Attendance Policy
(including Response to Children Missing Education CME)
Open Box Education Centre Statement of Intent
At Open Box Education Centre regular attendance is viewed as essential in ensuring uninterrupted progress and in
enabling students to reach their potential. Supporting good attendance is the responsibility of both school and
parents/carers. Effective partnership and timely communication between school and parents/carers is central to
supporting students in maintaining good attendance.
Staff and Governors at Open Box Education Centre expect all students to attend on time everyday according to their
agreed timetable. At Open Box Education Centre we are committed to encouraging regular attendance and ensuring
procedures are in place to support this and to minimise ‘lost learning hours’. We are committed to ensuring that all
students benefit from the opportunities available at Open Box Education Centre.
Our expectation is that students arrive on time and attend regularly every day that the school is open unless there is
an unavoidable reason for not doing so. We will actively promote this ethos throughout the school community and
encourage our students to achieve this. Where this expectation is not met we will identify and address the barriers
that prevent this.
Rationale
Regular attendance and excellent punctuality are the foundations for academic achievement and personal
development. They establish a responsible attitude towards the opportunities available at school and underpin the
basis for the world of work. Attendance and punctuality are strongly linked to students’ well-being and safety.
Regular attendance demonstrates a commitment to learning and the school community. Poor attendance can
seriously affect each student’s:
• Attainment in school, through ‘lost learning hours’ (see appendix 3)
• Relationships with others and their ability to form lasting friendships
• Confidence to attempt new work and work alongside others

NB: See Appendix 1 for a Parents/Carers Guide to Attendance Responsibilities

1. School Attendance and the Law
The Education (Pupil Registration) (England) Regulations 2006 clearly state that where a parent provides a reason for
absence, the school decides whether or not the absence(s) in question are recorded as authorised/unauthorised.
The Education (Pupil Registration) (England) Regulations 2013 removed all references to ‘family holidays.’ Leave of
absence may only be granted by Head teachers if there are exceptional circumstances. Head teachers no longer have
the discretion to authorise up to ten days of absence each academic year. Where a family chooses to go on holiday

during term time, absences are to be coded as unauthorised (G code). It is up to the Head teacher’s discretion as to
whether a penalty notice is requested.
The Supreme Court has ruled that the definition of regular school attendance is “in accordance with the rules
prescribed by the school”. The definition of a persistent absentee is attendance that falls below 90% (19 days (38
sessions) over the 6 half terms of the school year).
Reference will be made by the school to the Essex Code of Conduct for Penalty Notices.

2. Roles, Responsibilities and Procedures
Parents/carers
The Education Act 1996 states that parents/carers have the primary responsibility for ensuring that registered
students of school age attend school regularly and punctually and that they receive an education suitable for their
aptitude and ability. Parental responsibility and legal consequences for irregular school attendance are prescribed
within Section 7 and Section 444 of the Education Act 1996. We expect all parents and carers to support Open Box
Education Centre in ensuring regular attendance and good punctuality and to attend any meetings called to discuss
concerns around attendance and punctuality.
Students
Our students are encouraged to become independent young people including taking responsibility for their
attendance and punctuality.
School
The Principal holds responsibility for attendance matters, supported by all other members of staff. The school have a
legal responsibility for maintaining school registers and taking the register twice a day. Attendance is recorded and
data stored and analysed using the school’s management information system (RM Integris). It is statutory duty for
Open Box Education Centre to maintain accurate registers; these are legal documents and may be called for as
evidence by the Court. The school has a responsibility for reporting absence to the Local Authority and the school
also has safeguarding responsibility and duty of care to all our students.

