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The following codes are taken from Working Together to Improve School Attendance

	Code
	Definition
	Scenario

	/
	Present (am)
	Pupil is present at morning registration

	\
	Present (pm)
	Pupil is present at afternoon registration

	L
	Late arrival
	Pupil arrives late before register has closed

	


B
	Off-site educational activity approved by the school.
Schools must also record the nature of the approved educational activity.
	Examples of nature of activity
· 1) Attending taster days at college
· 2) Attending courses at college
· 3) Attending unregistered alternative provision arranged by the school

	D
	Dual registered
	Pupil is attending a session at another setting where they are also registered

	

K
	Attending education provision arranged by the Local Authority
Schools must also record the nature of the provision
	
· Attending courses at college
· Attending unregistered alternative provision such as, home tutoring

	P
	Sporting activity
	The pupil is attending a place for an approved educational activity that is a sporting activity

	
V
	
Educational visit or trip
	An educational visit or trip arranged by or on behalf of the school and supervised by a member of school staff

	

W
	

Attending work experience
	The pupil is attending a place for an approved educational activity that is work experience provided under arrangements made by a local authority or the school as part of the pupil’s education



	Code
	Definition
	Scenario

	Absent – leave of absence

	




C
	Leave of absence for exceptional circumstances


Generally, a need or desire for a holiday or other absence for the purpose of leisure and recreation would not constitute an exceptional circumstance
	

Schools must judge each application individually considering the specific facts and circumstances and relevant background context behind each request. Where a leave of absence is granted, the school will determine the number of days a pupil can be absent from school

	


C1
	Leave of absence for the purpose of participating in a regulated performance or undertaking regulated employment abroad
	

All schools can grant leaves of absence for pupils to undertake employment (paid or unpaid) during school hours

	

C2
	Leave of absence for a compulsory school age pupil subject to a part-time timetable
	All pupils of compulsory school age are entitled to a full-time education. In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a temporary part-time timetable to meet their individual needs

	E
	Excluded
	Suspended or permanently excluded and no alternative provision made

	

I
	
Illness (not medical or dental appointment)
	The pupil is unable to attend due to illness (both physical and mental health related). Schools should advise parents to notify them on the first day the child is unable to attend due to illness

	
J1
	
Interview
	Attending an interview for employment or for admission to another educational institution



	M
	Medical appointment
	Attending a medical or dental appointment

	
R
	
Religious observance
	The pupil is absent on a day that is exclusively set apart for religious observance by the religious body the parent(s) belong to

	S
	Study leave
	Studying for a public examination. Must be used sparingly with revision opportunities in school

	
T
	Parent travelling for occupational purposes
	The pupil is a mobile child and their parent(s) is travelling in the course of their trade or business and the pupil is travelling with them

	
X
	Non-compulsory school age pupil not required to attend school
	



	Code
	Definition
	Scenario

	Absent - unable to attend school because of unavoidable cause

	
Q
	Unable to attend the school because of a lack of access arrangements
	This is linked to transport not other access arrangements

	Y1
	Unable to attend due to transport normally provided not being available
	The school is not within walking distance of the pupil’s home and the transport to and from the school that is normally provided for the pupil by the school or local authority is not available

	Y2
	Unable to attend due to widespread disruption to travel
	

	Y3
	Unable to attend due to part of the school premises being closed
	



	Y4
	Unable to attend due to the whole school site being unexpectedly closed
	
Adverse weather

	Y5
	Unable to attend as pupil is in criminal justice detention
	In police detention, remanded to youth detention, awaiting trial or sentencing, or detained under a sentence of detention.

	Y6
	Unable to attend in accordance with public health guidance or law
	

	Y7
	Unable to attend because of any other unavoidable cause
	An emergency has prevented the pupil from attending. The unavoidable cause must be something that affects the pupil, not just the parent.





