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Introduction:
At Brian Jackson College, we believe that regular attendance is not only essential for achieving strong educational outcomes but also for nurturing the social, emotional and personal development of every pupil.  Our commitment to a relational approach underpins everything we do; we build trust, listen with care, act with integrity and support each young person to feel valued, seen and empowered.

We understand that some of our pupils may face complex challenges that impact their ability to attend regularly.  We approach these situations with empathy, professionalism and a deep commitment to inclusion.  Our ethos promotes a sense of belonging, ensuring pupils know that their presence matters and that they are missed when absent.  Every absence is noticed, not just in registers, but in the relationships, we build with or pupils and families.

There is clear evidence of a strong link between high attendance and improved life chances.  For our pupils to gain the greatest benefit from their education, it is vital that they attend school regularly and punctually.  We therefore expect all pupils to attend every day the college is open, unless absence is unavoidable.

This attendance policy sets out the principles, expectations and strategies we use to:
· Promote and celebrate high levels of attendance and punctuality.
· Identify and remove barriers to attendance through supportive, restorative practices.
· Collaborate with families and external partners to offer personalised pathways for pupils in need of additional support.
· Ensure that no child is left behind due to non-attendance through inclusive and empowering interventions.
· Fulfil our legal responsibilities around attendance monitoring and enforcement, where necessary.

At Brian Jackson college, we aim to create a learning environment that is approachable and supportive, where attendance is not just expected but encouraged through mutual respect, connection and care.

Attendance and Outreach Leads.
We have an Attendance and Outreach Lead based at each site for Brian Jackson College. When calling the schools to report of a pupil’s absence or to discuss any attendance matters, they can be contacted by the below information.  
Vision House – Elisha Abrahams – 01924 408306
Wellington House – Elizabeth Wood – 01484 431962


KEY POINTS

At Brian Jackson College, our expectations around attendance are built on the foundation of trusting, mutual respect and a shared belief in each pupils potential.  We work closely with families to ensure that attendance is seen as a partnership, not a punishment and that all interventions are guided by our values of being caring, inclusive, empowering, approachable and trusted.

· All registered pupils of compulsory school age are legally required to attend school regularly.
· The college expects all pupils to attend from 8.30am to 2.30pm daily, unless there is an agreed unavoidable reason for absence.
· We understand that some pupils face personal or family challenges that impact attendance.  In these cases, our staff will work proactively and compassionately with families to identify barriers and offer tailored pathway support.
· Lateness is actively discouraged as it disrupts learning and impacts wellbeing.  Pupils arriving late may be subject to agreed restorative or corrective actions, handled with sensitivity.
· Where a pupil is absent without prior notice or valid explanation, we will follow up promptly and sensitively.  If no suitable explanation is provided, the absence will be recorded as unauthorised.
· Parents/carers are asked not to take pupils out of school during term time.  Any requests for exceptional leave must be made in advance to the Headteacher, who will consider the wellbeing and learning impact on the individual pupil.
· Even where absence is authorised, we are alert to patterns that may affect a pupil’s progress.  We intervene early and positively to prevent further disruption to learning.
· We work collaboratively with dual registered schools, the local authority and other involved agencies to ensure a joined up and consistent approach to promoting attendance.  Where needed, we also engage the attendance officer to ensure pupils receive the help the need to succeed.
· Our pathways model allows for personalised interventions for those pupils facing barriers to attendance.  This may include transitional support, mentoring, therapeutic provision, flexible timetables or in home visits as part of a structured plan to rebuild in education.

Parents/carers responsibilities:

At Brian Jackson College we believe in the strength of working together.  We see parents and carers as vital partners in promoting positive attendance and supporting each young person to engage, thrive and achieve.
We are committed to building trusted relationships with families by being approachable, inclusive and caring especially when challenges arise.  We aim to empower families by offering guidance, clear communication and access to support wherever possible.
Under the education act 1996, parents and carers of children of compulsory school age are legally responsible for ensuring that their child receives a full-time efficient education, either through regular attendance at school or through alternative provision agreed by the local authority.  At Brian Jackson college, we work with parents not just to meet this legal responsibility, but to create the best possible outcomes for their children both in school and in life beyond.