3. Open Box Education Centre Attendance Rules










We expect our students to attend school on time every day that the school is open, according to their
agreed timetable, unless there is an unavoidable reason for not doing so, for example Illness. It is the
Principal, not the parent, who can authorise the absence.
Leave of absence shall not be granted in term time unless there are reasons considered to be exceptional by
the Principal, irrespective of the child’s overall attendance. Only the Principal (not the local authority) may
authorise such a request and all applications for a leave of absence must be made in writing/on the
prescribed form provided by the school. Where a parent removes a child when the application for leave was
refused or where no application was made to the school, the issue of a penalty notice may be requested by
this school.
‘Regular attendance’ is recognised when a student attends for 96% of the time or above
Persistent absence (attendance that falls below 90%) affects life chances and Open Box Education Centre
have a duty to protect education; we will challenge any unauthorised absence and we will consider
appropriate interventions if a student falls into the category of ‘persistent absence’
We will celebrate and praise students who achieve our expectations of a high level of attendance and those
who have shown sustained improvement
We will share attendance information with parents and students focusing on the link between attendance
and achievement
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We will promote high attendance and punctuality through starter lessons and individual discussion, always
reinforcing the link between attendance and achievement
The school will communicate attendance matters to parents via text, telephone, email and letters.

Attendance can be summarised as:
96%+

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

91%-95%

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

85%-90%

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

Below 85%

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

4. Absence from school
There are only two categories of absence from school:
Authorised – approved
Unauthorised – not approved
Only the Principal can approve an absence from school. That is the law. Absence will be recorded using the code
recommended by the Department for Education Guidance on School Attendance.
Absence will be classified by the school, not parents/carers. An absence is classed as authorised when a child is away
from school for a legitimate reason and the school has received notification from a parent. For example, if a child has
been unwell and the correct medical evidence is received the school will make the absence authorised and mark
with an ‘I’ code (illness).
Requests for absence in term time must be submitted in writing in advance to the Principal who will treat every
request on an individual basis and respond accordingly. The rules about what type of absence is acceptable are set
out below:
Authorised (approved) Absence
Authorised absence is when the school has accepted the explanation offered as justification for the absence or given
approval in advance for such an absence.
Types of authorised absence that may be approved:•

Leave of absence - for bereavement, funeral, wedding

•

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

•

Illness (see appendix with recommended absence for minor illnesses)

•

Religious observance
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•

If a student is excluded from school for a behaviour related incident, this is an authorised absence.

Unauthorised (not approved) Absence
Unauthorised absence is when the school has not received a reason for absence or has not approved a child’s
absence from school after a parent’s/carer’s request.
Types of absence that will not be approved:
•

Absence due to a birthday, shopping, looking after family members, tiredness etc



Repeated Illness without medical evidence



Truancy or refusal to attend

•

Holiday in term time unless there are exceptional circumstances agreed to by the Principal – in line with
changes to the law implemented in 2013.

•

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

Unauthorised absence can lead to parents /carers being fined by the Local Authority. All absence – authorised and
unauthorised – will be analysed and subject to challenge to ensure that any concern regarding frequency, pattern or
validity is acted upon swiftly to ensure safeguarding responsibilities are met.
5. When attendance becomes a concern
The Essex Attendance Compliance Team has a statutory responsibility under the Education Act 1996 to pursue nonschool attendance and persistent lateness. Section 444 of the Education Act states that "if a child of compulsory
school age, who is a registered student at a school, fails to attend regularly at the school, the parents/carers are
guilty of an offence." Essex Local Authority, through the Attendance Compliance Team, may issue a Fixed Penalty
Notices or prosecute parents/carers when children do not attend school regularly. A Fixed Penalty Notice, when
requested by a Headteacher, can be issued or legal intervention pursued, in line with the Essex Code of Conduct for
Penalty Notices, as long as the following criteria apply:




A penalty warning notice letter has been sent by the school to both parents before the request
A penalty notice may be issued if 10 unauthorised absences have occurred during a 10 week period. This
includes unauthorised late arrivals, coded U, which count as unauthorised absence for the whole session.
A penalty notice may be issued if there are 6 or more unauthorised sessions (3 days) due to a holiday taken
during the first two weeks of September

