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Attendance Policy
(including Response to Children Missing Education CME)

Open Box Education Centre Statement of Intent

At Open Box Education Centre regular attendance is viewed as essential in ensuring uninterrupted progress and in
enabling students to reach their potential. Supporting good attendance is the responsibility of both school and
parents/carers. Effective partnership and timely communication between school and parents/carers is central to
supporting students in maintaining good attendance.

Staff and Governors at Open Box Education Centre expect all students to attend on time everyday according to their
agreed timetable. At Open Box Education Centre we are committed to encouraging regular attendance and ensuring
procedures are in place to support this and to minimise ‘lost learning hours’. We are committed to ensuring that all
students benefit from the opportunities available at Open Box Education Centre.

Our expectation is that students arrive on time and attend regularly every day that the school is open unless there is
an unavoidable reason for not doing so. We will actively promote this ethos throughout the school community and
encourage our students to achieve this. Where this expectation is not met, we will identify and address the barriers
that prevent this.

Rationale

Regular attendance and excellent punctuality are the foundations for academic achievement and personal
development. They establish a responsible attitude towards the opportunities available at school and underpin the
basis for the world of work. Attendance and punctuality are strongly linked to students’ well-being and safety.
Regular attendance demonstrates a commitment to learning and the school community. Poor attendance can
seriously affect each student’s:

¢ Attainment in school, through ‘lost learning hours’ (see appendix 3)
¢ Relationships with others and their ability to form lasting friendships
¢ Confidence to attempt new work and work alongside others

Our policy aims to raise and maintain levels of attendance by:

e Promoting a positive and welcoming atmosphere in which students feel safe, secure and valued

e Raising awareness of the importance of good attendance and punctuality

e Ensuring that attendance is monitored effectively and reasons for absences are recorded promptly and
consistently

The DfE has produced guidance for maintained schools, academies, independent schools, and local authorities:
Working Together to Improve School Attendance. Our Attendance Policy reflects the key principles of that guidance.

Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk)
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https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

This policy is written with the above guidance in mind and underpins our school ethos to:

e promote children’s welfare and safeguarding

e ensure every student has access to the full-time education to which they are entitled

e ensure that students succeed whilst at school

e ensure that students have access to the widest possible range of opportunities at school, and when they leave
school

In addition, all schools follow the DfE’s statutory safeguarding guidance, Keeping Children Safe in Education, which
emphasises the importance of understanding the impact of children who are missing or absent from education.

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

1. School Attendance and the Law

The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age,
aptitude, and any special educational need they may have. It is the legal responsibility of every parent/carer to make
sure their child receives that education either by attendance at a school or by education otherwise than at a school.

Where parents decide to have their child registered at school, they have an additional legal duty to ensure their child
attends that school regularly. This means their child must attend every day that the school is open, except in a small
number of allowable circumstances such as being too ill to attend or being given permission for an absence in
advance from the school.

New legislation was passed, The School Attendance (Pupil Registration) (England) Regulations 2024 which introduced
a National Framework in England. By law all children of compulsory school age must receive an appropriate full-time
education (Education Act 1996). Parents have a legal duty to ensure their child attends school regularly at the school
at which they are registered.

Parents may be recognised differently under education law, than under family law. Section 576 of the Education Act
1996 states that a ‘parent’, in relation to a child or young person, includes any person who is not a parent (from
which can be inferred ‘biological parent’) but who has parental responsibility, or who has care of the child.

A person typically has care of a child or young person if they are the person with whom the child lives, either full or
part time and who looks after the child, irrespective of what their biological or legal relationship is with the child.

National Framework for Penalty Notices

There is now a single consistent national threshold for when a penalty notice must be considered by all schools in
England, of 10 sessions (usually equivalent to 5 school days) of unauthorised absence within a rolling 10 school week
period. The 10 sessions of absence do not have to be consecutive and can be made up of a combination of any type
of unauthorised absence (G, O and/or U coded within the school’s registers). The 10 school week period can span
different terms, school years or education settings.

Sanctions may include issuing each parent (for each child) with a Penalty Notice for £160, reduced to £80 if paid
within 21 days (for the first offence). A second Penalty Notice issued within a three year period will result in a fine of
£160 per parent, per child. If a third offence is committed the matter may be referred to the local authority for
consideration of prosecution via the Magistrates Court. If prosecution is instigated for irregular school attendance,
each parent may receive a fine of up to £2500 and/or up to 3 months in prison. If a parent is found guilty in court,
they will receive a criminal conviction.

See Appendix 6 for the Essex Code of Conduct.

There is no entitlement in law for pupils to take time off during the term to go on holiday or other absence for the
purpose of leisure or recreation, or to take part in protest activity in school hours. In addition, the Supreme Court
has ruled that the definition of regular school attendance is “in accordance with the rules prescribed by the schoo

|”
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The School Attendance (Pupil Registration) (England) Regulations 2024 set out the statutory requirements for
schools. All references to family holidays and extended leave have been removed. The amendments specify that
headteachers may not grant any leave of absence during term time unless there are "exceptional circumstances"
and they do not have any discretion to authorise up to ten days of absence each academic year.

It is a rule of this school that a leave of absence shall not be granted in term time unless there are reasons
considered to be exceptional by the headteacher, irrespective of the child’s overall attendance. Only the
headteacher or his/her designate (not the local authority) may authorise such a request and all applications for a
leave of absence must be made in writing, in advance, on the prescribed form provided by the school. The school will
usually consider that the parent who has made the application is therefore allowing the leave of absence, and also
that all parents who are on the holiday are allowing the leave. Where a parent removes a child after their application
for leave was refused or where no application was made to the school, the absence will be recorded as
unauthorised. It is likely that penalty notices will be requested, in line with the National Framework and Essex Code
of Conduct, in respect of each parent believed to have allowed the absence.

At Open Box Education Centre 'exceptional circumstances' will be interpreted as ‘being of unique and significant
emotional, educational or spiritual value to the child which outweighs the loss of teaching time (as determined by
the Principal).” The fundamental principles for defining ‘exceptional’ are events that are “rare, significant,
unavoidable and short”. By 'unavoidable' we mean an event that could not reasonably be scheduled at another time,
outside of school term time.