To support this we ask parents/carers:
· Encourage daily attendance and punctuality, recognising the positive impact this has on learning and wellbeing.
· Notify the school on the first day of any absence and provide a clear explanation of the reason and expected return date.
· Contact the school via phone, text, letter or in person — in whichever way is most accessible and comfortable for them.
· Engage with staff in an open and respectful way. We are here to listen and to work alongside you to resolve any difficulties.
· Inform the school as early as possible of any factors that may impact their child’s attendance — such as health needs, family circumstances, or anxiety around attending.
· Collaborate with the school on any attendance plans or support programmes put in place for their child.
· Attend meetings where needed, including review panels or support sessions with our inclusion, pastoral, or transitional teams.
Brian Jackson College ensures that parents and carers are:
· Trusted with clear, timely communication around their child’s attendance.
· Reminded of their statutory duties, with compassion and clarity.
· Given regular updates on attendance and invited to discuss concerns at the earliest opportunity.
· Offered personalised, appropriate support to improve their child’s attendance.
· Notified when their child is absent without explanation, so that early follow-up can take place.
· Involved in the design of any attendance contracts or support pathways.
· Kept informed if concerns are escalated to a dual registered school or external agency, including the Attendance and Pupil Support Service.
We understand that each family’s circumstances are unique. Through our relational and inclusive approach, we are committed to working together with families to build solutions, not barriers — and to support every young person to re-engage with education in a meaningful, empowering way.
Registration:
At Brian Jackson College, we believe that clear and consistent registration processes help create a safe, respectful, and predictable learning environment. They are also essential in promoting the importance of attendance, safeguarding young people, and ensuring that every pupil feels seen, valued, and cared for.
We maintain a culture where attendance is recorded not only as a legal requirement but as part of our commitment to inclusive, relational practice. We want every pupil to know that their presence matters — and their absence is noticed and followed up with empathy, curiosity, and support.
Daily Registration Procedures:
· Pupils are registered at the beginning of each morning and afternoon session.
· Registers are marked as either present or absent, with absences classified as either authorised or unauthorised, depending on the reason given and the evidence provided.
· Where a child is absent without explanation, school staff will contact the family in a timely and approachable manner to establish the reason and offer any support needed.
· In cases of consistent lateness or emerging patterns of absence, the school will follow up with the pupil and parent/carer, always beginning from a place of understanding and relationship-building.
Consistency and Integrity:
· All staff follow the same registration protocols to ensure fairness and accuracy across the college.
· Accurate registers are essential, as they may be used as evidence in legal cases where persistent absence is not addressed.
· Punctuality is monitored, with the aim of encouraging good habits and avoiding missed learning — while acknowledging the personal circumstances some pupils and families may face.
· Late arrivals are marked appropriately, and pupils are still welcomed into school with kindness and support.
Our approach to registration reflects our belief that young people thrive when they feel a sense of belonging, safety, and routine. We take every opportunity to connect with pupils positively at the start of the day — creating a welcoming environment where they know they are expected, supported, and appreciated.
Attendance and Pupil Support:

At Brian Jackson College, we recognise that regular school attendance is a key factor in enabling young people to reach their potential — academically, socially, and emotionally. We take a relational, caring approach to attendance, working alongside pupils and families in a trusted and inclusive partnership.
We acknowledge that some pupils may face complex barriers to attending school. That is why our attendance support is not punitive by default, but designed to be empathetic, empowering, and rooted in understanding individual needs.
Partnership with Local Authority and Dual Registered Schools
We work closely with:
· Local Authority — who retain the statutory responsibility for enforcing school attendance.
· Dual registered schools — who are informed daily of attendance for shared pupils.
· External professionals — such as social workers, health teams, and educational psychologists, where appropriate.
These partnerships are grounded in respect and trust, ensuring all services are aligned in supporting each young person’s journey.
Where needed, the local authority may apply for:
· Education Supervision Orders
· Penalty Notices
· Prosecution, in cases where other approaches have not been successful and persistent absence continues.
However, our ethos is always to seek early, preventative, and supportive solutions first reflecting our inclusive and relational values.
Proactive Monitoring and Intervention
· All continuous absences over two weeks are reported and carefully monitored.
· The school flags patterns of absence — even where they are authorised to prevent disengagement or missed learning.
· If a child is educated off-site, their attendance is tracked and shared with the dual registered school and relevant agencies.
We aim to act early and collaboratively, building plans around the child that remove barriers and foster success.
The Pathways Model: A Relational Intervention for Attendance
Our Pathways Model offers a structured, staged approach to supporting pupils who are struggling with attendance. This model ensures interventions are:
· Tailored to each pupil’s story and context
· Relational in delivery, always beginning with listening and curiosity
· Empowering, helping the young person to be part of the solution
Key features of the Pathways Model include:
· Joint planning with pupils and families
· Attendance coaching and check-ins
· Transitional or part-time timetables (where needed)
· Home visits and community-based work
· Connection to therapeutic or pastoral support
· Ongoing reviews and adjustments as required
We believe that every child wants to succeed, and when we understand the obstacles they face, we are better able to empower them with choices, connection, and hope.
Transitional Worker Support