	Code
	Definition
	Scenario

	Unauthorised absence

	G
	Unauthorised holiday
	Holiday not granted by the school

	

N
	
Reason for absence not yet established
	Pupil is absent for an unknown reason (this code should be amended when the reason emerges, or replaced with code O if no reason for absence has been provided after a reasonable amount of time)

	O
	Absent in other or unknown circumstances
	Where no reason for absence is established or the school is not satisfied that the reason given

	U
	Arrival after registration
	A pupil has arrived late after the register has closed but before the end of session.




	Code
	Definition
	Scenario

	Administrative Codes

	
Z
	Prospective pupil not on admission register
	To enable schools to set up registers in advance of pupils joining the school to ease administration burdens.

	
#
	
Planned whole school closure
	Whole school closure due to half-term/bank holiday/INSET day/use of whole school as polling station
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	Attendance Need
	Interventions for attendance issues not showing EBSA
	Showing signs of EBSA
	Correspondence

	STAGE 0
-Sporadic absence
-Holiday
-Early concern. 

	-Attendance flyer sent to parent/carer- discussed at attendance meeting
-General reminders to students about the importance of attendance 
	-Stage 0 Flyer

	
	
	
	

	STAGE 1
All data monitored by Pastoral and AO and actions directed to Tutor mentoring

10 sessions missed: (5 days)
Drop in Attendance due to:
· Sporadic Illness
· Truancy
· Medical incidents
· Ongoing sickness
· Anxieties
· Friendship issues.
· No identified/communicated reason.

NOT FOR HOLIDAY OR OTHER AUTHORISED ABSENCE

	· Tutor to fill in pupil voice attendance form with identified pupils

Attendance 1: tutor check-in


· Discussed at weekly Attendance meeting HOY/AO as well as name to be raised at GA meetings.
· SEND testing using Dyslexia Profile and/or Visual Stress Testing. Check we have full CATs and reading ages. 
· Wellbeing signpost if appropriate after form completed.
· Super tutor to conduct PASS testing and conduct 6 week mentoring/check-in using booklet : (Add link)
	-Stage 1 letter to inform of testing, interventions etc. 

Tutor google form 

Logged on Tracker/CPOMS



	
	
	
	

	STAGE 2
20 sessions missed:  (10 days)
  
EBSA route linked to the following absences:


· Anxiety
· Health and Wellbeing
· Sensory factors
· Social factors
· Academic factors
· Factors relating to change
· Family Wellbeing Factors
· Maintenance/secondary factors
· Mental Health

Intervention route link to the following absences:
· Long Term Medical
· Truancy
· No identified/communicated reason
· Parental condoning
	Early Intervention Pastoral (DHOY)
Discussion in Link:
· Form to be sent to parent prior to meeting

Attendance 2: Pre-meeting parent questionnaire



· Attendance plan to be completed with Pastoral, student and parent during meeting

Attendance 2- Student Plan.docx



· Added to pastoral intervention groups if appropriate, examples below:
· Resilience group
· Angry Feelings group
· Key Worker list
· Bereavement group

If appropriate after meeting also signpost to additional services:
· Wellbeing/pastoral support
· Counselling/sign post to services
· Pastoral Attendance Support Plan
· Key person check in

DHOY mentoring programme:
· Interventions provided from PASS testing, all resources produced already.
· If more than 6 weeks has passed then the new PASS test will be completed. 
·  RAG School Timetable - Red, Amber, Green to see which subjects are causing most concern. These to be discussed at Attendance meetings/GA for any adaptions that may be needed. 

	Stage 2 Letter

In person meeting with parents with either DHOY/HOY. To be logged on CPOMS/Tracker. 

Any supportive arrangements to be shared with Tutor and Teachers. 

	
	
	
	
	

	STAGE 3
30 Sessions Missed (15 days)

15 days cumulative illness (30 sessions) needs to be logged with LA by the attendance officer. 

