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Hanham Primary Federation Equality Inpact Assessment (EIA) Part I: EIA Screening

Policies, Procedures or Attendance | DATE: September 2025

Practices: Policy

EIA CARRIED OUT BY: Gabby EIA APPROVED BY: Gabby Howells
Howells

Groups thatmaybe affected:

Are there concerns that the policy could
have a different impact on any of the
following groups? (please tick the relevant

boxes)

Existing or potential

adverse impact

Existing or potential

fora positive impact

Age (young people, the elderly; issues
surrounding protection and welfare,

recruitment,training,pay,promotion)

No impact

Disability (physical and mental disability,
learning difficulties; issues surrounding
access to buildings, curriculum and

communication)

Considered within

policy

Genderreassignment (transsexual)

No impact

Marriage and civilpartnership

No impact

Pregnancy and maternity

No impact

Racial groups (consider: language, culture,
ethnicity including gypsy/traveller groups

and asylum seekers)

No impact

Religion or belief (practices of worship,
religious or cultural observance, including

non- belief)

Considered within

policy

Sex(male,female)

No impact

Sexual orientation (gay, lesbian, bisexual;

actualorperceived)

No impact

Any adverse impacts are explored in a Fulllmpact Assessment.
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1. Rationale

At Hanham Primary Federation, we are committed to ensuring that all learners benefit from the
opportunities available to them at schoolas we prepare them to be lifelong learners. Central to this
commitment is our vision statement: ‘Celebrating and inspiring a lifelong love of learning in an ever-

changing world.’

By fostering respect,perseverance,responsibility,independence and enjoyment, we aim to equip our
learners with the skills and mindset needed to thrive in a dynamic and evolving future. Our dedication to
creating a nurturing, inclusive, and inspiring educational environment ensures that every child is

empowered to achieve their fullpotentialand embrace learning as a lifelong journey.

2. lLegalDuties

This policy is informed by the following guidance and legislation:

- Education Act 1996

- The Education Regulations DfE2006,2007,2013

- Working Togetherto Safeguard Children DfE2023

- Keeping Children Safe in Education DfE2024

- Working Togetherto Inprove School Attendance DfE2024

- SchoolAttendance Regulations DfE2024

- South Gloucestershire CouncilCode of Conduct— Penalty Notices 2024

3. Purpose

The purpose ofthis policy is to outline the procedures forpromoting good attendance.This policy includes:

- Responsibilities ofallparties

- Registration processes

- Absence reporting and management

- Attendance monitoring and strategies to promote good attendance

- Procedures forchildren missing in education,leaving schooloron reduced timetables

- Details ofthe National Framework for Penalty Notices and how these should be used

4. Responsibilities

The Education Act 1996 states that parents/carers have the primary responsibility for ensuring that
registered learners of school age attend school regularly and punctually and that they receive an

education suitable for theiraptitude and ability.

Hanham Primary Federation has a legalresponsibility formaintaining admission and attendance records.
The attendance register willbe taken twice a day. The schoolhas a responsibility forreporting absence to

the local Authority. We also have a safeguarding responsibility and duty ofcare foralllearners.
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Hanham Primary Federation will:

- Develop and maintain a whole-schoolculture that promotes the benefits ofhigh attendance;

- Build strong relationships with the families we serve and seektounderstand barriers to attendance,
working in partnership to remove them;

-  Encourage our learners to be independent young people and,at an age appropriate level, to be
responsible fortheirattendance and punctuality;

- Regularly monitor and analyse attendance and absence to identify learners/groups requiring
support,paying particularattention to vulnerable learners orthose absent due to illhealth and/or
additionalneed;

- Share information and workcollaboratively with schoolpartners;

- Implementthis policy and review it regularly in line with any localornationalguidance.

Attendance Roles within Our Federation

1. Attendance Adm inistrator:

o Managed by the HPFAdmin team.

o Responsible forlogging access and collating requests related to absence.
2. Family Champion:

o Role held by Mrs Dimond.

o Available as the first point of support for fam ilies.
3. Attendance Champion:

o Role held by Mrs Lees.

o Monitors absence and lateness.

o Ieads initialSchool Attendance Meetings (SAMs).
4. Education Welfare Officer (EWO):

o Joins the Attendance Champion for SAMs to provide additionalsupportand guidance.
5. Attendance Officer:

o Role held by Mrs Howells.

o Oversees the entire attendance monitoring process.

o Makes the finaldecision on issuing penalty notices.