School attendance meetings (SAM)
The purpose of a school attendance meeting is to listen to the reasons for the absences and agree a plan to
immediately improve the situation. The meeting will be held in the school with an Investigation Officer and a
Member of School staff. The school can make a referral for support from the Attendance Compliance Team if 8
unauthorised absence sessions are recorded within 4 weeks and a warning letter has been sent to both parents. Once
a case is referred and accepted a School Attendance Meeting may take place (SAM).
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Children Missing from Education (CME)
When a student is absent, the attendance administrator will record the absence in the register. As part of our
safeguarding procedures, the school will endeavour to contact the parents/carers and other emergency contacts if
information has not been received regarding the reason for the absence. This will happen every day of nonattendance where no call has been received informing us of absence and reasons why. Every parent/carer is
expected to share at least one additional emergency contact number to their own when their child first starts the
school.
Parents/Carers are expected to phone the school on the first day of absence and each day thereafter informing the
school of the reason for absence and the expected date of return to school. If no contact can be made with the
parent by the end of the second day of absence, and all messages go unanswered, a home visit may be undertaken
by the school or a police welfare check may be requested. The school will liaise with Essex Children’s Safeguarding
services for advice and support and a referral may be made to Essex Social Care if there are safeguarding concerns.
Schools are required to inform the LA (The Education (Pupil Registration) (England) Regulations, 2006) of the details
of pupils who have been absent from school for 10 continuous school days and contact cannot be made with the
parent/carer to establish the reason for the absence and the absence has not been reported.

6. How our policy works in practice

Absence without reason
When a student is absent, the attendance administrator will record the absence in the register. As part of our
safeguarding procedures, the school will endeavour to contact the parents/carers and other emergency contacts if
information has not been received regarding the reason for the absence. This will happen every day of nonattendance where no call has been received informing us of absence and reasons why.
Punctuality
 Students who arrive 5 mins or later after registration are recorded as ‘L’. Registration takes place at 9:30am
and 12:40pm.
 Frequent late arrival will be challenged by the school and contact made with parents. Persistent late arrival
will result in parents and students being asked to attend a meeting with the Principal
 If a student arrives after the register has closed at 11:20am and 1:30pm, this will be recorded as ‘U’ and will
be considered as an unauthorised absence for that session. Unauthorised sessions marked with a ‘u’ code
can result in a Penalty Notice being issued by the Local Authority.
Medical appointments
 Parents/carers should ensure that every effort is made to make or arrange medical appointments outside
school hours.
 We monitor the amount of time missed due to medical appointments carefully.
 We acknowledge that hospital and specialist clinic appointments, including orthodontic and on-going dental
treatment may require a student having time out of school. Our expectation is that the minimum amount of
learning is lost. We will seek an explanation from parents where a whole day is missed for this reason. Proof
of unavoidable medical appointments in school time must be provided for the school.
 Routine, non-urgent appointments must be made after school time and during the 12 weeks of school
holiday.
Illness
 Students are likely to experience bouts of illness from time to time. Some students will be managing chronic
or more serious medical conditions that impact on their attendance. We will support students in these
circumstances to ensure they do not miss out on their education (see Appendix 2 for guidance on minor
illnesses)
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When a student is unwell, parents/carers should contact the school before 9.30am on everyday of absence.
Parents/carers must provide a reason for absence. When a student is absent due to illness, it is down to the
discretion of the Principal to mark it as ‘I’. Open Box Education Centre will authorise absences for illness
unless there is reason to doubt.
When a student is identified as having frequent absence for reasons of minor illness, a meeting will be
arranged to discuss this with the Principal and, if appropriate, the school nurse. We may share information
with external agencies, such as Family Solutions or Social Care.
If a student is ill for an extended period of time, the school will provide work to be completed at home,
where appropriate, or liaise with hospitals or medical professionals to support learning.

