	[image: A picture containing electric blue, font, aqua, text

Description automatically generated]
	School Attendance Process

	[image: A picture containing font, orange, design

Description automatically generated]



AST Targeting Support Meeting: discuss trends, data and emerging school needs and pupil cohorts/individual pupils. 
Actions identified - school/AST SPOC/signposting for support.
Tier 1: Schools monitor and implement strategies 90 – 85%
SCHOOLS: Termly Attendance Meeting with AST (SPOC) 
3 meetings a year as a minimum will be offered and held.
AST Action 
School Action 






Tier 1:  100% – 93% 
Schools monitor, track and implement early intervention attendance strategies including recognising improved attendance. See Appendix 1 for useful resources.




Tier 2: 92% - 80%   
Where complex or additional needs are identified, school to embed attendance as a key priority in ANPs for monitoring. If no ANP in place, school must commence ANP immediately.
School identifies cohorts for in-school group support/mentoring support/parent-school meetings.
School completes an Assess Plan Do Review form & pupil voice for pupils with 92% and below attendance. See Appendix 2
School to hold regular reviews and facilitate supportive interventions.
Where there is no improvement and attendance drops below 80%, school to initiate an attendance support plan to be reviewed within a 3-to-4-week period for further interventions to be considered, including formal warning of FPN if deemed appropriate. See Appendix 3.

AST SPOC will be available to attend and support with advice and guidance CIN/CP/YJS/CLA multi-agency meetings where attendance is a cause for concern.
Attendance meeting scheduled for following term.
SPOC available to school for advice/guidance/free training support to staff. Daily Attendance Helpline is available.







AST Targeted cohort support/Advice and Guidance



Tier 3: 79% - 51%
School and AST SPOC identify targeted groups and emerging needs.
Time-limited targeted group work to be agreed and undertaken by allocated AST practitioner.
Schools to formalise with Attendance Parent Contract if there is no improvement in attendance and all supportive measures have been exhausted. School can consider statutory interventions or referral to level 3 Early Help as appropriate. See Appendix 4.
On review of Attendance Parent Contract, if attendance has failed to improve, schools should compile all the supportive measures offered and provided, including plans of support, and other relevant documents as evidence for legal intervention if deemed appropriate. School to consult AST SPOC when legal interventions are being considered as the next step. The AST SPOC can be contacted to discuss your decisions and a Legal Interventions Referral form will be provided to the school by the AST SPOC.
Schools ensure interventions are implemented and reviewed to meet criteria for referral into Level 2 EHKW if appropriate.

School Action and AST Support









Tier 4: 50% ≥
Early Help Keywork– 12 – 20-week intervention
All referral criteria must be met prior to a referral being made by the DSL or DDSL via SPOA Portal using the SOR form. 
If a referral is declined, information, advice and guidance will be provided to the referring school and parents from Level 2 Early Help.
For cases accepted, an Early Help Plan will be developed with family and school. Support will be reviewed at end of a 10-week period. The aim of the intensive support is to gain sustained change and improvement. This threshold for improvement and closing the case will be at 55%.
Handed back to school to monitor at the end of the intervention.
Schools retain responsibility to take legal action – working with AST Legal Intervention Panel.
Process and proforma in place to hand back to schools.
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Additional Resource Links:



Anxiety | East Sussex County Council Microsites
Emotionally-based school avoidance (EBSA) | East Sussex County Council Microsites
https://czone.eastsussex.gov.uk/media/3h1kgmpf/ebsa-guidance-for-parent-carers-and-children-and-young-people.pdf