At Brian Jackson College, we understand that many of our young people arrive having experienced disrupted or negative relationships with education. For these pupils, simply attending school can feel overwhelming. Our relational approach means we meet them where they are — with compassion, patience, and belief in their potential.
Our Transitional Worker Support is a key component of our wider Pathways Model. It is designed to empower pupils who may be anxious, disengaged, or struggling with school attendance, by offering a gentle, tailored, and inclusive transition back into education.
How It Works
Upon referral:
· Our Inclusion and Attendance Manager, in collaboration with the Pastoral Team, identifies pupils who would benefit from a bespoke transition plan.
· A Transitional Worker is assigned to the pupil and their family to build trust and establish consistent, supportive relationships.
Support includes:
· Home visits, where the transitional worker gets to know the pupil in their own environment.
· Relationship-building activities designed to reduce anxiety and build a sense of safety and confidence.
· Pre-entry support that may include structured routines, taster sessions, or supported visits to college.
· Family engagement, where parents/carers are partners in shaping the plan and ensuring it fits the needs of their child.
This inclusive, empowering process typically spans up to 12 weeks, with the shared goal of achieving full-time attendance and sustained engagement in education.
Ongoing Review
· The transition plan is reviewed weekly with input from the pupil, family, pastoral staff, and the transitional worker.
· Adjustments are made responsively and respectfully — we are approachable and always listen to pupil voice.
This support is also used for re-engagement, where attendance has significantly declined. Rather than penalising absence, we seek to understand it, rebuild trust, and walk alongside the pupil on their journey back to learning.
We believe that belonging comes before attendance, and every plan we create reflects this commitment.

Categorising absence:
At Brian Jackson College, we understand that every absence tells a story. In line with our relational approach, we aim to explore the context behind non-attendance, working closely with pupils and families to provide empathetic, individualised support. While we follow legal and statutory requirements, we do so in a manner that is caring, inclusive, and empowering.
[bookmark: _Hlk200019478]In line with our values and ethos we do not believe in fining parents if pupil’s attendance becomes a barrier. This is to ensure that we are not criminalising or putting further financial hardships onto families who potentially could already be struggling. In saying that the local authority and dual registered schools will follow the National Framework for Penalty Notices and can ultimately enforce fines. 
Parents/carers have a legal duty under Section 444 of the Education Act 1996 to ensure their child attends school regularly. However, our first step is always to build understanding not blame.
[bookmark: _Hlk95121298]If a pupil has been suspended or excluded, that pupil may not be in a public place during the period of suspension/exclusion without just cause (such as attending medical appointments). If that pupil is seen in a public place, a penalty notice is issued to each parent of each child. This is for £80 if it is paid within the first 21 days, increasing to £160 if paid after the 21 days but within 28 days. 
Failure to pay the penalty notice could result in the local authority commencing legal proceedings against you for the offence of not ensuring your child’s regular school attendance. If found guilty, you may be fined up to £1,000 and you will receive a criminal record.

Authorised Absences
· Illness or unavoidable cause: Where the pupil is ill or prevented from attending by circumstances beyond their control, and the reason is communicated and supported by evidence where required.
· Medical or dental appointments: These are authorised where necessary, but we encourage appointments outside school hours wherever possible. A full-day absence is not usually expected.
· Religious observance: Absence for recognised days of religious observance is authorised. We acknowledge up to three days within a 12-month period for religions other than Christianity.
· Traveller pupils: Where families are of a nomadic occupational background, and the pupil has attended school as regularly as their lifestyle permits.
· Public performances or sporting events: Leave may be granted for approved performances or competitions, with appropriate licensing and educational oversight.
· Bereavement or family emergency: We respond compassionately and flexibly, considering the circumstances and individual needs of the pupil.
Unauthorised Absences
Where no suitable explanation is provided, or the reason does not meet the criteria for authorised absence, the absence will be recorded as unauthorised. This may include:
· Arriving after registration closes without valid reason.
· Taking leave during term time without prior permission.
· Absence due to reasons such as shopping, birthdays, or family outings.
It is important to note that only the school can authorise an absence. We will always listen to the reasons provided, but may require evidence and, where needed, follow up with the family in a supportive and approachable manner.
Lateness
Being late not only disrupts a pupil’s learning but can also be a symptom of wider challenges. We discourage lateness while also seeking to understand and address root causes in partnership with families.
· School opens at 8:30am and registration closes at 9:30am.
· Pupils arriving after the register closes without a valid reason will be recorded as having an unauthorised absence.
· Patterns of lateness will be discussed through supportive intervention and may lead to inclusion in our Pathways Model for additional support.
Rewards and Incentives
We believe that by encouraging and rewarding our pupil’s for not only attending school but for increasing attendance too. Over both sites the attendance and outreach lead’s work with pupils to find meaningful rewards catered to each individual pupil. This promotes an understanding and acknowledgement their hard work is noticed. For pupil’s struggling with attendance, attendance contracts with rewards for successful completion are implemented and reviewed to monitor and understand attendance patterns. 