Contactcanbe made via the schooloffice in person,over the telephone: 01454 866576 or via em ail:

samuelwhites@hanhamprimaryfederation.org orhanhamabbots@hanhamprimaryfederation.org

5. Registration

At Hanham Primary Federation,the registration periods willbe:
8.30am for Little Ieaves Nursery
8:45am for KS2
8.45-9am — EYFS and KS1
Rpm — for Little Ieaves Nursery
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100pm for YR- Y6

Class teachers will take a register to record who is present and absent using the electronic registration
system every morning at the above times. The class teacher will mark on the register those learners
presentand leave a blankmarkforanyabsentlearners. The school-based Attendance Adm inistrator will
update the registers using the codes stated in the Department for Education’s guidance on school
attendance to record the given reason forabsence.Ifthe electronic register fails to work, staff willtake a

paperregisterthat willbe processed by the school-based Attendance Officer.

The totalnumberoflearners presentin each session willbe recorded on the fire cards in each classroom.
The Federation Adm inistrator willprint out a fire attendance listeach day which willbe kept in the fire drill
folderin the main office so thatalllearners canbe accounted forin an evacuation in case offailure ofthe

electronic register or connectivity issues arising.

6. Iate Arrivals

Any arrival after 9am or 2:00pm/L00pm willbe registered as late and marked accordingly using the T
(late before registration is closed) code. Arrivals after 9:55/9.10am or 2:40/LI0pm willbe recorded using

the U’(late afterregistration is closed) code.

I[earners arriving after 8.40am in Nursery,8:45am KS2,9am EYFS/KSlor in the afternoon session willenter
schoolvia the main office and willbe recorded as presentusing the school’s electronic sign-in system. All
entries willbe dated,timed and reasons forlateness recorded. This willbe available for inspection by the

Educational Welfare Service and used to reconcile the class registerin the event ofan evacuation.

7. PersistentIateness

At Hanham Primary Federation,no time is wasted and learning begins as soon as learners are registered,
therefore ifa learnerarrives late they willmiss essentialteaching input. Arriving late can also be unsettling

forthe learnerand may cause disruption in the classroom.

We will therefore monitor late arrivals and should patterns of persistent lateness be noticed, contact will
be made with you either through informaldiscussions ora standard issue letterto raise awareness ofour
concerns [Appendix 5]. Should there be no improvement after this point, an invitation to a ‘School
Attendance Meeting’may be extended. These meetings are intended to explore any potential barriers to

punctualattendance so thatmeasures can be actioned to help.
Ifthere are ten U’coded late marks (late afterregistration is closed at 9:10am for the morning session or

2:40pm/110pm forthe afternoon session) within a ten weekrolling period,the Local Authority can issue a

Penalty Notice warning letterleading to a fixed penalty fine.
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8. Absence from School

There are only two categories ofabsence from school:

Authorised —approved

Unauthorised — notapproved

Absence willbe recorded using the codes stated in the Department for Education’s guidance on school

attendance.

Only the headteacher (ortheirdelegate) can approve an absence from school Thatis the law.

Absence can be authorised if:

- The learneris ill. The schoolmay consider completing a home visit to offer support and check on
the welfare ofthe learnerduring periods ofsickness absence.Ilfyourchild is ill for three consecutive
days,you should contact the GP on the third day.

- The learner is attending an urgent medical appointment at hospital or the orthodontist. Non-
urgent,routine appointments should be made forafterschoolhours orduring the schoolholidays.
Should urgent appointments be unavoidable in the school day, medical evidence of the
appointmenttime willbe requested.

- The absence occurs so thatthe learnercould take place in a religious observance setapartby the
religious body to which the parent/carerbelongs.Ifa religious body sets aparta single day fora
religious observance and the parentapplies for more than one day,the schoolwillonly authorise
one dayofabsence.

- The absence is requested for exceptional circumstances. This is decided at the headteacher’s
discretion.The DfEdoes notconsidera need ordesire fora holidayorotherabsence forthe purpose
ofleisure and recreation to be an exceptionalcircumstance.

- The learneris excluded from school

Absence willbe unauthorised if:
- No explanation is forthcoming. The schoolshould be informed on the first day ofany unplanned
absence orin advance ofany planned absence.
- The schoolis dissatisfied with the explanation or additional evidence comes to light which calls
into question the explanation provided.
- The learneris absent forunexceptionalspecialoccasions.