Healthy schools | East Sussex County Council Microsites
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://assets.publishing.service.gov.uk/media/6274ecb2d3bf7f5e3916fb5f/Summary_table_of_responsibilities_for_school_attendance.pdf
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance/toolkit-for-schools-communicating-with-families-to-support-attendance
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1181225/Annex_A_-_example_letters_and_messages_to_parents_and_carers.odt
https://www.childrenscommissioner.gov.uk/back-into-school/resources-for-families/
Improving attendance: good practice for schools and multi-academy trusts - Case study - GOV.UK (www.gov.uk)
https://www.youtube.com/watch?v=HmyB43_eaUs&feature=emb_title
https://teaching.blog.gov.uk/2022/05/05/how-we-work-with-our-community-to-tackle-the-root-causes-of-persistent-absences/
https://teaching.blog.gov.uk/2022/02/04/texting-parents-our-key-to-success-in-tackling-absence/
https://www.bi.team/increasing-attendance-with-parent-messages-supportive-how-to-guide-for-schools/
https://teaching.blog.gov.uk/2021/12/10/how-schools-are-managing-attendance-effectively/
https://www.youtube.com/watch?v=6smwjZ3Pzdw
https://www.youtube.com/watch?v=b9MvKNU2QEs&t=3s
https://www.youtube.com/watch?v=lunwL4Slnt0
https://www.youtube.com/watch?v=xqJgx_VUt-Q&t=273s
https://www.youtube.com/watch?v=t9IHiSPt_s8
https://youtu.be/pZlak4VMFi8
https://czone.eastsussex.gov.uk/media/2k0hp51j/escc-exclusions-guidance-september-2023.doc

September 
2023
image1.emf
Attendance  Interventions and Support Strategies for Schools doc.doc


Attendance Interventions and Support Strategies for Schools doc.doc
		Attendance Interventions and Support Strategies for Schools

		[image: image1.png]EDUCATION

EAST SUSSEX

TOGETHER FOR EXCELLENCE
AND INCLUSION













		These suggested strategies are in line with the expectations of the new DfE guidance 

‘Working Together to Improve School Attendance’

Safeguarding and Attendance is everybody’s responsibility.





		Early Intervention Strategies or Green Level Strategies

Early intervention could remove or resolve barriers and prevent escalation of need and drop in attendance. This will enable the child or young person to continue to attend school with the right and timely support in place



		Tick if used



		Robust attendance monitoring systems and reporting of concerns

Try to identify issues as early as possible. Are there any patterns or barriers? 

It is the role of the attendance officer/designated staff to communicate information gathered with key pastoral staff, the SEND team, DSL if appropriate or attendance leads



		



		Attendance and absence communication - verbal and written 

Use of red/amber/ green letters/ nudge letters / schools’ own attendance awareness letters, phone calls, virtual chats, and other forms of messaging to ensure parents/carers have received the communications in a format that is understandable and actionable



		



		Meeting and gathering parent/carer voice

What do the parents perceive as the barriers to regular attendance, and how can this be jointly addressed?

Build positive relationships with families and young person. Listening to their story will enable a trust to be formed. 

Undertake home visits for non-attendance at meetings to gain a full picture, offer virtual and phone meetings if parent/carer unable to attend in person.

Set dates to review the supportive strategies at least fortnightly and monitor progress within a 6-week period as a minimum



		



		Gaining pupil voice


When gaining pupil voice points to consider:


What are the young person’s views on barriers to attendance? 

What support can be put in place to ensure full engagement in learning and school? 

What would make a difference? What does the young person consider as their strengths/likes and dislikes?

What attempts have you made to complete the pupil voice? 

Has a home visit been undertaken where there has been no engagement or an offer of meeting in an alternative safe location been considered if the pupil has not engaged in this activity? 

Has progress made been reviewed with the pupil?




		



		School Health Service

Find out about any medical conditions and the reasonable adjustments that might be necessary. Refer to the school health service, or with permission ask the school nurse to contact the consultant involved for more specific information.

Implement an Individual Health Care plan if appropriate with clear targets and reviews.




		



		Risk Assessment 

Is a risk assessment or safety plan necessary?  Is it up to date?



		



		Assess Plan Do Review


Start an Assess Plan Do Review document, set clear SMART goals, ensure that these are reviewed, and new actions identified.



		



		Reasonable Adjustments


An adapted timetable that can be ragged (red,amber,green) with the pupil

Flexible use of the classroom


Seating and classroom layout planned to meet needs of individual student (medical, social, emotional). Young person has been part of the planning for this.