Holiday absence in term time
 Where a family chooses to go on holiday during term time, absences are to be coded as unauthorised (G
code). It will be up to the Principal’s discretion as to whether a penalty notice is requested.
 Each case will be considered individually and the decision regarding a penalty notice communicated to the
parents.
Exceptional Circumstances
 If a parent feels there are exceptional circumstances that support a request for leave of absence in term
time, they must put the request in writing to the Principal giving sufficient notice to enable school
consideration and a written response to the request. (see appendix 4)
 Each case will be considered individually and the decision communicated to the parents.
Internal Truancy
If a student leaves the school without permission during school hours or does not return from break or lunchtime for
a significant period of time (30 mins or more) and staff are unaware of the whereabouts of that student,
parents/carers will be informed that their child is not in our care. Parents/carers will be asked to make contact with
their child to establish their whereabouts and instruct them to return to school.
If staff have any concerns about the safety or welfare of a student who has left the school building without
permission or not returned after break or lunchtime, a member of staff will walk outside and look for any signs of
the student in the immediate local area. The police may be called if a student cannot be located and safeguarding
concerns remain.
Returning to School from Absence
When a student returns from a short period of absence, the school and teaching staff will ensure that the student is
given every opportunity to catch up on learning missed and to ensure other important activities that may have taken
place in their absence, such as immunisations or special learning days, are repeated where possible or alternate
arrangements put in place.
When a student returns from an extended period of absence, a reintegration meeting may be deemed necessary to
remind the student of our expectations and to arrange for catch-up learning to take place.
Interventions and Support around Poor Attendance
Non-attendance is an important issue that is treated seriously. However, each case is different and Open Box
Education Centre acknowledges that not one standard response will be appropriate in every case. Consideration is
given to all factors affecting attendance before deciding what intervention strategies to apply.
Step 1
Where there are concerns about a student’s absence or a student falls into the category of ‘persistent absence’, this
will be communicated to both students and parents by phone call, email or text. Weekly texts will be sent to
communicate concerning attendance over the previous week and will reference ‘lost learning hours’ (see appendix)
Step 2
If no improvement is seen in attendance, a meeting will be called for parents/carers and student to attend to discuss
with the Principal the reasons for persistent absence and to understand the impact this is having on the student’s
progress in school. Strategies will be agreed upon, targets set and a date for a review meeting arranged.
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Step 3
If no improvement is seen in attendance at the review meeting, the Principal with call an Attendance Strategy
Meeting with supporting partners from the Bloom Project or ECS Pupil Attendance Consultancy Services and, if
appropriate, the school nurse, social care or other agencies involved. More intensive strategies and support will be
agreed upon, targets set and a date for a review meeting arranged.
Step 4
If there continues to be no improvement following intervention work by the school and other agencies, a penalty
warning notice may be issued to the parents and a referral made to the Attendance Compliance Team.
Celebrating Success
Good and improved attendance will be communicated and celebrated with parents/carers on a weekly basis via text
messages and in the half termly reports. All students will be assessed on an individual basis recognising that
improvement for one student may look different from that of other students. Under the Equality Act 2010, the
school recognises that the attendance of students who suffer with diagnosed conditions that sometimes prevent
them from attending school on a full-time basis should be viewed within the context and good attendance should be
recognised and celebrated within this context.

Formal guidance informing this policy













Education Act 1996 which states if any child of compulsory school age who is a registered pupil at school fails
to attend regularly at the school, his/her parent is guilty of an offence.
Pupil Regulations 2006 amended DFE April 2013
Parental responsibility measures – regarding Penalty Notices (Fines) DFE November 2013
Working Together to Safeguard Children DFE
Keeping children safe in education. DFE September 2018
Educating Children with Health Needs – DFE 2013 – Ensuring children with health needs do not miss out
Supporting pupils at school with medical conditions – DFE December 2015
Children Missing Education –- DFE September 2016
Missing Education and Child employment Service Guidance for all Essex School and Academies - Sep 2017
Essex Code of Conduct – Nov 2017
School Attendance – DFE 2018
Equality Act 2010