- The learneris on a family holiday.

Allabsence — authorised and unauthorised — willbe analysed and subjectto challenge to ensure thatany
concern regarding frequency, pattern or validity is acted upon swiftly and to ensure safeguarding

responsibilities are met.

Supporting Attendance
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Working in partnership with our families is the most effective way forward to secure positive outcomes.
Therefore where patterns of unauthorised absence, including broken weeks’(a week where there is at
least one late or absent mark in the register) have been identified, we will seek to engage with families
and offer support. Initially this will be through informal discussions or a standard issue letter to raise
awareness of our concerns. Where efforts to address attendance have not led to an improvement,

consideration willbe given to a more formalised process [Appendix I].

9. Planned Absence

Advance notification of absence must be submitted in writing to the school, via the school-based
Attendance Officer,no laterthan 2 weeks in advance ofthe first planned dayofabsence.Ifa parent feels
thatthere are exceptionalcircumstances that support this notification fora leave ofabsence,they must

put this in writing to the Attendance Officer.

With the exception of the reasons for authorised absence which are outlined above in Section 8§, all
absence requests will be coded as ‘unauthorised’ unless a decision is made by the headteacher to
authorise the absence (in which case you willreceive notification ofthis decision). Following updates to

national guidance, holiday absence can no longer be considered as an exceptionalreason under any

circumstances and willnot be authorised.

Medical Appointments — routine and non-urgent appoints must be made after schooltime or during
holidayperiods.Specialistoremergencyappointments should be made outside ofthe schooldayorafter
2:30pm where possible although we acknowledge that forsome hospitaland orthodontic appointm ents
this may not be possible. In these circumstances,proofofunavoidable appointments must be provided
to school.Ourexpectation is thatthe minimum amountoflearning time is lost. We willseekan explanation

from parents where a whole dayis missed formedicalappointments.

Holiday or leave ofabsence - no holiday will be authorised during term time. All holidays taken willbe

recorded as unauthorised.

10. Unplanned Absence and lliness

Parentsand carersare expected to contactthe schoolon the firstdayofabsence and each daythereafter
informing the school of the reason for absence and the expected date of return to school This will be
recorded in the electronic registration system,the schoolwilldecide whether to record the absence as

authorised orunauthorised.

The NHS website has a useful guide for parents about when it is safe for children to attend schooland
when they should be kept at home to stop the spread of infectious diseases. This can be found here
[Appendix 2].

Parents are required to contacttheir child’s GP should an illness persist for more than three days to seek

medicaladvice.
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Where calls have not been received by the end ofregistration,a callhome willbe made to enquire as to
the learner’s whereabouts, this is to ensure that alllearners are accounted for under our safeguarding
duties. fparents cannot be reached,othernamed adults on the learner’s contactlist maybe used to try
and establish the learner’s whereabouts. If the learner is subject to a child protection plan or there are
safeguarding concerns,the schoolwillcontact the named social worker on the first day ofabsence. The
schoolmayalsodeem itnecessaryto contactthe police to requesta welfare checkora memberofstaff

orour Educational Welfare Officermay conducta home visit.

Supporting Attendance

Working in partnership with our families is the most effective way forward to secure positive outcomes.
Therefore where a learneris identified as having frequentabsence forminorillnesses,a SchoolAttendance
Meeting willbe arranged to discuss this matterand agree solutions to supporta good levelofattendance.
Where attendance does notimprove and the parentorcarermaintains thatabsences are the result ofill
health, yet no evidence of this is provided by a clinician, the schoolmay choose not to authorise such

absences.

Alllearners are likely to experience bouts ofillness from time to time but some learners willbe managing
chronic ormore serious medicalconditions thatimpacton theirattendance. We willsupportlearners and

their families in these circumstances.
Where a learneris not medically wellenough to attend school,and this has been evidenced bya medical
professional,a referral willbe made to the Local Authority who willseek to provide education other than

atschoolforlearners who are South Gloucestershire residents.

11. Promoting Good Attendance

At Hanham Primary Federation,we value attendance. We have robust processes formanaging absence
and forsupporting families where a learner’sabsence is causing concern [Appendix1]. We do nothowever
see securing good attendance as a singularissue and our efforts to improve attendance link with our work
on curriculum; behaviour; bullying; support for learners with additional needs; pastoral support; and

mentalhealth and well-being provision.