Buddy system


To support social and emotional development opportunities.


Use of medical room (if appropriate)


Do they know where this is and have, they been introduced to the first aiders?


Identified trusted adults and peer grouping 


Can you reduce the number of staff working with the student? Choose staff members and students who work well with the young person.


Modified plan for PE and outdoor play (if appropriate) 


Adaptation policies to meet personal needs of a student e.g. uniform adjustments for students with sensory needs.

EBSA Guidance and Toolikt (CZONE) 


A support plan/APDR/ANP to record and review any reasonable adjustments made or offered


School Mental Health Practitioner Support




		



		Assessment of other learning needs


Consider any unmet/undiagnosed needs that may impact on attendance and steps that can be taken to support, including referrals to ISEND support services



		



		Advice and Guidance 


The Team around the School and Setting (TASS) Attendance Helpline is available between 0930am and 1230pm daily on 01273 481967



		



		Targeted support strategies or Amber level strategies

Absence issues have escalated, and concerns remain despite early intervention support. Further additional measures can be facilitated that may engage the pupil and or parents/carers, including formalising support through a formal plan with targets to be reviewed in a timely manner 




		Tick if used



		Trusted Adult (s)

A named adult who the student can check-in with. Ideally a member of staff in the school who the child has identified as having a positive relationship with (this might be the librarian or receptionist – it doesn’t have to be a teacher)



		



		Use of a safe place for learning 


Can the young person temporarily complete their work in an alternative location within school? Is there an office or meeting room where they feel safe?  



		



		Adapted Timetable / Day

Needs to be planned carefully and tailored to match young person’s needs at that time.


Student can RAG timetable and attend green lessons, later starts if poor sleep patterns are an issue, going home for lunch if issues are at unstructured times, reducing option subjects, arranging other provisions (e.g. work experience, Albion in the Community, Plumpton College, Duke of Edinburgh). Be creative. Review regularly.

Is a later start/ earlier finish appropriate as a short-term measure to build resilience? 


Use the ESCC reduced timetable guidance if you adjust the school day for any young people. 




		



		Intervention programmes


E.g. Anxiety and resilience building programmes such as Worry Busters, Molehill Mountain, Therapeutic Thinking Anxiety Tool Analysis

Exam stress intervention groups


Social skills groups 


Nurture groups


Thrive programme/ Boxall profile 

Therapeutic thinking model and language is used 


If learning needs are identified, these are targeted through appropriate intervention.




		



		Advice from specialists, multi-agency collaboration, may need to make a referral

E.g. CAMHS (Child and Mental Health Service), CITES (Children’s Integrated Therapy Service for physical, occupational or speech and language difficulties), Service for Children with Sensory Needs, Access and Disability Service, Early Years’ Service, Early Help Key Worker Services (Emotional well-being Team), SPOA (Single Point of Advice), School Health Team, School Mental Health Support Practitioner



		



		Counselling Services


In school or outside of school services



		



		Parenting

Signpost parent to the ESCC local offer, refer to parenting support such as ‘Open for Parents’, complete a parenting contract, and gain parent views. Use parenting contract.



		



		Specialist equipment


Is this needed to support attendance? Who can provide this?



		



		Formalising attendance Improvement 


Consider the Attendance Improvement Agreement or equivalent prior to considering the Fixed Penalty Notice procedure. Are referrals needed for alternative/additional support i.e. Early help Keywork, CLASS+, Spectrum, IROCK, Emotional Wellbeing and Mental Health Support Services



		





		Specialist level strategies or Red level strategies

Where attendance is below 50%, there is evidence of suggested strategies being used/attempted, and there are complex needs.



		Tick if used



		Refer to the Level 2 keywork service may be considered
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		CYP name: 

		Click here to enter text.

		Date of birth: 

		Click here to enter text.

		School name: 

		Click here to enter text.







