep takes place. When pupils are found from other areas the local authority should notify the Education Welfare Service where the pupil attends school if it is known or where the pupil lives. 

Responsibility of the local authority 


The Local Authority will have a record of all dual registered children who reside in their LA.


EWS will challenge schools to ensure that codes of pupils who attend alternative provision are accurate.

When requested this information is made available to Senior Officers. 

Responsibility of schools 


The school retains the responsibility for monitoring these pupils while they are accessing off-site provision, including monitoring that they are attending the provision when required, and that this is correctly recorded in the registers. This not only ensures that legal expectations are complied with, but also that pupils whereabouts are known and they are safeguarded.


Attendance registration issues related to alternative programmes. 

Schools must ensure they follow the correct procedures: 

( While the pupil is educated on-site they should be marked present as normal. 

( If a pupil registers with a member of staff other than at their normal tutor group or with their usual class teacher, the teacher responsible should ensure that their attendance mark is entered in the main register on a daily basis.

 ( For sessions where the pupil is educated off-site the code “B” (educated off-site) should be used. This code counts as a present mark but distinguishes itself from the normal (/ \) present mark for health and safety purposes.

 ( For dual registered pupils the code “D” should be used – dual registration normally applies where the second provision is a PRU or another school provision (e.g. pupils undergoing a managed move, or traveller children attending school temporarily in another area) 

( It is the responsibility of the school to monitor attendance at off-site provision of any kind and to keep accurate attendance records accordingly. (For example, if checks show that a pupil has failed to attend off-site provision this must be recorded as an absence in the usual way.) 

( For safeguarding reasons it would be strongly recommended that schools check attendance at all off-site provision on a daily basis.