2. Roles, Responsibilities and Procedures

2.1 Parents/carers

The Education Act 1996 states that parents/carers have the primary responsibility for ensuring that registered
students of school age attend school regularly and punctually and that they receive an education suitable for their
aptitude and ability. Parental responsibility and legal consequences for irregular school attendance are prescribed
within Section 7 and Section 444 of the Education Act 1996. We expect all parents and carers to support Open Box
Education Centre in ensuring regular attendance and good punctuality and to attend any meetings called to discuss
concerns around attendance and punctuality.

(See Appendix 1 for a Parents/Carers Guide to Attendance Responsibilities)

2.2 Students
Our students are encouraged to become independent young people including taking responsibility for their
attendance and punctuality.

2.3 The Principal
Attendance is a whole-school priority led strategically by the Principal. The Principal holds responsibility for
attendance matters, supported by all other members of staff. This role is responsible for:
e Leading the school’s attendance strategy
e Monitoring attendance data and trends
Driving improvement and ensuring compliance with statutory guidance
Ensuring pastoral support and targeted interventions are in place

2.4 The School Administrator

The school have a legal responsibility for maintaining school registers and taking the register twice a day. Attendance
is recorded by the School Administrator and data stored and analysed using the school’s management information
system (ARBOR). It is statutory duty for Open Box Education Centre to maintain accurate registers; these are legal
documents and may be called for as evidence by the Court. The school has a responsibility for reporting absence to
the Local Authority and the school also has safeguarding responsibility and duty of care to all our students. The
school will submit attendance data to the Department for Education where required and maintain systems to
support real-time attendance monitoring.
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2.5 Governor with Responsibility for Attendance
The governor with responsibility for safeguarding will also have oversight of the school’s attendance statistics,
management and procedures.

3. Promoting Regular Attendance

At Open Box Education Centre, we believe in developing good patterns of attendance and we set high expectations
for attendance and punctuality for all our students from the outset. It is a central part of our school’s vision, values,
ethos, and day to day life. We recognise the connections between attendance, attainment, safeguarding and
wellbeing.

Helping to create a pattern of regular attendance is the responsibility of parents/carers, students and all members of
school staff.

To help us all to focus on this we will:
e Accurately complete admission and attendance registers and have effective day to day processes in place to
follow-up absence as required by law;
e C(Celebrate excellent attendance by displaying attendance rates and awarding half termly attendance prizes
e Report to parents/carers every half term on their child’s attendance
e Teach about the importance of attendance for wellbeing and academic progress
e Communicate regularly with parents/carers regarding attendance that is of concern

4. Open Box Education Centre Attendance Rules

It is a rule of this school that students must attend every day, unless there are exceptional circumstances and it is
the Principal, not the parent/carer, who can authorise the absence.

4.1 We expect our students to attend school on time (9:30am) every day that the school is open, according to
their agreed timetable, unless there is an unavoidable reason for not doing so, for example lllness. It is the
Principal, not the parent, who can authorise the absence.

4.2 Leave of absence shall not be granted in term time unless there are reasons considered to be exceptional by
the Principal, irrespective of the child’s overall attendance. Only the Principal (not the local authority) may
authorise such a request and all applications for a leave of absence must be made in writing/on the
prescribed form provided by the school. Where a parent removes a child when the application for leave was
refused or where no application was made to the school, the school may request that the Local Authority
consider issuing a penalty notice.

4.3 ‘Regular attendance’ is recognised when a student attends for 96% of the time or above

4.4 Persistent absence (attendance that falls below 90%) affects life chances and Open Box Education Centre
have a duty to protect education; we will challenge any unauthorised absence and we will consider
appropriate support and interventions if a student falls into the category of ‘persistent absence’

4.5 We will celebrate, praise and reward students who achieve our expectations of a high level of attendance
and those who have shown sustained improvement

4.6 We will share attendance information with parents and students focusing on the link between attendance
and achievement

4.7 We will promote high attendance and punctuality through Starter lessons and individual discussion, always
reinforcing the link between attendance and achievement

4.8 The school will communicate attendance matters to parents via text, telephone, email and letters.

4.9 Attendance can be summarised as:
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- Congratulations! This will help all aspects of progress and life in school. This
gives a good start in life. This is considered regular attendance.

- Strive to build on this and improve to above 95% to prevent lost learning hours.

85%-90% POOR- Absence is now affecting attainment and progress at school. Please work with the
school urgently to improve the situation. This is now classed as persistent absence.

Below 85% | UNACCEPTABLE- Absence is causing SERIOUS CONCERN. It is affecting attainment and
progress and is disrupting learning. We will work with you and other agencies to improve
your child’s attendance. Permitting absence from school without good reason is an offence
by the parent. Only the school can authorise absence. The school will not accept all reasons
as valid.

5. Absence from school

5.1 Every half-day absence from school has to be classified by the school (not by the parent), as either authorised or
unauthorised. This is why information about the cause of any absence is always required. Each half-day is known as
a ‘session’.

There are only two categories of absence from school:

Authorised — approved
Unauthorised — not approved

Only the Principal can approve an absence from school. That is the law. Absence will be recorded using the code
recommended by the Department for Education Guidance on School Attendance.

Absence will be classified by the school, not parents/carers. An absence is classed as authorised when a child is away
from school for a legitimate reason and the school has received notification from a parent. For example, if a child has
been unwell and the correct medical evidence is received the school will make the absence authorised and mark
with an ‘I code (illness).

Requests for absence in term time must be submitted in writing in advance to the Principal who will treat every
request on an individual basis and respond accordingly. The rules about what type of absence is acceptable are set
out below:

5.2 Authorised (approved) Absence
Authorised absence is when the school has accepted the explanation offered as justification for the absence or given

approval in advance for such an absence.

Types of authorised absence that may be approved:-

. Leave of absence - for bereavement, funeral, wedding

. Medical absence for appointments — at hospital or orthodontic appointments. (Non- urgent routine check-up
appointments should be made for after school hours or during the school holidays.) Students are expected
to be absent for the minimal amount of time and not absent for the whole day.

. lliness (see appendix with recommended absence for minor illnesses)
. Religious observance
. If a student is excluded from school for a behaviour related incident, this is an authorised absence.

5.3 Unauthorised (not approved) Absence
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Unauthorised absence is when the school has not received a reason for absence or has not approved a child’s
absence from school after a parent’s/carer’s request.

Types of absence that will not be approved:

. Absence due to a birthday, shopping, day trips, looking after family members, late nights, tiredness etc

. Repeated llIness without medical evidence

. Truancy or refusal to attend

. Holiday in term time unless there are exceptional circumstances agreed to by the Principal — in line with

changes to the law implemented in 2024. Open Box Education Centre will not consider applications for leave
during term time during assessment and test periods in the school calendar affecting your child.