We regularly communicate to our learners the importance ofcoming to schoolon time every day; this is
to develop a growing sense of personalresponsibility,at an age-appropriate level, for their attendance

and punctua lity.

We celebrate good levels ofattendance in our whole-schoolassembly by recognising the family groups

with the highestlevels ofattendance each week.

Communications are provided forourfamilies to remind parents ofthe importance ofregularattendance
and punctuality and to also signpostsources ofsupport both within schoole.g.our Family Support Worker
and beyond e.g.resources and workshops provided by external partners such as South Gloucestershire

Parents and Carers to support with attendance matters. We often use visuals and simple representations
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oflostlearning time as a resultofabsence to illustrate the impactthis can have onourlearners [Appendix

3].

12. Support forIlearners

We believe that poorattendance is a symptom ofa widerissue forourlearners. We also know thatregular
attendance atschoolis vital for our young people’s academic and socialdevelopment which willsecure
their futures. As such, we view seeking to understand and remove any barriers to attendance as

supporting and improving a learner’s overallwellbeing both now and into their future.

Anumber ofroutes of support willbe offered in the first instance such as an opportunity to discuss any
particularbarriers with yourchild’s class teacherorengagement with our FAmily Support Worker who has
undergone specialist training in strategies to improve attendance. There may, at times, be a need for
externalsupportto be soughtand the schoolwillalways seekto obtain consent from parents priorto any
externalintervention. Any interventions willbe closely monitored forimpactand adjustments willbe made

where necessary.

Support Tiers

School-based
support including
FSW, EBNA toolkit

Tier 2 - Referral to LA Family Link Worker
and/or EWO

Tier 3 - Formal processes to improve attendance including use
of attendance action plans and/or contracts

Tier 4 - Statutory enforcement including Education Supervisions Orders and use of
legal processes

The school Attendance Officer, Education Welfare Officer and Senior Attendance Champion undertake
regularmonitoring ofattendance data.This involves analysing the data for patterns ortrends relevant to
individuals and/or groups of learners. This allows us to provide support at a wider level, for example

improving provision for a specific group to enable strongerlevels ofattendance.

Hanham Primary Federation recognise that some learners may experience particular barriers to
attendance as a result of additional need. The school are committed to working alongside familics to
make short-term or long-term reasonable adjustments to our processes and policies that may support

regularattendance orovercome barriers to school
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13. Penalty Notices [Appendix 4]

Penalty Notices maybe issued by the LocalAuthorityto one orboth parents/carersregarding each oftheir
children if ten school sessions (one session equals either a morning or afternoon) of unauthorised

absence are accumulated.

This includes where ten school sessions of unauthorised absence are accumulated due to a holiday.
Furthermore, if an unauthorised absence or illness is taken either side ofa holiday request, this will be

counted towards the holiday absence forthe purpose ofissuing fixed penalty fines.

This also includes where ten school sessions of unauthorised absence (‘O’, ‘G’ or U’ codes) are
accumulated in any combination in a rolling ten week period. In this instance, the school will seek to
engage with parents and carers in the first instance. Anotice to improve may be issued as part of this

process and,ifunauthorised absence persists,a Fixed Penalty Notice maybe issued by the LocalAuthority.

Any person with dayto daycare ofthe child maybe issued with a Fixed Penalty Notice, this could include

grandparents,step-parents and partners.
The fine amountis £160 per parent. For a first Penalty Notice issued within three years,the amountcan be
reduced to £80 if paid within 21days ofissue. Fora second Penalty Notice,the charge is £160 and there is

no reduction ifpaid within 21days.Details ofhow to pay are printed on the Penalty Notice.

If the threshold for a Penalty Notice is met for a 3™ tim e within a three year period, an alternative action

maybe considered. This may include legalaction.

14. Children Missing in Education

Hanham Primary Federation recognises that children missing education can signal a range of
safeguarding concerns. The school follows the South Gloucestershire policy for ‘Children Missing in
Education’ Where a learneris missing from schooland a reason forabsence has notbeen received after
five days,the schoolwillcontactthe [ocal Authority and reportthe learneras ‘missing in education’using
the referralform provided.Schoolstafforthe Education Welfare Officermay also be deployed to conduct
a home visitto attemptto determine the whereabouts ofthe learner.