Approved by: ........................................................... (Principal)

........29/1/19...................... (date)

Authorised by:........................................................... (Chair of Governors) ......29/1/19.............. (date)

To be reviewed every:

1 Year

Next review date: Jan 2020
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Appendix 1

Your Attendance Responsibilities:
A Parent/Carer Guide
1. What is expected of my child?
Your child is expected to attend school on time every day that the school is open, according to their agreed
timetable, unless there is an unavoidable reason for not doing so, aiming for above 95% attendance.
2. What if my child is running late for school?
 If your child is going to be late for school, parent/carers are expected to phone (01992 577 300) or email
(adolan@openboxeducation.org.uk) the school office to explain why they are going to be late. Students who
arrive 5 mins or later after registration (9:30am and 12:40pm) are recorded as late with ‘L’ code.
 If a student arrives after the register has closed for either the morning or afternoon session (registers close at
11:20am and 1:30pm) this will be recorded as ‘U’ and will be considered as an unauthorised absence for that
session.
3. What if my child it too unwell to attend school?
Illness for one day
When a student is unwell, parents/carers are expected to phone (01992 577 300) or email
(adolan@openboxeducation.org.uk) the school office on the first day of absence before the start of the school
day at 9:30am to explain why their child will be absent for that day.
Illness for more than one day
When a student is unwell for more than one day, parents/carers are expected to phone (01992 577 300) or email
(adolan@openboxeducation.org.uk) the school office each day after the first day of absence informing the school
of the reason for continued absence and the expected date of return to school.
Illness for an extended period (more than 5 days)
If a student is ill for an extended period of time, the school will provide work to be completed at home, where
appropriate, or liaise with hospitals or medical professionals to support learning.
4. What if my child has a medical appointment?
Parents/carers should ensure that every effort is made to arrange routine, non-urgent medical appointments
outside school hours or during the 12 weeks of school holiday. Proof of unavoidable medical appointments in
school time must be provided for the school.
5. What if there is another reason for my child not attending school?
 If a parent feels there are exceptional circumstances that support a request for leave of absence in term time,
they must put the request in writing to the Principal giving sufficient notice to enable school consideration and a
written response to the request. Each case will be considered individually and the decision communicated to the
parents.
 Where a family chooses to go on holiday during term time, absences are to be coded as unauthorised (G code).
It will be up to the Principal’s discretion as to whether a penalty notice is requested. Each case will be
considered individually and the decision regarding a penalty notice communicated to the parents.
6. What if my child leaves the school without permission during the school day?
Parents/carers will be alerted and asked to make contact with their child to establish their whereabouts and
instruct them to return to school or ensure that they return home safely.
7. What happens if my child is absent and I do not communicate with the school?
If no contact can be made with the parent by the end of the second day of absence, and all messages go
unanswered, a home visit may be undertaken by the school or a police or social care welfare check may be
requested. The school will liaise with Essex Children’s Safeguarding services for advice and support and a referral
may be made to Essex Social Care if there are safeguarding concerns.
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Appendix 3

A Guide to Attendance Expectations
96%+

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

91%-95%

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

85%-90%

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

Below 85%

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

A Guide to ‘Lost Learning Hours’ through Poor Attendance
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Appendix 4
APPLICATION FOR LEAVE OF ABSENCE DURING TERM TIME
Leave of absence may only be granted by a person authorised in that behalf by the proprietor of the
school. As from 1st September 2013, the Education (Pupil Registration) (England) (Amendment)
Regulations 2013 amended Regulation 7 to prohibit the proprietor of a maintained school from
granting leave of absence to a pupil, except where an advance application has been made by the
parent with whom the pupil normally resides, and the proprietor considers that there are exceptional
circumstances relating to the application.
Taking your child out of school during term time could be detrimental to your child’s educational
progress. A pupil who takes 10 days absence will only attain 94.7% attendance in the year. 10 days
absence also means the pupil will miss 50 hours of education.
There is no entitlement to parents to take their child out of school during term time, however, you may
apply to the school for leave of absence if you believe there are exceptional circumstances.
If the absence is not authorised and the holiday is taken, the case will be referred to the Attendance
Compliance Team who may issue a Penalty Notice for £120 (or £60 if paid within 21 days) to each
parent for each child taken out of school.