Persistent Absenteeism (PA) and poor school attendance

[bookmark: _Hlk95122487]At Brian Jackson College, we recognise that regular attendance is essential for a young person’s educational success and overall wellbeing. We adopt a trusted, caring, inclusive, empowering, and approachable approach to support pupils and families facing attendance challenges.
A pupil is classified as a Persistent Absentee (PA) when they miss 10% or more of schooling across the year for any reason. Such levels of absence can cause significant harm to educational progress, and so we prioritise early and compassionate intervention.
We monitor all attendance data closely and thoroughly, identifying any pupils who have reached or are at risk of reaching PA status. In these cases:
· We immediately inform parents/carers with clear, respectful communication that reflects our trusting and empowering relationships.
· PA pupils are tracked and monitored with care and consistency.
· Attendance contracts are established collaboratively with the pupil and their family, setting clear but supportive targets and expectations. These contracts are designed to empower families and pupils by clarifying how we can work together to improve attendance.
· We engage parents/carers as partners, providing tailored support through our Pathways Model. This model offers a range of personalised interventions and support, such as pastoral care, transitional worker involvement, mentoring, and external agency collaboration.
· PA cases are shared with the pupil’s dual registered school, where applicable, ensuring a consistent, inclusive approach across settings.
· If concerns persist, referrals may be made to the Attendance and Pupil Support Service to provide additional support.
· Persistent absence may result in penalty notices, but our first priority is always to work with families constructively and positively.
Our approach ensures that no pupil faces attendance challenges alone — the Pathways Model and our values guide us to create a supportive environment where every young person is empowered to overcome barriers and flourish.
Absence procedures: (see flow chart)
At Brian Jackson College, we understand that absence can be a sensitive and complex issue for pupils and families. We are committed to handling absences with care, empathy, and open communication, ensuring that families feel supported and empowered throughout.
If a child is absent, parents/carers must:
· Contact the school as soon as possible on the first day of absence, using telephone, text message, letter, or in-person communication.
· Provide a clear explanation of the absence, ideally on the first day, and send a note upon the pupil’s return confirming the reason.
· Report to reception if visiting the school in person, where staff will ensure appropriate support and follow-up.
If a child is absent, the school will:
· Reach out via telephone or text on the first day of absence if no reason has been received, demonstrating our approachable and caring ethos.
· Invite parents/carers to meet with the attendance panel if absences become persistent, fostering a collaborative and supportive dialogue.
· Inform the pupil’s dual registered school, where applicable, to ensure a consistent support network.
· Issue 3-day and 5-day absence letters outlining next steps and offering help to address attendance concerns.
· Implement attendance contracts in partnership with parents/carers and pupils, focusing on clear, achievable targets to improve attendance.
If a pupil’s attendance falls to 90% or below, the school will send a formal letter to parents/carers, outlining the importance of improving attendance and the support available. Continued absence may result in a referral to the Local Authority and possible penalty notice.
Throughout this process, we remain committed to building trust and partnership with families, ensuring our approach is inclusive, respectful, and empowering to help every pupil achieve their full potential.


Leave of absence in term time:

At Brian Jackson College, we recognise that every day at school is valuable for a pupil’s learning and development. Our approach is caring, trusted, and empowering, and we ask parents/carers to support us by avoiding taking pupils out of school during term time whenever possible.
Parents/carers should understand that:
· Taking leave of absence during term time affects a child’s education just as much as any other absence.
· There is no automatic entitlement to leave during term time; the law permits up to 10 days of leave per school year only in exceptional circumstances.
· All requests for leave must be made in advance by completing a Leave of Absence Request Form or submitting a written request to the Headteacher before booking any leave. This ensures that the school can consider the impact and provide support where needed.
Requests will be considered with fairness and understanding, reflecting our inclusive and approachable ethos, but only granted at the discretion of the Headteacher based on the circumstances presented.
If a pupil is taken out of school without authorised leave:
· Parents/carers may receive a penalty notice under Section 444 of the Education Act.
· Penalty notices are issued to each parent for each child: £60 if paid within 21 days, increasing to £120 if paid between 22 and 28 days.
· Failure to pay the penalty notice may lead to legal proceedings, including fines up to £1,000 and a criminal record.
· Repeated unauthorised absences may result in direct prosecution in Kirklees Magistrates Court.
Our aim is to work in partnership with families to prevent absences that disrupt learning, offering support and understanding where exceptional circumstances arise, and always keeping the best interests of the pupil at heart.

Attendance and pupil support service
Brian Jackson College believes in working collaboratively and respectfully with families to resolve attendance difficulties, rooted in our values of being trusted, caring, inclusive, empowering, and approachable.
Parents/carers are encouraged to contact the school at an early stage if they have any concerns about their child’s attendance. Early communication allows us to provide timely and tailored support, helping to overcome barriers together.
If attendance issues cannot be resolved through direct school support, the college may refer the pupil to the Attendance and Pupil Support Service. This service works closely with families and the school to provide additional guidance and intervention.
Parents/carers may also independently contact the Attendance and Pupil Support Service for advice and assistance by calling 01484 221919.
Throughout any involvement with the service, our approach remains focused on partnership, respect, and empowerment, ensuring that families feel supported rather than penalised, and that every pupil can thrive.
Summary:
At Brian Jackson College, we are deeply committed to fostering strong, trusting partnerships with parents, carers, pupils, and families to ensure every young person reaches their full educational potential. Our approach is caring, inclusive, empowering, and approachable, grounded in the belief that regular attendance is a cornerstone of success and wellbeing. The attendance and outreach lead’s complete a whole school’s analysis report for attendance. This enables us to monitor and ensure we are providing the most appropriate support for each individual pupil. 
Parents and carers have a legal responsibility to ensure their child attends school regularly and punctually. The college has a duty to identify and support pupils who face challenges in attending consistently. Working alongside the Local Authority, dual registered schools, and other agencies where appropriate, we take a holistic and relational approach to attendance.
By embedding our Pathways Model, we provide tailored support to any young person struggling with attendance, ensuring they are not only seen and heard but genuinely empowered to overcome barriers. Together, through compassion, clarity, and collaboration, we aim to create an environment where every pupil feels valued, included, and motivated to engage fully with their education.