. Late arrival to school after the register has closed (11:20am) has to be recorded as an unauthorised absence
using the ‘U’ code.

. Absences which have never been properly explained.

. Other leave of absence in term time which has not been agreed.

Unauthorised absence can lead to parents /carers being fined by the Local Authority. All absence — authorised and
unauthorised — will be analysed and subject to challenge to ensure that any concern regarding frequency, pattern or
validity is acted upon swiftly to ensure safeguarding responsibilities are met.

5.4 Persistent Absenteeism (PA) and Severe Absenteeism (SA)

A student is defined by the Government as a ‘persistent absentee’ when they miss 10% or more schooling across the
school year for any reason; this can be authorised or unauthorised absence. Absence at this level will cause
considerable damage to any student’s education and we need the full support and co-operation of parents/carers to
resolve this.

The school will intervene early where attendance begins to decline, before the persistent absence threshold is
reached.

A student who has missed 50% or more schooling is defined by the Government as ‘severely absent’. Students
within this cohort may find it more difficult to be in school or face bigger barriers to their regular attendance and as
such are likely to need more intensive support across a range of partners.

6. How our policy works in practice
6.1 Absence from School

Parents/Carers are expected to phone, text or email the school administrator on the first day of absence by 9:00am
and each day thereafter informing the school of the reason for absence and the expected date of return to school.

6.2 Absence without reason (Children Missing from Education)
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When a student is absent, the attendance administrator will record the absence in the register. As part of our
safeguarding procedures, the school will endeavour to contact the parents/carers and other emergency contacts if
information has not been received regarding the reason for the absence. This will happen every day of non-
attendance where no call has been received informing us of absence and reasons why. Every parent/carer is
expected to share at least one additional emergency contact number to their own when their child first starts the
school.

If no contact can be made with the parent by the end of the second day of absence, and all messages go
unanswered, a home visit may be undertaken by the school or a police welfare check may be requested. The school
will liaise with Essex Children’s Safeguarding services for advice and support and a referral may be made to Essex
Social Care if there are safeguarding concerns.

Schools are required to inform the LA (The Education (Pupil Registration) (England) Regulations, 2024) of the details
of pupils who have been absent from school for 10 continuous school days and contact cannot be made with the
parent/carer to establish the reason for the absence and the absence has not been reported. At this point, the
student will be considered ‘missing from Education’.

Please see Appendix 5 for more information on processes around Children Missing from Education (CME)

6.3 Lateness

e Parents and carers are expected to alert the school as soon as possible if they know their child is going to
arrive late and explain the reason

e Students who arrive 5 mins or later after registration are recorded as ‘L’. Registration takes place at 9:30am
and 12:40pm.

e Frequent late arrival will be challenged by the school and contact made with parents. Persistent late arrival
will result in parents and students being asked to attend a meeting with the Principal

e If a student arrives after the register has closed at 11:20am and 1:30pm, this will be recorded as ‘U’ and will
be considered as an unauthorised absence for that session. Unauthorised sessions marked with a ‘U’ code
can result in a Penalty Notice being issued by the Local Authority.

6.4 Medical appointments

e Parents/carers should ensure that every effort is made to make or arrange medical appointments outside
school hours.

e We monitor the amount of time missed due to medical appointments carefully.

e We acknowledge that hospital and specialist clinic appointments, including orthodontic and on-going dental
treatment may require a student having time out of school. Our expectation is that the minimum amount of
learning is lost. We will seek an explanation from parents where a whole day is missed for this reason. Proof
of unavoidable medical appointments in school time must be provided for the school.

e Routine, non-urgent appointments must be made after school time and during the 12 weeks of school
holiday.

6.5 lliness

Students are likely to experience bouts of illness from time to time. Some students will be managing chronic or more
serious medical conditions that impact on their attendance. We will support students in these circumstances to
ensure they do not miss out on their education (see Appendix 2 for guidance on minor illnesses)

e When a student is unwell, parents/carers should contact the school by 9.00am on every day of absence.
Parents/carers must provide a reason for absence. When a student is absent due to illness, it is down to the
discretion of the Principal to mark it as ‘I’. Open Box Education Centre will authorise absences for illness
unless there is reason to doubt.
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e When a student is identified as having frequent absence for reasons of minor illness, a meeting will be
arranged to discuss this with the Principal and, if appropriate, the school nurse. We may share information
with external agencies, such as Family Solutions or Social Care.

o If a student is ill for an extended period of time, the school will provide work to be completed at home,
where appropriate, or liaise with hospitals or medical professionals to support learning.

6.6 Holiday absence in term time

Where a family chooses to go on holiday during term time, absences are to be coded as unauthorised (G code). It will
be down to the Principal’s discretion as to whether the school may request that the Local Authority consider issuing
a penalty notice. Each case will be considered individually and the decision regarding a penalty notice communicated
to the parents/carers.

6.7 Exceptional Circumstances

If a parent/carer feels there are exceptional circumstances that support a request for leave of absence in term time,
they must put the request in writing to the Principal giving sufficient notice to enable school consideration and a
written response to the request. (see appendix 4). Each case will be considered individually, and the decision
communicated to the parents.

6.8 Internal Truancy

If a student leaves the school without permission during school hours and staff are unaware of the whereabouts of
that student, parents/carers will be informed that their child is not in our care. Parents/carers will be asked to make
contact with their child to establish their whereabouts and instruct them to return to school.

If staff have any concerns about the safety or welfare of a student who has left the school building without
permission, a member of staff will walk outside and look for any signs of the student in the immediate local area. The
police may be called if a student cannot be located and safeguarding concerns remain.

6.9 Returning to School from Absence

When a student returns from a short period of absence, the school and teaching staff will ensure that the student is
given every opportunity to catch up on learning missed and to ensure other important activities that may have taken
place in their absence, such as immunisations or special learning days, are repeated where possible or alternate
arrangements put in place.

When a student returns from an extended period of absence, a reintegration meeting may be deemed necessary to
remind the student of our expectations and to arrange for catch-up learning to take place.

7. When absence becomes a concern

7.1 Interventions and Support around Poor Attendance

Non-attendance is an important issue that is treated seriously. However, each case is different and Open Box
Education Centre acknowledges that one standard response may not be appropriate in every case. Consideration is
given to all factors affecting attendance before deciding what intervention strategies to apply.