Name of Child
D.O.B:
Year:

Date of First Day of Absence: _______________________________
Date of Return:

_______________________________

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

Dated:_______________

Name: ________________________________
School/office use only:
Attendance percentage preceding 12 weeks:
Number of sessions absence this academic year:
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Appendix 5
Children Missing from Education (CME)
Introduction
‘Children missing education’ (CME) are ‘children of compulsory school age who are not registered pupils at a school
and are not receiving suitable education otherwise than at a school.’ Children missing education are at significant
risk of underachieving, being victims of harm, exploitation or radicalisation, and becoming NEET (not in education,
employment or training) later in life. The school will follow the statutory guidance ‘Children Missing from Education’:
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Educati
on_-_statutory_guidance.pdf
School requirements
Schools must enter pupils on the school’s Admissions Register at the beginning of the first day on which the
school has agreed, or been notified, that the pupil will attend the school. If a pupil fails to attend on the agreed or
notified date, the school should undertake reasonable enquiries to establish the child’s whereabouts and consider
notifying the local authority at the earliest opportunity.
Schools must monitor pupils’ attendance through their daily register. Schools should agree with their local
authority the intervals at which they will inform local authorities of the details of pupils who fail to attend regularly,
or have missed ten school days or more without permission. Schools should monitor attendance closely and address
poor or irregular attendance. It is important that pupils’ poor attendance is referred to the local authority.
Where a pupil has not returned to school for ten days after an authorised absence or is absent from school
without authorisation for twenty consecutive school days, the pupil can be removed from the Admissions Register
when the school and the local authority have failed, after jointly making reasonable enquiries, to establish the
whereabouts of the child. This only applies if the school does not have reasonable grounds to believe that the pupil
is unable to attend because of sickness or unavoidable cause.
 schools are legally required to notify their Local Authority of every new entry to the admission register within five
days of the pupil being enrolled. In addition to this, every deletion from the school register must also be notified
to the Local Authority, as soon as one of the statutory grounds for deletion has been satisfied and not later than
the date on which the pupil is removed from roll.
Open Box Education Centre Response to CME
 When a student enters the school, the attendance administrator will notify the local authority of the admission
via the online portal within five days of enrolment. When a student leaves the school the attendance
administrator will notify the local authority of the deletion from the admissions register via the online portal on
the day of deletion.
 When a student is absent, the attendance administrator will record the absence in the register. As part of our
safeguarding procedures, the school will endeavour to contact the parents/carers and other emergency contacts
if information has not been received regarding the reason for the absence. This will happen every day of nonattendance where no call has been received informing us of absence and reasons why. Every parent/carer is
expected to share at least one additional emergency contact number to their own when their child first starts the
school.
 Parents/Carers are expected to phone the school on the first day of absence and each day thereafter informing
the school of the reason for absence and the expected date of return to school. If no contact can be made with
the parent by the end of the second day of absence, and all messages go unanswered, a home visit may be
undertaken by the school or a police welfare check may be requested. The school will liaise with Essex Children’s
Safeguarding services for advice and support and a referral may be made to Essex Social Care if there are
safeguarding concerns.
 Schools are required to inform the LA (The Education (Pupil Registration) (England) Regulations, 2006) of the
details of pupils who have been absent from school for 10 continuous school days and contact cannot be made
with the parent/carer to establish the reason for the absence and the absence has not been reported.
Safeguarding
The school has a safeguarding duty in respect of its pupils, and as part of this will investigate any unexplained
absences. Where there are safeguarding concerns about any child, the school will always follow its Safeguarding and
Child Protection Policy, which includes reporting to the local authority.
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