		School Factors

		Home and Family Factors



		Breakdown of contact with pupils and parents

		☐		Parent or family member currently unwell

		☐

		Absence of key staff member

		☐		Parental anxiety in sending their child to school after the COVID-19 pandemic

		☐

		Changes in usual routines, lessons, organisation of classes

		☐		High levels of financial family stress

		☐

		Widening of attainment gaps due to poor attendance and engagement in learning

		☐		Family history of school absence

		☐

		Return to new classroom, teacher, peer group

		☐		Family isolating / trying to stay away from others

		☐

		Part time timetables / phased returns

		☐		Parental loss in confidence in school’s teaching capabilities

		☐

		Bullying and incidence of racism 

		☐		Increased risk of domestic violence / abuse

		☐

		

		Insecure housing

		☐

		

		Abuse or neglect

		☐

		

		Parents working as keyworkers and creating an increase in autonomy

		☐

		

		Young carer

		☐

		CYP Factors



		Avoiding social situations due to being in isolation 

		☐		Deterioration of friendships due to previous restrictions

		☐

		BAME

		☐		Young people entering employment 

		☐

		Anxiety relating to being in the school environment due to increased risk

		☐		Preference to new routine established during time away from school

		☐

		Fear of being away from the protection of parents

		☐		Separation anxiety from parent increased 

		☐

		Fears of parents becoming ill

		☐		Exploitation into criminal or antisocial behaviour

		☐

		Refusal to re-engage in learning due to perceived benefits of virtual learning

		☐		Radicalisation

		☐

		Loss of confidence in learning

		☐		Poor sleeping patterns due to lack of structure and routine.

		☐

		History of prolonged absence

		☐		Isolation during lockdown, family shielding

		☐

		Risk of COVID-19 transmission

		☐		Concern about keyworkers in family going out to work

		☐

		Physical illness

		☐		Uncertainty about the future (when will school return to ‘normal’)

		☐

		Child taking on the carer role within the family 

		☐		Lack of confidence in adults and their decision making

		☐
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<school name>

<school address>





<Parental Salutation>

<home address>





<Date>





Dear <Parent/Carer Name>



Student/Pupil Name & Class



At <School Name> we strive to improve the attendance of our students.  Each minute of the school day provides opportunities for learning, and it’s noticeable when students miss time.



<Student/Pupil Name> has missed <insert days and % attendance lost> of this school year, more than the typical <student/pupil> at our school for the same class/year.







We are worried that if <Name> continues to miss school days, it will be difficult to stay on track in the classroom.  



Please call <named school contact> if you wish to discuss this further or need some support with <name>’s attendance.



Yours sincerely



Percentage Absent from School <date>





Name	Typical student in the class	Average absence for the whole school	0.1	0.09	0.05	
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Daily Guidance for attendance monitoringSchools should have a ‘priority call list’ of students who are deemed vulnerable and very vulnerable (CP plan, CIN, LAC, GRT, EHCP, SEN, PA, SA, EBSA, YJS) and those where there are safeguarding concerns. All pupils’ absences should be monitored and tracked.



All Pupils

Timely registers taken in class.

A phone call should be made at the earliest opportunity for all students on the priority call list who are absent on Day 1

Amend register.

On day one of absence



Phone all contact numbers.



Ask friends.



Send letter/email asking for contact.

On day two of absence



Phone all contact numbers.



Ask friends.



Check with any multi-agency professionals if involved (ISEND/EHKW/Health/

Social Care)



Door knock, leaving a letter requesting contact.

If open to Social Care, contact Social Worker or Early Help Key Worker. If LAC also contact the relevant Virtual School

Timely closing of registration (no later than 30 minutes after the start of school day at the latest)

Contact all pupils without a known reason for absence.

Amend register and monitor attendance.

Phone call should be made and follow up with letter or email requesting contact.

If there is no response, follow attendance monitoring and tracking process and consider adding pupil to the priority list if identified as vulnerable.

No Response

Response

Response

On day three of absence



Phone all contact numbers.



Door knock/Home Visit 



Where there is no response contact 101 Police welfare call line



If case meets level 3 or 4 on the ‘Continuum of Need’, contact SPOA with chronology.