Step 1 — Regular Contact
Where there are concerns about a student’s absence or a student falls into the category of ‘persistent absence’, this
will be communicated to both students and parents by phone call, email or text. Weekly contact will be made to

communicate concerning attendance over the previous week and may reference ‘lost learning hours’ (see appendix)

Step 2 - Initial Support Meeting
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If no improvement is seen in attendance, the school will hold an Initial Support Meeting for parents/carers and
student with the Principal. The purpose of an initial support meeting is to listen to the reasons for the absences, to
explain the impact this is having on the student’s progress in school and agree a plan to immediately improve the
situation. Strategies will be agreed upon, targets set and a date for a review meeting arranged. If necessary, a
support plan to address any barriers to attendance will be agreed and the school will signpost parents/carers to

other agencies or services.

Step 3 — Team Around the Family Meeting (TAF)
If no improvement is seen in attendance following the Initial Support Meeting, the Principal will call a Team Around
the Family Meeting (TAF) and include, if appropriate, the school nurse, social care or other agencies involved. More
intensive strategies and support will be agreed upon, targets set and a date for a review meeting arranged. The
school may consider supporting transport to and from school for a short period of time or employing the services of
targeted mentoring to support improved attendance.

Step 4 - School attendance meetings (SAM)

If there continues to be no improvement following intervention work by the school and other agencies, the school
will contact the referring agency to discuss next steps, and may issue a penalty warning notice to the parents/carers.
The school may then choose to make a referral for support to the Attendance Compliance Team if a warning letter
has been sent to both parents. Once a case is referred and accepted, a School Attendance Meeting (SAM) may take
place with an Investigation Officer and a Member of School staff.

7.2 The Essex Attendance Compliance Team (ACT)
As an independent school, the Centre works in partnership with the Local Authority where enforcement action is

appropriate. The Essex Attendance Compliance Team has a statutory responsibility under the Education Act 1996 to
pursue non-school attendance and persistent lateness. Section 444 of the Education Act states that "if a child of
compulsory school age, who is a registered student at a school, fails to attend regularly at the school, the
parents/carers are guilty of an offence." Essex Local Authority, through the Attendance Compliance Team, may issue
Fixed Penalty Notices or prosecute parents/carers when children do not attend school regularly. A Fixed Penalty
Notice, which the school may request that the Local Authority consider issuing, may be issued or legal
intervention pursued, in line with the Essex Code of Conduct for Penalty Notices and the National Framework for
Penalty Notices, once the school has considered the individual case, including:

e Whether the national threshold for considering a penalty notice has been met (10 sessions of unauthorised
absence in a rolling period of 10 school weeks)

e Whether a penalty notice is the best available tool to improve attendance for that pupil

e Whether further support, a notice to improve or another legal intervention would be a more appropriate
solution

e Whether any obligations that the school has under the Equality Act 2010 make issuing a penalty notice
inappropriate

Local Authority Attendance Specialists work strategically by offering support to schools, families, and other
professionals to reduce persistent absence and improve overall attendance.

Parents are expected to work with the school and local authority to address any attendance concerns. Parents

should proactively engage with the support offered, aiming to resolve any problems together. This is nearly always
successful. If difficulties cannot be resolved in this way, the school may consider more formal support and/or refer
the child to the Local Authority. If attendance does not improve, legal action may be taken in the form of a Penalty
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Notice (see Appendix 6 for the Essex Code of Conduct), prosecution in the Magistrates Court or the application of an
Education Supervision Order, designed to strengthen parental responsibilities and ensure improved attendance.

8. Understanding barriers to attendance

Whilst any child may occasionally have time off school because they are too unwell to attend, sometimes they can
be reluctant to attend school. Any barriers preventing regular attendance are best resolved between the school, the
parents and the child.

If a parent thinks their child is reluctant to attend school, then we will work with that family to understand the root
problem and provide any necessary support. We can use outside agencies to help with this, such as the School
Nurse, Mental Health and Emotional Wellbeing support services, a Child and Family Support Worker or the relevant
Local Authority team/s. Where outside agencies are supporting the family, you may be invited to attend a Team
Around the Family meeting (TAF) to consider what is working well and what needs to improve. An individualised
early help plan will be agreed and subsequently reviewed.

Some students face greater barriers to attendance than their peers. These can include students who suffer from
long-term medical conditions or who have special educational needs and disabilities, or other vulnerabilities. High
expectations of attendance remain, however, and we will work with families and students to support improved
attendance whilst being mindful of the additional barriers faced. We can discuss reasonable adjustments and
additional support from external partners where appropriate.

Under the DfE’s statutory guidance, schools are required to submit a sickness return to the Local Authority for all
students who have missed/are likely to miss 15 or more school days (consecutive or cumulative) due to medical
reasons/illness.

8.1 The Use of Targeted Contact Timetables

At Open Box Education Centre, we recognise that some young people who have experienced trauma or have
conditions such as ADHD, who are neurodivergent, or diagnosed with Autism or PDA, may find regular attendance a
huge challenge. Sometimes we use an agreed ‘targeted contact timetable’ for a period of time as a strategy for
improving overall attendance and engagement, or as a way of temporarily removing stress on the young person or
the family. ‘Targeted contact timetables’ are only ever used positively in the young person’s best interest, and to
support the mental and emotional wellbeing of a young person, and are intended to increase attendance in certain
key subjects and improve engagement in the school community. They are never used to reduce access to
educational opportunities, but to maximise and improve access. ‘Targeted contact timetables” must always be
agreed with parents first and reviewed regularly with the student and parent/carer, and are broadened as soon as
possible. These arrangements are temporary and regularly reviewed to ensure full-time education is restored as
soon as possible.

9. Celebrating Success

Good and improved attendance will be communicated and celebrated with parents/carers on a weekly basis via text
messages and in the half termly reports. All students will be assessed on an individual basis recognising that
improvement for one student may look different from that of other students. Under the Equality Act 2010, the
school recognises that the attendance of students who suffer with diagnosed conditions that sometimes prevent
them from attending school on a full-time basis should be viewed within this context, and good attendance should
be recognised and celebrated within this context.