15. Removalfrom Role

There are specific grounds as to when schools may remove learners from their admissions register as
outlined in Regulation 8 of the Education (Pupil Registration) Regulations 2006. The Local Authority must

be notified as soon as the grounds forremovalare met.

Ifthe learner has left the school without explanation and there are concerns about their welfare, we will
contact social care immediately. If there are concerns that a learner may be at risk of Child Sexual
Exploitation, Female Genital Mutilation or radicalisation, we will contact social care, the police and/or

Channelteams immediately.
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Ifwe are told thatthe learneris leaving to attend another school, we willseekto establish a new address
for the learner, the name and address of their new schooland the date that they intend to start there.
Once confirmation has been received that the learner has started at their new school, the admissions

register willbe updated and a Common Transfer File (CTF) willbe completed.

16. Reduced Timetables

Allchildren of compulsory schoolage are entitled to a full-time education.In exceptionalcircumstances
there may be a need fora reduced timetable to meet a learner’s individualneeds and this decision is
made by the headteacher with parentalagreement. Areduced timetable is time-limited and mustnotbe
treated as a permanent arrangement. It should form part ofa wider package of support for a learner.

Reduced timetables willbe regularly reviewed within the time limited period.

Where a learner has a social worker, the school willkeep them informed and involved in the process of
setting and reviewing the timetable.Ifa learner has an education health and care plan,the school will
discuss any part-time timetables with the Local Authority so that any support package can be reviewed

swiftly.

The school will mark the sessions where a learner is not expected to attend as an authorised absence

(Code C2).

Appendix 1- Stages of Engagement with Fam ilies

STAGE THRESHOID CONTACT
Stage 1 Where there are no prior | Class Teacher— InformalContact
concerns regarding Your child’s class teacher willraise with you their
attendance. concerns aboutattendance and the impact this

is having on your child’s learning and/or well-
being. They willoffer support and signposting,
including to the school’s Family Support Worker,
asneeded toaddress any barriers to

attendance.

Stage 2 Where attendance is Monitoring Ietter

causing a concern. This
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willusually be if
attendance has fallen to
below 90%.

This letter willexplain that attendance has fallen
below the school’s expected threshold.
Attendance willbe monitored fora period of
four weeks with the expectation thatthere is an

improvem ent.

Stage 3

Insufficient improvement

in attendance.

School Attendance Meeting with Helen Lees

and EWO

You willbe invited to attend a meeting to

explore the impactand reasons forabsence

and possible solutions to support improvem ent.

- Aschoolattendance action plan orcontract
willbe written. An EHAPmaybe considered.

- No furtherabsence willbe authorised unless
medicalevidence is provided.

- Attendance is monitored for four weeks.

- Families willalso be given information about
the possibility ofa Fixed Penalty Notice.

- Areview period willbe set.

Stage 3
continued

Insufficient improvement
in attendance since
schoolattendance

meeting.

SchoolAttendance Meeting Review with Helen

Iees,EWOand Gabby Howells

You willbe invited to attend a meeting to

explore the impactand reasons forabsence

and possible solutions to support improvem ent.

- Schoolattendance action plan orcontract
willbe reviewed.

- Aformalattendance process maybegin
and a ‘notice to improve’maybe issued.

-  Furtherengagement with externalagencies

e.g.socialcare maybe sought.

Stage 4

Insufficient improvement
in attendance since
schoolattendance

meeting.

Attendance PanelMeeting

You willbe informed thata panelmeeting is due
to take place. The outcome ofthis meeting may
be toadvise ofthe commencementoflegal

processces.

Stage 5

Ifinsufficient
improvement after 4
weeks of FinalPanel

meeting.

Attendance Review Meeting

This meeting is chaired by a [ocal Authority
representative. The [Awillconsider pursuing a
legalprocess.Otheragencies maybe

contacted.
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When should my child return to school?

Chicken Pox

NS

When all spots
have crusted

over

or

4 days from
onset of rash

/2 Cheshire West
and Chester

Conjunctivitis

None*

Mumps

NE—

5 days from
anset of swelling

Flu

Until
recovered

This information is based on the
Public Health Agency guide - full copy here

Diarrhoea &
Vomiting
iEmmmmm—

48 hours from
last episode

N E——

After first
treatment

None*

Appendix2 — When to Attend School NHS Poster

Glandular

Fever

None*

Scarlet Fever

NI—====I

24 hours after
commencing
antibiotics

Threadworms

None*

*No need to stay off but school
or nursery should be informed.