No Response



of vulnerable pupils
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RECORD OF CONTACT WITH PARENT/CARER regarding Attendance concerns

Section 1: Child’s details


		

		

		



		

		Child’s Name (include any AKA) 

		

		



		

		Date of Birth

		

		



		

		School

		

		



		

		School Contact

		

		 Contact number

		

		



		

		Name of Parents/Carers

with PR/Day to Day Care

		

		



		

		Attendance %

		

		

		



		

		Date of meeting/phone call with parent (please stipulate)

		

		Discussion/meeting took place with:




		



		

		

		

		

		

		





Section 2: Please record details of the conversation with parents and any agreed actions:

		

		

		



		

		Reasons for absence/barriers to education

		



		

		Attendance % on date of meeting/contact.


Guidance note (please delete before sending to parent)


Ensure that all possible difficulties are considered, such as illness, anxiety, unmet SEN, transport etc



		



		

		

		



		

		

		





Section 3: Next steps and agreed actions:

		

		

		



		

		Please state clearly what the parent has agreed to do to improve attendance:

		



		

		Action to be taken




		Who by?

		When by?

		Review of action

		



		

		

		



		

		Has the parent/carer been advised a referral to ESBAS may be made if there are further absences:  Y/N

		



		

		

		





Next attendance review date:
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MY ATTENDANCE SUCCESS PLAN



POSSIBLE STRATEGIES TO REACH MY ATTENDANCE GOALS



· I will make attending school and every class on time every day a priority.

· I will keep track of my attendance and absences and can use the attached calendar.

· I will maintain a bedtime routine and set my alarm for ______ a.m. 

· I will find a relative, friend or neighbour who can take me to school if I miss my bus. 

· When I am struggling with a challenge that is keeping me from school, I will confide in an adult at school and seek help. I can list adults and friends on the Help Bank (attached). 

· I will attend school every day unless I’m sick with a contagious illness.  

· If I cannot avoid missing school, I will contact my teachers to ask for materials and find out what I missed. 





To improve my attendance, I commit to the following:

		1.

		



		2.

		



		3.

		







We will review progress to meet this goal in one month. 



      Student Signature:							  Date:			

      

      Staff Signature:							  Date:			


MY HELP BANK

CREATE BACKUP PLANS FOR GETTING TO SCHOOL1. My Family:  List who lives in your house.







2. Everyday Helpers:  Identify who you can call on to help you get to school or resolve a problem. These are people like friends, neighbours, school staff, and relatives who can help regularly.







3. Occasional Helpers:  Identify people who probably cannot help every day, but can help in a pinch. Maybe it’s a grandparent, a relative or a friend who lives outside your neighborhood but can be there to help out for a short time.







4. Potential Helpers:  Identify people who are part of your school community, local groups, neighbourhood, who can help if you ask.





If I need help getting to and from school or with a barrier to attendance, I will ask the following people to help me out: 



Name:							Best Contact Number: 				

Name:							Best Contact Number: 				



Name:							Best Contact Number: 				


MY HELP BANK

CREATE PLANS TO SUPPORT ME IN SCHOOL





5. Rooms:  List any rooms in the school that you feel safe in, and you are allowed to use.







6. Friends: Write down names of peers that you can go to, that will help you, or can ask for help on your behalf, if you don’t feel able to.







7. School Staff:  Identify people who work at the school that you feel safe talking to.







8. Lessons:  What are your favourite lessons, why do you like them?









If I am struggling when I am in school,



The room I will go to is ___________________________________________________



The friend I will talk to is _________________________________________________



The staff member I will find is _____________________________________________





East Sussex Term Dates



		 

		SEPTEMBER 2023

		OCTOBER 2023

		NOVEMBER 2023

		DECEMBER 2023



		Monday

		28

		4

		11

		18

		25

		 

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		 

		4

		11

		18

		25



		Tuesday

		29

		5

		12

		19

		26

		 

		3

		10

		17

		24

		31

		