This policy will be reviewed every 3 years or in response to any Dfe and Government changes in legislation.
Signed by Chair of Governors
Name: ______________________________________________________________________
Date: _______________________________________________________________________
Signature (electronic is accepted) ________________________________________________







Child back in school on return date stated no further action.
Response / contact made with reason and return date.  
1st Day absence – Phone call/ text message to parent/carer to obtain reason for absence and return date
Attendance Procedure Flow Chart


No response either by phone call/text message. 1 Day Calling Welfare Check 





2nd / 3rd Day Absence 

	
No response. Dual registered schools and other external agencies/professionals informed, and 3rd Day Absence letter sent out requesting meeting. See Appendix 2

Meeting attended by all invited. Pupil placed on attendance contract and reviewed after 4 weeks. Monitor Pupils attendance to ensure a decrease doesn’t occur. 





Meeting attended by all invited. Pupil placed on attendance contract. Parenting help/contract put in place. Early Help Assessment referral offered. Review contract after 4 weeks if successful no further action.
Meeting not attended. Pupil does not return on 5th day of Absence, 5-day Absence letter sent out. See Appendix 3 




Meeting not attended. Final warning letter sent out. See Appendix 4. 


[bookmark: _Hlk199838368][bookmark: _Hlk199838369]If unsuccessful review after 4 weeks maximum. Possibility of a pathway timetable if no improvement. 


[bookmark: _Hlk199838435][bookmark: _Hlk199838436]After 15 days absence notify Local authority under Section 19 referral to IMAP and complete the IMAP referral.  Inform SENCO.

If moved onto a Pathway timetable review after 6 weeks with aim to increase timetable and slowly integrate pupils back into school. 


Possible loss of placement.


Child missing In education?
If a child is missing from school for 5 consecutive days without response from parent/carer to school, follow CME referral.





Attendance Letter sent out to parent/carer meeting arrangedPupil’s Attendance 90% or Below

See appendix 1 

Further Absence Attendance Letter 2 
See Appendix 2
Attendance meeting set up

Attendance meeting attended 	
No further absences 
School to continue to monitorFurther absences 
If unsuccessful review after 4 weeks maximum. Possibility of a pathway timetable if no improvement. 

Student attendance contract put in place.
Parents/carers offered support with outside agencies. 
School to monitor student progress for a maximum of 4 weeks to ensure a decrease does not occur. 

School to monitor 
Meeting attended at school with dual registered schools if applicable and parent/carer.



No attendance at meeting and no contact with parent/carer





	Follow Attendance procedure.










	After 15 days absence notify Local authority under Section 19 referral to IMAP and complete the IMAP referral.  Inform SENCO.




Possible loss of placement 



Appendix 1Further absences – contact local authority
See CME guidance
Penalty notice
No further absences
Contact Local Authority
See CME guidance
Parent/carer did not attend meeting and did not contact the school
Further absences – attendance letter 2
See appendix 2
Attendance letter 2 sent to parent/carers inviting them to a meeting in school with the Inclusion Manager and Dual registered school where applicable 
No further absences
School to continue to monitor attendance for a maximum 4 weeks to support pupil
Attendance letter 1
See appendix 1
Letter sent to parent/carer
School to monitor attendance for a maximum of 4 weeks- Dual registered school informed where applicable
Child Missing from Education?
If a child is missing from school for 5 consecutive days without response to school, follow CME guidance 
     For further guidance on CME please refer to the DfE statutory guidance policy.

Penalty notice
Student and parent/carer contract put in place.  School to continue to monitor student progress for a maximum of 4 weeks, any further absences will be unauthorised.
Parent/carer attends meeting in school


1St Letter 


College Heading/ Address/logo

Dear [parent name]

I am writing to you regarding concerns about your [son/daughters] attendance.  [Childs Name] attendance is currently at only [percent] and as you will be aware this is below the colleges minimum requirement.  As [Childs name] attendance has fallen below the legal requirement [he/she] will be placed on daily attendance monitoring for a maximum of 4 weeks. I would appreciate your support and cooperation regarding this monitoring and hope that you will encourage [Childs name] to attend regularly. I have arranged a meeting on (Date/Time) to put this contract in place and outline the expectations over these 4 weeks. 

If there has not been a significant improvement after this time a meeting will be arranged for yourself and [Childs name] where the initial attendance contract will be reviewed and a parenting contract put in place which may then result in legal proceedings being put in place. Should this matter be referred to court please be aware that you do not have to say anything, but it may harm your defence if you do not mention when questioned something which you later rely on in Court. Anything you do say may be given in evidence.