10. Deletion from Roll

Under Pupil Regulations 2006, all schools are now legally required to notify their Local Authority of every new entry
to the admission register within five days of the pupil being enrolled. In addition to this, every deletion from the
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school register must also be notified to the Local Authority, as soon as the ground for deletion has been met in
relation to that pupil, and in any event no later than the time at which the pupil’s name is deleted from the register.
This duty does not apply when a pupil’'s name is removed from the admission register at a standard transition point —
when the pupil has completed the final year of education normally provided by that school.

It is crucial that parents keep school updated with current addresses and contact details for the pupil and key family
members, in case of emergency

11. Formal guidance informing this policy

e Education Act 1996 which states if any child of compulsory school age who is a registered pupil at school fails
to attend regularly at the school, his/her parent is guilty of an offence.

e The School Attendance (Pupil Registration) (England) Regulations 2024

e Parental responsibility measures — regarding Penalty Notices (Fines) DFE January 2015

e  Working together to safeguard children 2023: statutory guidance (publishing.service.gov.uk)

e Keeping children safe in education. DFE September 2025

e Children Missing Education — DFE September 2016

e Essex Education Compliance team (ACT) Email: attendancecompliance@essex.gov.uk

e Essex Code of Conduct — March 2019

e Equality Act 2010

e Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk)

e Summary table of responsibilities for school attendance (applies from 19 August 2024)
(publishing.service.gov.uk)

To be reviewed every: 2 Years
Next review date: May 2028

Date of Review Reviewed by Ratified by Governors |Date of next review
Nov 2018 — version 1.0 Alison Dolan September 2019
Sep 2019 — version 2.0 | Alison Dolan 29-01-19 September 2020

Sep 2020 — version 2.1 Alison Dolan 29-09-20 September 2022
May 2022 — version 2.2 Alison Dolan 10-05-22 May 2024
May 2024 — version 2.3 Alison Dolan 25-06-24 May 2026
May 2026 — version 2.4 Alison Dolan 30-06-26 May 2028
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Appendix 1

Your Attendance Responsibilities:
A Parent/Carer Guide

1. What is expected of my child?

Your child is expected to attend school on time every day that the school is open, according to their agreed
timetable, unless there is an unavoidable reason for not doing so, aiming for above 95% attendance.

2. What if my child is running late for school?

If your child is going to be late for school, parent/carers are expected to phone (01992 577 300/07912 669567)
or email (admin@openboxeducation.org.uk) the school office to explain why they are going to be late.
Students who arrive 5 mins or later after registration (9:30am and 12:40pm) are recorded as late with ‘L’ code.

e If a student arrives after the register has closed for either the morning or afternoon session (registers close at
11:20am and 1:30pm) this will be recorded as ‘U’ and will be considered as an unauthorised absence for that
session.

3. What if my child it too unwell to attend school?

lliness for one day

When a student is unwell, parents/carers are expected to phone (01992 577 300/07912 669567) or email
(admin@openboxeducation.org.uk) the school office on the first day of absence before the start of the school day
at 9:30am to explain why their child will be absent for that day.

lliness for more than one day

When a student is unwell for more than one day, parents/carers are expected to phone (01992 577 300/07912
669567) or email (admin@openboxeducation.org.uk) the school office each day after the first day of absence
informing the school of the reason for continued absence and the expected date of return to school.

lliness for an extended period (more than 5 days)

If a student is ill for an extended period of time, the school will provide work to be completed at home, where
appropriate, or liaise with hospitals or medical professionals to support learning.

4. What if my child has a medical appointment?

Parents/carers should ensure that every effort is made to arrange routine, non-urgent medical appointments
outside school hours or during the 12 weeks of school holiday. Proof of unavoidable medical appointments in
school time must be provided for the school.

5. What if there is another reason for my child not attending school?

o If a parent feels there are exceptional circumstances that support a request for leave of absence in term time,
they must put the request in writing to the Principal giving sufficient notice to enable school consideration and a
written response to the request. Each case will be considered individually and the decision communicated to the
parents.

e Where a family chooses to go on holiday during term time, absences are to be coded as unauthorised (G code).
It will be up to the Principal’s discretion as to whether a penalty notice is requested. Each case will be
considered individually and the decision regarding a penalty notice communicated to the parents.

6. What if my child leaves the school without permission during the school day?

Parents/carers will be alerted and asked to make contact with their child to establish their whereabouts and
instruct them to return to school or ensure that they return home safely.

7. What happens if my child is absent and | do not communicate with the school?

If no contact can be made with the parent by the end of the second day of absence, and all messages go
unanswered, a home visit may be undertaken by the school or a police or social care welfare check may be
requested. The school will liaise with Essex Children’s Safeguarding services for advice and support and a referral
may be made to Essex Social Care if there are safeguarding concerns.

Open Box Education Centre 12 Attendance Policy updated May 2026




Appendix 2

What

to do

Advice on childhood illnesses

»

Go to school; if needed, get treatment

as required

Some restrictions for school attendance

Don't go to school and see the GP

What it's What it's like Going to| Getting | More advice
called? schoal | treatment
Asthma flare up | Wors=ning of usual symptoms ) Fallow your Sty of f school if feeling too
oare plan vl
Chicken e Rash begins as small, red, flat spots that develop Fharrmocy Back to school five days after
into itchy fluid-filled blisters on-set af the rash, or when all
lesions are crusted over
Commaon cold Runmy nose, seering, sore throat )) Fharrmacy Ensure good hand hygiens
Conjunctivitls | Teory, red, itchy, painful eye(s) )’ Pharrmoacy Try not to touch ey to avoid
spreading®
Flu Fewver, cough, sneezing, runry nose, headache Fharmacy Ensure good hand hygiene*
body aches and pain, exdhoustion, sore throat
GErmian Fever, firedress. Romed, red, rash thot starts on GP Back to school four doys after
measles the face and spreads dowmsands . the rash has starfed, if feeling
Ruballa well enough. Please ket the schaal
knowa, as pregnant memibers of
staff may be affected.
Glandular fever | High femperafure, Swollen glands, sore throat; GP "
usually maee painful than any before
Hand, fool & Fewer, sare throat, headoche, small painful biisters GP Attend schoal while monitoring
mouth dissgss | inside the mouth on tongue and gums (may )’ Lymptoms
appear on hands and feet)
Head lice Itehry sealp {may be worse af night) )) Pharrmacy
Imp.ﬂi-m .l:l.lsher: of red bumps or blisters surrcunded by GP Back to school when lesons
area of redness . crust or 48 hours after start of
anfibiofics
Measles Fewer, cough, runny nose, watery inflamed eypes, GP Back ta school four doys from
rashi . on-set of rash, and if feeling
well enaugh
Ringwearm Red ring shaped rash, may be itchy, rash may be Fharmacy
dry and scaby or wet and crusty
Srabies Itching rash, commonly between fingers, wrists, GP Back to school after first
albows, orm treafmeant
Searlet fever Fever, unwel, red fongue, sandpoper rash GP Exclusion period during first 24
hours of anfibiotics®
Shingles Pain, itching, ar tingling along the aoffected nerve GP Only stary off schoaol if rash is
pathrey. Blistar-type rash weaping ond cannat be covenad
Siekness bug/ | Sfomoch cramps, nauseq, wvamiting and diarrhoea Fharmacy Contact GF if symptoms persist
diarrhoea after 48 haurs
Threadworms Interse iichiness arownd anws )’ Fharmocy Ensure good hand hygiene
Tansilitis,’ Interse sore throat for more than 1 day Pharrmoacy Sem GP if termperature lasts
Strep throat more than 48 haurs or cannot
swallow . Only need to stay off
schaal if feeling too unwell
‘wWhooping Wickert coughing, with a ‘whoop” GP Exclusion period during first
caugh five doys of antibiotics
Covid Wisit wwwrihesulk for kebest