		7

		14

		21

		28

		 

		5

		12

		19

		26



		Wednesday

		30

		6

		13

		20

		27

		 

		4

		11

		18

		25

		

		1

		8

		15

		22

		29

		 

		6

		13

		20

		27



		Thursday

		31

		7

		14

		21

		28

		 

		5

		12

		19

		26

		

		2

		9

		16

		23

		30

		 

		7

		14

		21

		28



		Friday

		1

		8

		15

		22

		29

		 

		6

		13

		20

		27

		

		3

		10

		17

		24

		 

		1

		8

		15

		22

		29



		Saturday

		2

		9

		16

		23

		30

		 

		7

		14

		21

		28

		 

		4

		11

		18

		25

		 

		2

		9

		16

		23

		30



		Sunday

		3

		10

		17

		24

		 

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		 

		3

		10

		17

		24

		31



		 

		JANUARY 2024

		FEBRUARY 2024

		MARCH 2024

		APRIL 2024



		Monday

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		 

		4

		11

		18

		25

		 

		1

		8

		15

		22

		29



		Tuesday

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		 

		5

		12

		19

		26

		 

		2

		9

		16

		23

		30



		Wednesday

		3

		10

		17

		24

		31

		 

		7

		14

		21

		28

		 

		6

		13

		20

		27

		 

		3

		10

		17

		24

		 



		Thursday

		4

		11

		18

		25

		 

		1

		8

		15

		22

		29

		 

		7

		14

		21

		28

		 

		4

		11

		18

		25

		 



		Friday

		5

		12

		19

		26

		 

		2

		9

		16

		23

		 

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		 



		Saturday

		6

		13

		20

		27

		 

		3

		10

		17

		24

		 

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		 



		Sunday

		7

		14

		21

		28

		 

		4

		11

		18

		25

		 

		3

		10

		17

		24

		31

		 

		7

		14

		21

		28

		 



		 

		MAY 2024

		JUNE 2024

		JULY 2024

		AUGUST 2024



		Monday

		 

		6

		13

		20

		27

		 

		3

		10

		17

		24

		1

		8

		15

		22

		29

		 

		 

		5

		12

		19

		26



		Tuesday

		 

		7

		14

		21

		28

		 

		4

		11

		18

		25

		2

		9

		16

		23

		30

		 

		 

		6

		13

		20

		27



		Wednesday

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		3

		10

		17

		24

		31

		 

		 

		7

		14

		21

		28



		Thursday

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		4

		11

		18

		25

		

		 

		1

		8

		15

		22

		29



		Friday

		3

		10

		17

		24

		31

		 

		7

		14

		21

		28

		5

		12

		19

		26

		

		 

		2

		9

		16

		23

		30



		Saturday

		4

		11

		18

		25

		 

		1

		8

		15

		22

		29

		6

		13

		20

		27

		 

		 

		3

		10

		17

		24

		31



		Sunday

		5

		12

		19

		26

		 

		2

		9

		16

		23

		30

		7

		14

		21

		28

		 

		 

		4

		11

		18

		25

		 









KEY

		Staff training (INSET day)

		

		Start of term for pupils

		

		End of term

		

		Public holiday

		

		School holiday
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Persistently absent – less than 90%

Good attendance – more than 97%




 • I was present         days.

 • I was absent         days. 

 • My goal is to improve my attendance. I will ensure that I miss no more than ___ days.
   for the rest of the year. 





REVIEWS



 Today’s date is ___________________________________________________.



Since we met my attendance has gone up/down.



This is because______________________________________________________



What has gone well?









Why was this?









What didn’t go well?







How can I change this?









 • I was present         days.

 • I was absent         days. 

 • My goal is to improve my attendance. I will ensure that I miss no more than ___ days.
   for the rest of the year. 
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Step by Step Guide to First Day Calling 

When no reason for absence has been provided by the parent/ carer, schools should as a minimum follow the below steps.



		Pupils deemed at risk

		Pupils deemed at high risk should be treated as a priority:



· Children subject to a child protection plan

· Looked After children.