If you have any questions about your [sons/daughters] attendance, then please contact the college and ask to speak to our Inclusion & Attendance officer.

Yours sincerely

Jacqui Green
Head Teacher


-----------------------------------------------------------------------------------------------------------------------------------















Appendix 2

1st standard letter

[bookmark: _Hlk94873676]College Heading/ Address/logo

Dear Parent(s)

Re:   Attendance at (School name) – (Pupil name) (DOB)

I am concerned about the attendance of your child (name). I have enclosed a copy of his/her attendance certificate for you to see.

If pupils are to make good progress in school and achieve good outcomes then it is important that they attend regularly and punctually.  A minimum expected attendance at this school is 95%.  As you can see, your child’s attendance is currently (y)%.  

In order to discuss this further and to consider whether there is any support we or another service may be able to offer we would like to invite you to a meeting at school on (day/date/time).

If this date or time is not convenient please contact the school to rearrange.
I hope this will be a positive meeting where we will have the opportunity to improve your child’s attendance with support from school.


Yours Sincerely



Jacqui Green
Head Teacher


















Appendix 3
................................................................................................................................................................


Dear 

Re:   Attendance at (School name) – (Pupil name) (DOB)

You were recently invited to a meeting at school to talk about improving (pupil name)’s attendance.  Unfortunately you did not attend this meeting and did not contact school to discuss this. 

(Pupil’s name) attendance remains a cause for concern.  For your information I have enclosed a copy of your child’s current attendance certificate.  A further meeting has been arranged for (day/date/time).

It is important that you co-operate with efforts to improve (pupil name)’s attendance if legal proceedings are to be avoided.  I have enclosed an information leaflet “Regular School Attendance – Advice and Information for Parents and Carers” which advises you of the legal penalties that can apply for failing to ensure your child’s regular attendance at school. 

We should like to avoid referring to Kirklees Council to request legal proceedings and hope that you will now co-operate with efforts to meet to discuss the situation.

Should this matter be referred to court, please be aware that you do not have to say anything, but it may harm your defence if you do not mention when questioned something which you later rely on in Court. Anything you do say may be given in evidence.



Yours Sincerely



Jacqui Green
Head Teacher


--------------------------------------------------------------------------------------------










Appendix 4

[bookmark: _Hlk95122634]

Final warning letter regarding possible legal proceedings -

Dear 

Re:   Attendance (Pupil name) (DOB) Year 

Unfortunately you have failed to co-operate with recent efforts to meet with you to discuss your child/children’s attendance.

It is now our intention to ask the Local Authority to start legal proceedings against you under Section 444(1) (or Section 444(1A) of the Education Act 1996 as you are failing to ensure the regular school attendance of your son/daughter (name).

Before making this request I am prepared to offer you one last opportunity to discuss this matter at a meeting with (name of school personnel), at (venue) on (date and time). If this date and time is inconvenient please contact (name) at the above office to rearrange a mutually convenient time.  If you do not attend this meeting without good reason then the matter will be referred to the Local Authority for prosecution.

If legal action is approved by the Kirklees legal intervention panel, the matter is heard in Magistrates’ Court for the offence of knowingly failing to ensure your child’s regular school attendance (s444(1)(a) Education Act 1996). If found guilty, this carries a penalty of up to £2,500 or up to 3 months imprisonment and you will receive a criminal record. Additionally, other community orders are attached.

Should this matter be referred to court please be aware that you do not have to say anything, but it may harm your defence if you do not mention when questioned something which you later rely on in Court. Anything you do say may be given in evidence.




Yours Sincerely



Jacqui Green
Head Teacher

--------------------------------------------------------------------------------------------






Appendix 5

[bookmark: _Hlk94873613]Leave of Absence Request Form


This form has been designed to clarify the process for leave of absence requests. The school is expected to comply with Government guidance by the DfE (Department for Education), and the LEA (Local Education Authority)



	Pupil Name
	

	Date of birth
	

	Any other school age pupil?
	Name
	School

	
	Name
	School

	Dates of travel
	

	Total amount of days absent from school
	

	Does the leave of absence overlap with beginning or end of term?
	YES:                   NO: 

	Please state the reason for your travel





	The following questions are outlined within the DfE expectations
	Yes          No

	Is the request due to exceptional circumstances, such as:
Service personnel and other employees who are prevented from taking leave of absence outside term-time if the holiday will have minimal disruption to the pupil’s education; and
	

	A family needing to spend time together to support each other during or after a crisis.  If yes, please give details:







	



Each request can only be judged on a case by case basis, you will receive a reply from the school in writing. (Appendix 6)



Person submitting application:						Relationship to child:
Signature:									Date



Appendix 6: Leave of Absence Request Response Letter 


                                                                                                                                                                 College Heading/ Address/logo


Parent Name
Full address


Dear Parent(s)

Re:   Leave of absence request for (Pupil name) (DOB)
On (date from- date to) at  (School name) 

As regards to your request for (name) taking a leave of absence during term time, I can confirm that this leave of absence has not been approved on this occasion. 