*Attend school while monitoring symptoms.,

This information is a guide and has been checked by health
professionals. If you are unsure about your child’s wellbeing, we
recommend you contact your pharmacy or GPF to check.

Should my child go to school /nursery today?

guidance

‘whorking in parinership with

P
Hertfordshire and West Essex Healthier Together for further infermation e
¥ i Essee County Councll

s LLE LIRS TS NS ! AN TN ST S

NHS
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Appendix 3

A Guide to Attendance Expectations

- Congratulations! This will help all aspects of progress and life in school. This
gives a good start in life. This is considered regular attendance.

91%-95%

AVERAGE- Strive to build on this and improve to above 95% to prevent lost learning hours.

85%-90%

POOR- Absence is now affecting attainment and progress at school. Please work with the
school urgently to improve the situation. This is now classed as persistent absence.

Below 85%

UNACCEPTABLE- Absence is causing SERIOUS CONCERN. It is affecting attainment and
progress and is disrupting learning. We will work with you and other agencies to improve
your child’s attendance. Permitting absence from school without good reason is an offence
by the parent. Only the school can authorise absence. The school will not accept all reasons

as valid.

A Guide to ‘Lost Learning Hours’ through Poor Attendance

Open Box Education Centre

Descriptor Threshold Actual attendance | Whole days of Learning Hours
attendance absence Lost
Excellent 100% 190 days 1] 0
99% 188 days 2 10
Good 98% 186 days 4 20
97% 184 days 6 30
96% 182.5 days 7.5 37.5
Cause for 95% 180.5 days 9.5 47.5
Concern 94% 179 days 11 55
93% 177 days 13 65
92% 175 days 15 75
91% 173 da 17 85
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Appendix 4

APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME

Leave of absence may only be granted by a person authorised in that behalf by the proprietor of the
school. As from 1st September 2013, the Education (Pupil Registration) (England) (Amendment)
Regulations 2013 amended Regulation 7 to prohibit the proprietor of a maintained school from
granting leave of absence to a pupil, except where an advance application has been made by the
parent with whom the pupil normally resides, and the proprietor considers that there are exceptional
circumstances relating to the application.

Taking your child out of school during term time could be detrimental to your child’s educational
progress. A pupil who takes 10 days absence will only attain 94.7% attendance in the year. 10 days
absence also means the pupil will miss 50 hours of education.

There is no entitlement to parents to take their child out of school during term time, however, you may
apply to the school for leave of absence if you believe there are exceptional circumstances.

If the absence is not authorised and the holiday is taken, the case will be referred to the Attendance
Compliance Team who may issue a Penalty Notice for £160 (or £80 if paid within 21 days) to each
parent for each child taken out of school.

Name of Child

D.O.B:

Year:

Date of First Day of Absence:

Date of Return:

Number of Days Requested:

Important: A letter must be attached to this request, outlining the ‘exceptional circumstances’ for
which a leave of absence is being applied for.

Signed: Dated:

Name:

School/office use only:

Attendance percentage preceding 12 weeks:

Number of sessions absence this academic year: Auth Unauthorised Total
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Appendix 5

Children Missing from Education (CME)
Introduction
‘Children missing education’ (CME) are ‘children of compulsory school age who are not registered pupils at a school
and are not receiving suitable education otherwise than at a school.” Children missing education are at significant
risk of underachieving, being victims of harm, exploitation or radicalisation, and becoming NEET (not in education,
employment or training) later in life. The school will follow the statutory guidance ‘Children Missing from Education’:
https://www.gov.uk/government/uploads/system/uploads/attachment _data/file/550416/Children Missing Educati
on - statutory guidance.pdf

School requirements

= Schools must enter pupils on the school’s Admissions Register at the beginning of the first day on which the

school has agreed, or been notified, that the pupil will attend the school. If a pupil fails to attend on the agreed or

notified date, the school should undertake reasonable enquiries to establish the child’s whereabouts and consider

notifying the local authority at the earliest opportunity.

= Schools must monitor pupils’ attendance through their daily register. Schools should agree with their local

authority the intervals at which they will inform local authorities of the details of pupils who fail to attend regularly,

or have missed ten school days or more without permission. Schools should monitor attendance closely and address

poor or irregular attendance. It is important that pupils’ poor attendance is referred to the local authority.

=  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, the pupil can be removed from the Admissions Register

when the school and the local authority have failed, after jointly making reasonable enquiries, to establish the

whereabouts of the child. This only applies if the school does not have reasonable grounds to believe that the pupil

is unable to attend because of sickness or unavoidable cause.

= schools are legally required to notify their Local Authority of every new entry to the admission register within five
days of the pupil being enrolled. In addition to this, every deletion from the school register must also be notified
to the Local Authority, as soon as one of the statutory grounds for deletion has been satisfied and not later than
the date on which the pupil is removed from roll.

Open Box Education Centre Response to CME

= When a student enters the school, the school administrator will notify the local authority of the admission via the
online portal within five days of enrolment. When a student leaves the school the attendance administrator will
notify the local authority of the deletion from the admissions register via the online portal on the day of deletion.