Routes now differentiated for EBSA/NON-EBSA students

Contact with LA: attendancequeries@hants.gov.uk or 01962 846340

	Head of Year

Review Parental meeting with HOY no AO or SEN. If no improvement, the following considerations:


· Timetable adaptations e.g R+R
· CAMHS referral
· Counselling
· IARF
· Rare - Reduced/alternative TT only considered in serious cases.
· Legal Intervention Team (after 10 x O’s)  referral discussion if no parent engagement or valid reasons. 
· Unauthorise if no parent engagement or valid reasons.
· Medical evidence

To complete review form in meeting:

Attendance 3: Parent review form

	Attendance officer/ Learning mentor mentoring with student: 

Parental review meeting with HOY and AO using review form:

Attendance 3: Parent review form

Mentoring with AO/Learning mentor using the following booklet:

1st session-EBSA 1 Mentoring session 1.pdf

2nd session - EBSA 2 Mentoring session 2.pdf

3rd session- 

4th session-

These documents to be printed in personalised booklets.

If SEND needs arise at this stage, follow next box of SENCO introduction.

	Key Worker SEND

Parental review meeting with HOY and AO if appropriate

Introduction to SENCO with parent meeting.

Checklist and EBSA form to be completed during the meeting:

Attendance 3: EBSA form parent meeting.pdf

Attendance 3: EBSA checklist parent meeting.docx
For the form, please make a new copy per student and save in the Student Tracker folder in personal folder. 

Student Tracker

Follow pathway for interventions in non EBSA  with regular GA reviews
	Stage 3 letter

In person meeting with parent 

Medical evidence is helpful if illness is related. 

Unauthorise absences - no valid reason.

Parent Contract if appropriate e.g lateness as well.

	
	
	
	

	Stage 4
40 Sessions missed (20 days)

Outside Agency/ multi-agency support..

	Interventions as per STAGE 3


· Reduced/alternative TT only considered in serious cases.
· Legal Intervention Referral -non engagement from parents
· ISS Referral - Medical
· IARF 

	Meet with AHT/SENCO  12 week plan

EBSA Personalised support plan.docx
For the form, please make a new copy per student and save in the Student Tracker folder in personal folder. 

Improvement seen:
Continue PSP for 8 weeks and reduce down gradually
· Continue for 4 weeks and reduce down further
· Continue for 2 weeks and back into the tutor for check-ins

No Improvement move to STAGE 5

	Stage 4 letter:

LIT referral to be completed and processed if required.

	
	
	
	

	STAGE 5
45 sessions- Following EBSA Intervention plan and continuing Outside and multi-agency support.

	Multi-agency Support / Review and Next Steps
Continue with another 12 week intervention programme including outside agency involvement.
EBSA Personalised support plan.docx
For the form, please make a new copy per student and save in the Student Tracker folder in personal folder. 


·  Educational Psychologist  for a Person Centred Planning Meeting - (PCP)
· Alternative Provision
· EHCP -if PCP outcomes suggest it for medical/academic
· Work to be set online and marked 
· Key Worker crucial in this process continue meeting with the young person -daily.
· Teacher online check-ins for subjects the young person is struggling to go into particularly if on a reduced/alternative TT.

	Stage 5 - legal intervention letter

LIT referral to be completed and processed if required.

	
	
	
	

	Lateness and punctuality
Reasons:
Unavoidable:
· Travel issues (taxi)
· Young Carer
· Medical appointments
· Music/sport commitments
Concerns:
· Location
· Travel issues 
· Laziness
· Avoidance of tutor time
· Avoiding Intervention
· Avoiding crowds/individuals
	Tutor to check in for multiple lates, sanction if appropriate. 

-2 lates in one week, hub submission and phone call home from tutor. 

-Continuous hub for lateness pastoral phone call home

-Continuous lateness, in person meeting and parental contract. 


	
	



	Notes: 

Once a student reaches 15 days cumulative illness this should be logged with the Local Authority. 

Contact with LA: attendancequeries@hants.gov.uk or 01962 846340

Mental Health absence should be coded as I should the AO/AHT be satisfied this is the case. Follow Mental health issues affecting a pupil's attendance: guidance for schools - GOV.UK

Medical Referrals go to ISS Referrals to Education and  Inclusion Therapy Service | Education and learning | Hampshire County Council

LIT Referrals go to LIT team Hampshire’s Legal Intervention Team (LIT) | Education and learning | Hampshire County Council
