[bookmark: _Hlk94876400]If you choose to take the absence of leave without consent, this will be unauthorised a penalty notice will be issued to each parent of each child. This is for £60 if it is paid within the first 21 days, increasing to £120 if paid after 21 days but within 28 days. Failure to pay the penalty notice could result in the local authority commencing legal proceedings against you for the offence of not ensuring your child’s regular school attendance. If found guilty, you may be fined up to £1,000 and you will receive a criminal record. 

If you have any further questions, please do not hesitate to contact the school on 01924 408306.

Yours Sincerely



Jacqui Green
Head Teacher








Appendix 7:


Legal Intervention Checklist

Checklist of actions (where appropriate) for responding to absence prior to seeking legal action.  If you answer yes to any of these questions, your evidence must be in your witness statement and case recording.  This checklist must be completed during case supervision with the Senior and Practitioner, with evidence of comprehensive assessments, actions and reviews.
	Child’s Name
	
	DOB
	
	Date Completed
	

	Issue
	Details

	1. Are there any financial concerns?   
	

	2. Are there any language barriers?   
	

	3. Are there any literacy barriers?
	

	4. Is the pupil a carer?   
	

	5. Is the parent a carer?   
	

	6. Does the parent/s have PR?
	

	7. Does the pupil have any mental health concerns that are evidenced?
	

	8. Do the parents have any mental health concerns that are evidenced?  
	

	9. Does the pupil have any disabilities, SEND?  
	

	10. Does the pupil have an EHCP?
	

	11. Do the parents have any disabilities, SEND?   
	

	12. Does the pupil take any medication?   
	

	13. Do the parents have health concerns that are evidenced?   
	

	14. Has medical evidence been provided or consent to consult with the GP?
	

	15. Have there been any significant life changes for the child?
	

	16. Are there any concerns around safeguarding?   
	

	17. Have there been regular changes of school or education provision?
	

	18. Are there any issues with bullying in school?   
	

	19. Are there any particular lessons the pupil regularly misses or are there patterns to the absences?   
	

	20. Are there records of discussions with the child / young person to get their views on the reasons for absence?  
	

	21. Did parent/s attend meetings with the school/practitioner?
	

	22. Have you explored, offered and/or put in place strategies to address the attendance issues prior to this referral (i.e. amended timetable /managed transfer/personalised learning programme/alternative provision)?    
	

	23. Was a School Attendance Improvement contract offered?   
	

	24. Has there been historic poor attendance from this pupil?   
	

	25. Is the pupil employed?
	

	26. Has there been historic poor attendance from siblings?   
	

	27. Has prior legal action been taken against parents?   
	

	28. Is an Education Supervision Order appropriate? 
	

	Further details, rationale for prosecution and desired outcome (mandatory field): what is the likely effect if legal action is not taken?  Is the risk of harm to the child more likely to increase if legal action is not taken? If only one parent is being pursued for legal action, please provide rationale.




	Details of services currently working with the child/young person:

	Worker   
	Service
	Contact details
	Views of this legal intervention

	
	
	
	

	
	
	
	

	
	
	
	


                                        
	Date agreed by Senior to come to LIP
	

	Senior’s comments
	





                        
	I confirm this to be a true and accurate account.

	Name:
	

	Role:
	

	School/Agency:
	

	Tel. Number:
	

	Email:
	




























Appendix 8:

Dear Parent Name,

Suspension/Exclusion of Child name, form, dob 

I am writing to confirm that I have decided to suspend/exclude Child name from school for a fixed period of __ school days.  The suspension/exclusion will begin on time and dd/mm/yyyy and end on dd/mm/yyyy. Child name should not enter school premises during his/her suspension/exclusion without my prior consent.

I realise that this decision may well be upsetting for you and your family, but the decision to suspend/exclude Child name has not been taken lightly.  My decision to suspend/exclude Child name was made due to:

Add one or two (maximum) of the following reasons:

Abuse against sexual orientation and gender identity
Abuse relating to disability
Bullying9
Damage
Drug and alcohol related
Inappropriate uses of social media or online technology
Persistent disruptive behaviour
Physical Assault against a pupil
Physical Assault against an adult
Racist Abuse
Sexual Misconduct
Theft
Use or threat of use of an offensive weapon or prohibited item
Verbal Abuse/Threatening Behaviour against an adult
Verbal Abuse Threatening Behaviour against a pupil
Wilful and repeated transgression of protective measures in place to protect public health

Enclosed with this letter is a work pack for Child name to be completed on the days during the period of his/her suspension/exclusion when you must ensure that he/she is not present in a public place without reasonable justification. Please ensure that work set by the school is completed and returned to us promptly for marking when they return from their exclusion.
 
You and Child name are requested to attend a post-suspension/exclusion meeting prior to his/her return to school. Please attend the meeting arranged with ___________ at time and date. The purpose of the meeting is to discuss how best your child’s return to school can be managed.

Because Child name is suspended/excluded from school on dates you have a duty to ensure your child is not present in a public place in school hours unless there is reasonable justification for this (such as attending medical appointments).