= When a student is absent, the school administrator will record the absence in the register. As part of our
safeguarding procedures, the school will endeavour to contact the parents/carers and other emergency contacts
if information has not been received regarding the reason for the absence. This will happen every day of non-
attendance where no call has been received informing us of absence and reasons why. Every parent/carer is
expected to share at least one additional emergency contact number to their own when their child first starts the
school.

= Parents/Carers are expected to phone the school on the first day of absence and each day thereafter informing
the school of the reason for absence and the expected date of return to school. If no contact can be made with
the parent by the end of the second day of absence, and all messages go unanswered, a home visit may be
undertaken by the school or a police welfare check may be requested. The school will liaise with Essex Children’s
Safeguarding services for advice and support and a referral may be made to Essex Social Care if there are
safeguarding concerns.

= Schools are required to inform the LA (The Education (Pupil Registration) (England) Regulations, 2006) of the
details of pupils who have been absent from school for 10 continuous school days and contact cannot be made
with the parent/carer to establish the reason for the absence and the absence has not been reported.

Safeguarding

The school has a safeguarding duty in respect of its pupils, and as part of this will investigate any unexplained
absences. Where there are safeguarding concerns about any child, the school will always follow its Safeguarding and
Child Protection Policy, which includes reporting to the local authority.
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Appendix 6
This appendix reflects Essex Code of Conduct (2019). National penalty notice thresholds and fines outlined in the main
body of the policy take precedence.
ESSEX CODE OF CONDUCT
PENALTY NOTICES FOR PARENTS OF TRUANTS AND PARENTS OF PUPILS
EXCLUDED FROM SCHOOL
ANTI-SOCIAL BEHAVIOUR ACT 2003 SECTION 23

The purpose of this local code of conduct is to ensure that the powers are applied consistently and fairly across the
Local Authority area to all Essex residents.

The Government requires Local Authorities to issue a code of conduct and any persons issuing Penalty Notices to a
parent must do so in accordance with this protocol. Essex County Council is legislatively responsible for
administering the Penalty Notice scheme and will do so in accordance with a number of legislative and non-
legislative requirements.

The Essex code has been agreed following consultation with;

. Essex County Council representatives — Attendance Compliance Team and Essex Legal Services.
. Representatives from Governing Bodies and Principals of Essex Schools

o Essex Police

o Persons accredited under Essex Police’s Community Safety Accreditation Scheme (CSAS)

The Code of Conduct is in accordance with the following legislation;
LEGISLATIVE FRAMEWORK FOR EDUCATION PENALTY NOTICES

The legal framework governing school attendance and the responsibilities of parents of excluded pupils, schools and
the LA is set out in a succession of acts, regulations and other guidance.

Education Act 1996

Under Section 7 of the Act: the parent is responsible for making sure that their child of compulsory school age
receives efficient full time education that is suitable to the child's age, ability and aptitude and to any special
educational needs that the child may have, this can be by regular attendance at school, or otherwise (the parent can
choose to educate their child themselves). If it appears to the LA that a child of compulsory school age is not
receiving a suitable education, either by regular attendance at school or otherwise then they must begin procedures
for issuing a School Attendance Order under Section 437 of the Education Act 1996.

If a child of compulsory school age who is registered at a school fails to attend the school regularly the parent is
guilty of an offence under Section 444(1) of the Education Act 1996. In addition, if it can be proved that a parent
knew of the child's non-attendance and failed to act, then they may be found guilty under Section 444(1 A). This
offence (known as the higher or aggravated offence) can lead to a warrant being issued compelling a parent to
attend court and conviction may result in a higher level fine and/or a custodial sentence.

On 6 April 2017, in the case of Isle of Wight Council v Platt [2017] UKSC 28, the Supreme Court ruled that the word
‘regularly’ means ‘in accordance with the rules prescribed by the school.’

Anti-social Behaviour Act 2003
http://www.legislation.gov.uk/ukpga/2003/38/contents

The Act added two new sections (444A and 444B) to the Education Act. It introduced penalty notices as an
alternative to prosecution under Section 444; the issuing of penalty notices is governed by:

. The Education (Penalty Notices) (England) Regulations 2007
Open Box Education Centre 17 Attendance Policy updated May 2026



o The Education (Penalty Notices) (England) (Amendment) 2013
http://www.legislation.gov.uk/uksi/2013/757/contents/made

Children Act 1989
http://www.legislation.gov.uk/ukpga/1989/41/section/36

Crime and Disorder Act 1998
https://www.legislation.gov.uk/ukpga/1998/37/section/16

Education and Inspections Act 2006
http://www.legislation.gov.uk/ukpga/2006/40/contents

The Education (Pupil Registration) (England) Regulations 2006 (Amended 2013)
http://www.legislation.gov.uk/uksi/2013/756/regulation/2/made

AUTHORISATION TO ISSUE PENALTY NOTICES

Primary responsibility for issuing penalty notices rests with the Local Authority (LA). It has been agreed that the
Attendance Compliance Team, on behalf of Essex LA, will usually issue penalty notices. The Service will administer
the scheme from any funds obtained as a result of issuing penalty notices.

Head Teachers (and Deputy Head Teachers and Assistant Head Teachers authorised by the head teacher) and police,
and persons accredited by the community safety accreditation scheme are all able to issue the notices under the Act,
although there is no requirement for them to do so.

In Essex it has been agreed that the Police and Head Teachers will not issue penalty notices to parents. Persons
accredited through the Community Safety Accreditation Scheme are authorised to do so.

CIRCUMSTANCES IN WHICH A PENALTY NOTICE MAY BE ISSUED
Penalty Notices apply to pupils of statutory school age, which commences the term immediately following the child’s
5th birthday and finishes on the last Friday in June of school year in which they turn 16.

Penalty notices will only be issued as a conclusion to a series of processes and when all attempts to address school
attendance matters have been unsuccessful. If a previous Penalty Notice has been unsuccessful, rationale and
justification should be provided as to why issuing another Penalty Notice would improve the attendance of the
student. If schools are not aware of any previous or current legal interventions they must email
attendancecompliance@essex.gov.uk . A response will be sent within 3 working days.

Parents cannot be penalised more than once for the same period of absence.

Domestic and European legislation and case law makes it clear that when serving a formal Notice in criminal
proceedings, the recipient must be clearly and unambiguously identified. For the Purpose of issuing a Penalty Notice
under this Code, the parent’s first and last name must be cited on the Notice and any covering letter.