Slapped
MiE—

None*

None*

W E——
When lesions are

crusted & healed
or 48 Hours after
commencing
antibiotics

Whooping

Cough
48 Hours after

commencing
antibiotics
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Appendix3 — Good Attendance Summary for Fam ilies
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Appendix4 — Fixed Penalty Summary for Families

NationalFramework for Penalty Notices

NationalThreshold

There is a nationalthreshold for when a Penalty Notice referralto the Local Authority must be considered
byallschools in England. This threshold is ten sessions (usually equivalentto five days) ofunauthorised
absence within a rolling ten school-week period.

The sessions do not have to be consecutive and can be made up of a combination of any type of
unauthorised absence.

The ten school-weekperiod can span over different terms and schoolyears.

-~

Penalty Notices will continue to be issued per parent per child.

For example: two parents with three children would receive a total of six Penalty Notices.
Please note: For parents that are separated/divorced each parent receives the Penalty
Notice.

> 4

/ First Occurrence \ / Second Occurrdace
The first time a Penalty Notice is issued (Within three years of first\)ccurrence)

for a term-time holiday or intermittent

school attendance* the charge will be: Where it is deemed apprépriate to
issue a second Penalty Nogice to the
£160 per parent, per child, paid within 28 . same parent for the same pupil within
days. L three years of the first Penglty Notice,

this will be charged at:
Reduced to £80 per parent, per child, if
paid within 21 days. £160 per parent, per child, Jpaid within

28days.
(Unpaid Penalty Notices after 28 days

may result in a prosecution). a (Unpaid Penalty Notices after 28 days
h may result in a prosgtution).
to % efice actioTr—p

T T

Contra/ Third and Further Occurrences \
(Within three years of the first occurrence)

The third time that an occurrence is committed for either term-time holiday and/or
Ap pingermittent attendance, a Penalty Notice will not be issued and the case may proceed
straight to prosecution under the single justice procedure.

If found guilty of the occurrence: ‘failure to secure their child’s regular attendance at a
Dear E@ol’, the magistrates can impose a fine up to £1000 and issue a criminal record. /

Re:Iateness [etter XXXXX

As the Education Welfare Officer for Honham Primary Federation, [regularly monitor schoolattendance.I
would like to make you aware that XXX has XX ‘U’ codes, which means they have arrived late after the

school’s registration has closed at9:05am.
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Therefore, XXX is marked absent on the school’s register and will receive an unauthorised absence
registration mark forthe whole session.ltis importantto ensure XXXattends schoolon time everymorning.

¢

Please note a U’code affects yourchild's attendance along with authorised absences.

Overthe next four weeks we willm onitor yourchild’s punctualityand would expectto see an improvem ent.
At the end ofthis time,if [still have concerns,then Iwill invite you to a School Attendance Meeting where

we can evaluate if further supportneeds to be putin place.

Please note that ifa learner receives ten ‘U’ codes in a rolling ten-week period, the Iocal Authority can

issue a Penalty Notice warning letter leading to a fixed penalty fine.

Yours sincerely,

-

Jag Singh
Education Welfare Officer

Appendix 6 — Attendance Monitoring Letter

Dear Parent/Carer,

Re: Attendance Monitoring Tetter XXXXX

The government sets a schoolattendance target 0£f96.1%. Thave noticed that your child’s attendance is

XX% which is below the target set.
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It could wellbe that there is a valid reason for these absences,illness forexample, which you may have
already shared with the school However,lam sure that you, like myselfand the school, wish to provide
the best opportunities for your child and educationalresearch shows that there is a strong link between
good attendance and levels ofattainmentand achievem ent.

Overthe next fourweeks we willm onitor yourchild’s attendance and would expecttosee an improvem ent.
At the end ofthis time,if [still have concerns,then Iwill invite you to a School Attendance Meeting where
we can lookin more detailatthese absences and evaluate if furthersupportneeds to be putin place.

Ofcourse,as always,ifyou wish to discuss this further,please feelfree to contact me.

Yours sincerely,

Jag Singh
Education Welfare Officer

Appendix 7 — Attendance Meeting Invite Letter

Dear Parent/Carer,

Re:School Attendance Meeting XXXXX

As the Education Welfare Officer for Hinham Primary Federation,Iregularly monitor schoolattendance. I
recently wrote to you to share my concern regarding XXX’s attendance which is currently XX% and not

showing significant improvem ent.