If your child is seen in a public place, a penalty notice is issued to each parent of each child. This is for £60 if it is paid within the first 21 days, increasing to £120 if paid after the 21 days but within 28 days.
 
Failure to pay the penalty notice could result in the local authority commencing legal proceedings against you for the offence of not ensuring your child’s regular school attendance. If found guilty, you may be fined up to £1,000 and you will receive a criminal record. 

You have the right to make representations about this decision, either in writing or in person, to the Governors’ Committee.  If you wish to attend the governors’ meeting in person you may bring someone to support you. If you wish to make representations please contact the Chair of the Governors’ Committee, via the school.  However, it is unlikely that a meeting can be arranged before the exclusion has expired.  Whilst the discipline committee cannot direct reinstatement, they must consider any representation you make and may place a copy of their findings on your child’s school record.

You should be aware that if you think the exclusion relates to a disability your child has, and you think disability discrimination has occurred, you have the right to appeal, and/or make a claim, to First Tier Tribunal (SEN and Disability) 01325 392760, www.justice.gov.uk/tribunals/send/appeals.

You also have the right to see and have a copy of Child name’s school record.  Should you wish to be supplied a copy of Child name’s school record you will need to notify me in writing. I will be happy to supply you with a copy if you request it.  However, there may be a charge for photocopying.

You may also find it useful to contact the Children's Legal Centre. They can be contacted on 0808 8020 008 or at www.childrenslegalcentre.com. They aim to provide free legal advice and information to parents on state education matters.

You also can refer to our “Exclusions policy and our positive behaviour and sanctions policy” for further information.  

Yours sincerely


Jacqui Green
Headteacher

Cc Paul Brockwell (Chair of Governors)






Appendix 9 Welcome Letter for new starters
Dear Parents/ carers, 
Firstly, we would like to extend our warmest welcome to Brian Jackson College we look forward to working with you and your child.  
In this letter you will find key dates for the academic year and our expectations regarding attendance & behaviour.  

School holidays/Inset & Progression days 2025 (Pupils not required)
17th February – 21st February 2024	Half term 
21st March 2025	Progression Day pupils not required in school
7th April 2025 – 18th April 2025	Easter Break 
21st April 2025	Bank Holiday 
5th May 2025	Bank Holiday 
12th May 2025	Progression Day pupils not required in school
26th May 2025 – 30th May 2025	Half Term 
13th June 2025	Inset Day 
4th July 2025 	Progression Day pupils not required in school
21st July 2025	Inset Day 
22nd July 2025 	School closes for summer break 

School start/end times
08.30am	School opens and pupils are expected to arrive on time
08.30am and 09.15am	Breakfast club that provides a variety of options every morning 

It is important that your child arrives at school on time, lateness can impact
their attendance % and can play a part in their future ability to gain a place at
college, on an apprenticeship or a job.  Any pupil who arrives after 9:30 am will
receive a late mark for that day.  It is vital that you let us know about any absences
daily, if we have not been notified by 9:30am then a text alert will be sent, and
phone calls will be made to yourself to understand why your child is not in school.

2.30pm 	School Day ends Monday to Thursday 
1.30pm 	School Day ends Friday 
In the interests of safeguarding your child it is crucial that you contact us to advise 
of any absence on 01484 431962 before 9.30am. 

Lunchtime
Brian Jackson College provides lunch for every pupil who attends please let us
know of any dietary requirements or allergies.  Pupils are welcome to bring in a
packed lunch, however, please note we do not allow pupils to have fizzy drinks or
energy drinks (fizzy or still) onsite. 
                                                                                                               
School Assembly 
On Friday’s we hold a whole school assembly is held, where pupils receive awards
for attendance and attitude to learning, these awards include including a
certificate and reward

Vaping/smoking	
We are a non-smoking/vaping school, and I would ask that you encourage your
child to follow the school rules.  Any pupils caught vaping onsite will risk
suspension from school. 

Holidays (Term Time)
Holidays should not be taken during term time. Time off during term time can negatively impact your child’s academic progress.  Any parent or carer taking pupils out of school during term time, without school consent, may be subject to a penalty notice that is implemented by the local authority. A holiday request form should be submitted in the event of an absence due to exceptional circumstances, during term dates, as soon as possible and returned for consideration by the Head Teacher.  The form can be requested verbally on 01484 431962 or via email from the attendance lead at Elizabeth.Wood@freshfutures.org.uk 

Medical Appointments
We understand that dental/doctors, and hospital appointments, are not always available outside of school hours, however, we do request that where possible these be arranged before or after school to limit time out of education. We politely request you notify us in a timely manner if appointments are booked during the school day so that we can record this efficiently, promoting continued good attendance.

GCSE Summer 2025
Year 11 pupils will be sitting their GCSE examinations commencing:
Timetables for all pupils may be adapted during this period, any changes to the timetable will be made available closer to the time.

Please feel free to contact me if you have any questions about your child’s 
education or the contents of this letter.
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