Essex partners have agreed to use Penalty Notices for the following circumstances however the offence under s444
Education Act 1996 is the same whether issued for unauthorised leave of absence (ULA) or irregular school
attendance (ISA):

Penalty notices for unauthorised leave of absence (ULA)

Penalty Notices may be issued where there have been at least 10 consecutive sessions of unauthorised absence for
the purpose of a holiday, whereby a parent made an application to the School which the Head Teacher has deemed
not for exceptional circumstances. In addition, a Penalty Notice may also be issued, whereby the parent did not
submit a leave of absence request, however the school have reason to believe the absence was for the purpose of a
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holiday and should not be authorised as parent has not provided any additional evidence which the Head Teacher
deems appropriate to support the absence.

In addition to the above criteria, due to the importance of pupils settling into school at the commencement of the
school year, Penalty Notices may also be issued if there have been at least 6 consecutive sessions of unauthorised
absence during the first two weeks of September due to a term-time holiday.

The Local Authority requests that for Penalty Notices to be issued, parents must be duly warned of the legal
ramifications under separate cover if they remove their child from school for the purpose of a holiday.
Schools/Academies must reference the use of Penalty Notices within their Attendance Policy which must be
available to all parents/carers online and/or in hard copy within the school, accessible to parents to read. Schools
should remind parents of the protocol regarding leave of absence during term time.

Penalty Notices for Irregular School Attendance (ISA)
Penalty Notices may be issued where there has been at least 10 sessions of unauthorised absence during the
previous 10 school weeks.

Parents must have been issued with a Legal Action Warning Letter with accompanying Legal fact sheet and given
opportunities to inform the school of any factors impacting on their ability to ensure their child attends school
regularly. Warning letters are valid for 18 calendar weeks.

The Local Authority advises that the following template is used for irregular school attendance referrals as this has
been specifically designed to enable the progression of cases if appropriate. This letter must be on headed paper
from the school or accredited persons issuing the notice. The legal fact sheet must be included

https://schools.essex.gov.uk/pupils/Attendance_Compliance/Documents/Legal%20Action%20Warning%20Letter%?2
0for%20schools.docx .

Failure to adequately issue warning to parents may result in the Penalty Notice being withdrawn or not issued.

All penalty notice referrals or notifications from Accredited Persons must be sent via Essex County Council’s online
portal and all relevant pre-referral work in accordance with the Local Authority requirements must be uploaded
alongside the referral/notification.

The Local Authority must be satisfied that the substantive offence in accordance with s.444 Education Act 1996 has
been committed prior to issuing a Penalty Notice.

Evidence of attempts to address attendance concerns within the previous 8 weeks prior to requesting or notifying of
a Penalty Notice must be submitted. Satisfactory evidence includes letters, notes of home visits, meetings,
telephone calls etc.

N.B. for ULA and ISA PN’s consideration should always be given to whether it is appropriate to issue to absent
parents.

Number of Penalty Notices which can be issued for Irregular school attendance/unauthorised leave of absence
Discretion will be used to enable up to two penalty notices to be issued to each parent for each child within a twelve
month period. If the law continues to be broken around school attendance the Attendance Compliance Team may

instigate legal proceedings.

Number of Penalty Notices which can be issued for pupils identified during a school attendance and exclusion
sweep
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School attendance and exclusion sweeps take place in Essex and children stopped are often with parents condoning
the absence.

If the Head Teacher has not authorised the absence of a pupil stopped by a Local Authority Officer and Police Officer
on a sweep and there has been at least 9 unauthorised absences for that pupil during the preceding 10 schools
weeks, school will issue a legal action warning letter to the parent within 14 days. If there are any further
unauthorised absences, during the following 18 calendar weeks a referral to the Attendance Compliance Team may
be submitted for a Penalty Notice to be issued.

Essex will issue no more than two penalty notices to a parent in a twelve month period for pupils identified on a
school attendance and exclusion sweep. If the law continues to be broken around school attendance the Attendance
Compliance Team will instigate legal proceedings.

Excluded children

When a child is excluded from school, the parent will be responsible for ensuring that their child is not found in a
public place during normal school hours on the first five days of each and every fixed period or permanent exclusion.
(Section 103 Education and Inspections Act)

The excluding school must have notified the parent informing them of their duty and warning that a penalty notice
could be issued.

Where there is more than one person liable for the offence, a separate penalty notice may be issued to each person.

Where a pupil is present in a public place in the first five days of a fixed period exclusion the Essex Local Authority
would issue a penalty notice if the school is in their area. Where the child has been permanently excluded, it would
be the authority where the child resides.

Number of penalty notices which can be issued for exclusion
Essex will issue a maximum of 2 penalty notices per parent for each child during a 12 month period.
Number of penalty notices which can be issued for unauthorised leave of absence

Essex will issue no more than two penalty notices to a parent in a twelve month period for unauthorised leave of
absence. If the law continues to be broken around school attendance, the Attendance Compliance Team will
consider further legal interventions.

PAYMENT OF PENALTY NOTICE

The penalty for each parent issued with a Penalty Notice is £120 for each child, however if paid within 21 days of
receipt of the notice, it is reduced to £60. (Service by post is deemed to have been effected, unless the contrary is
proved, on the second working day after posting the notice by first class post).

All penalties are paid to the LA and revenue generated is retained to administer the system and contribute towards
s444 prosecutions following the non-payment of the Penalty Notice.

If the penalty is not paid in full by the end of the 28 day period, the Attendance Compliance Team will either
prosecute for the offence to which the notice applies or withdraw the notice. The prosecution is not for non-
payment of the notice but is a prosecution for irregular school attendance — Education Act 1996 Section 4441.

There is no statutory right of appeal against the issuing of a penalty notice.
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WITHDRAWAL OF PENALTY NOTICE
A penalty notice may be withdrawn by the local authority named in the notice under the following circumstances:
¢ Where the local authority deems it ought not to have been issued i.e. where it has been issued outside the
terms of the local code of conduct or where the evidence does not support the issuing of a penalty notice
¢ |t appears to the local authority that the notice contains material errors
¢ Where it has been issued to the wrong person named as the recipient.

CO-ORDINATION BETWEEN THE LOCAL AUTHORITY AND ITS LOCAL PARTNERS
The Attendance Compliance Team and its local partners will review this Code of Conduct bi-annually unless local
needs require otherwise.

VERSIONS

Original Code of Conduct was introduced in September 2004.
Most recent revision - November 2017

Revised March 2019 for implementation from April 2019
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