Iwould like to invite you to attend a School Attendance Meeting to discuss how we can worktogether to

improve XXX’s attendance with myself, SukhiSingh,on:
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Date: XXXX

Tim e : XXXX

Iwould expect the meeting to last for approximately 20 minutes. Should you not be able to make this
meeting, please let the school know as it may be possible to rearrange to a more convenient time.
However,ifnot,then the meeting will still go ahead in yourabsence and [willlet you know the outcome,
including any actions putin place.

Please be aware that although this is a formalmeeting,its main purpose is to support you in helping to
improve your child’s attendance. These meetings have proved to be very successfulin the pastand Ifeel
positive that we can worktogether successfully.

Ofcourse,as always,ifyou wish to discuss this further,please feelfree to contact me.

Yours sincerely,

Jag Singh
Education Welfare Officer

Appendix 8 — School Attendance Meeting Review Invite Letter

Dear Parent/Carer,

Re:School Attendance Meeting Review XXXXX

Following our recent schoolattendance meeting to lookat ways to improve XXX’s attendance, [regret to

share with you that Istillhave concerns as XXX’s current attendance is XX%.

Iwould therefore like to invite you to a School Attendance Meeting Review where we will revisit our plan

and see if furtheractions should be putin place. This meeting willtake place atschoolon:

Date : XXXX
19 of 21



Tim e : XXXX

Iwould anticipate that this meeting is likely to take around 30 minutes. At this meeting Iwillalso ensure

that yourlegalresponsibilities are clearly explained to you.

Should younotbe able to make this meeting,please letthe schoolknowasitmaybe possible torearrange
to a more convenient time. However,ifnot,then the meeting willstillgo ahead in yourabsence and [will

let you know the outcome,including any actions putin place.

Once again,please be aware thatalthough thisis a formalmeeting,its main purpose is to support you in
helping to improve yourchild’s attendance. These meetings have proved to be very successfulin the past

and Ifeelpositive that we can worktogethersuccessfully.
Ofcourse,as always,ifyou wish to discuss this further,please feelfree to contact me.

Yours sincerely,

o=

PN

Jag Singh
Education Welfare Office

Appendix9 — Attendance PanelMeeting Invite Letter

Dear Parent/Carer

Re: Attendance PanelMeetin g XXXXX

Following ourrecent SchoolAttendance Review Meeting to lookatways to improve XXX’s attendance,lam
disappointed to note that there has been no significant improvement since then,and that XXX’s current

attendance is X%.

Itisan offence (contraryto Section 444 of The Education Act 1996) fora parentto failto ensure their child’s
fulltime education — the maximum penalty for such an offetnce may be up to £2,500 per parent and/or
three months imprisonment. I have requested a formal Attendance Panel Meeting to support you in

ensuring that you meet yourlegalresponsibility. This meeting willtake place at schoolon:

Da te : XXXX
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Tim e : XXXX

It is very important that you attend this meeting as failure to do so may result in action being agreed

without your consent.
Should you require further inform ation or wish to discuss this further,please feelfree to contactme.

Yours sincerely,

Lo
==

Jag Singh
Education Welfare Officer

Appendix 10 — Attendance Panel Review Meeting Invite Letter

DearParent/Carer,

Re: Attendance PanelReview Meeting XXXXX

Following our recent Attendance Panel Meeting to look at ways to improve XXX’s attendance, [ am
disappointed to note that there has been no significant improvement since then,and that XXX’s current

attendance is XX%.

As previously explained to you,itis an offence (contrary to Section 444 of The Education Act 1996) for a
parent to failto ensure their child’s fulltime education — the maximum penalty for such an offence may

be up to £2,500 perparentand/orthree months imprisonm ent.
IThave requested a formal Attendance Panel Review Meeting to support you in ensuring that you meet

yourlegalresponsibility,and Iwillalso invite a representative ofthe LocalAuthority to attend this meeting.

This meeting willtake place atschoolon:
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Da te : XXXX
Tim e : XXXX

It is very important that you attend this meeting as failure to do so may result in action being agreed

without your consent.
Should you require further inform ation or wish to discuss this further,please feelfree to contactme.
Yours sincerely,

Jag Singh
Education Welfare Officer
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