If these children are absent and there has been no contact - notify the key worker/contact within the first 24 hours.


· It is suspected or known that a pupil is at potential risk of harm.

· There is information that a pupil is, or may be, a victim of criminal activity. 

· At risk of Child Sexual Exploitation (CSE)





		Day 1 of absence 

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, leave a message if possible.

· Record actions on Schools Information Systems





		Day 2 of absence

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, leave a message if possible.

· If no response - telephone all contacts on Schools Information Systems, if no answer leave message to return call

· If international dialling tone is heard, leave message advising of this and ask for a call back.  

· This may indicate they are on holiday and have not notified the school.

· If you believe this to be the case, send a ‘believe absence is a holiday’ in the fixed penalty information pack.  Attendance and behaviour - Penalty Notices - Useful Links - Czone (eastsussex.gov.uk) 

· Letters should be sent separately to both parents first class.

· Record all actions on Schools Information Systems.





		Day 3 of absence

		· Send absent text to parent/carers.

· Telephone parents/carers, if a response is not received following the text leave a message if possible.

· Telephone all contacts on Schools Information Systems, if no answer leave message asking them to return the call

· Make home visit - if there is no answer leave calling card and move to next step. 

· Send a letter of concern for absence, first class to all parents/carers and those with day-to-day care.

· Record all actions on Schools Information Systems.

	



		Day 4 of absence

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, if there is no answer, leave a message if possible.

· Telephone all contacts on Schools Information Systems, if no answer leave message to return call.

· Record all actions on Schools Information Systems





		Day 5 of absence

		· Telephone parent / carers and leave a message if possible and then follow up with an absence text.

· Telephone all contacts on Schools Information Systems, if no answer leave message to return call.

· If you believe this family are not on holiday and are concerned about the child’s welfare request a welfare visit from the police.

· Record all actions on Schools Information Systems.





		Day 6 – 8 of absence

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, leave a message if possible.

· Telephone all contacts on Schools Information Systems, if no answer leave message to return call

· Either send a further letter or make a further home-visit.  If there is no answer leave calling card and move to next step

· Record all actions on Schools Information Systems





		Day 9 - 10 of absence

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, leave a message if possible.

· Telephone all contacts on Schools Information Systems, if no answer leave message to return call

· If you have not done so already, and you believe the family are not on holiday and are concerned about the child’s welfare, request a welfare visit from the police.

· Send a further concern letter separately to both parents / carers by first class post stating:  You are making a referral to the Local Authority as their child is now considered Missing from Education

· Contact the Children Missing Education Team 01273 481967 to discuss whether appropriate to submit a Child Missing Referral and checklist.

Attendance and behaviour - Off Rolling: a notification if a child is missing education - Child Missing Education (CME) - Czone (eastsussex.gov.uk)





		

Missing Pupil Checklist 



		

Must be completed by the 10th day of absence, when one of the following criteria applies:

· A pupil has gone missing, and no contact can be made with parent/carer to establish reason for absence. 

· A pupil ceased to attend the school and forwarding address of the family is not known. 

· A pupil has not returned from holiday within 10 school days of the expected date of return. 

· A pupil fails to take up their place at the start of the academic year and the whereabouts of the young person is unknown. 



School must continue investigations, while the Local Authority undertake their investigations.





		Day 11 - 19 of absence

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, leave a message if possible.

· Telephone all contacts on Schools Information Systems, if no answer leave message to return the call

· Make another home visit during this period and leave a calling card.

· Inform parents / carers in writing that their child is at risk of being removed from roll.

· Record all actions on Schools Information Systems





		Day 20 of absence

		· Send absent text to parent/carers (if facility to do so)

· Telephone parents/carers if a response is not received following the text, leave a message if possible.

· Telephone all contacts on Schools Information Systems, if no answer leave message to the return call

· You cannot remove a child from roll until you have received notification from the Local Authority

· Record all actions on Schools Information Systems





		Coding: 

		· These absences must be coded as O for unauthorised absence due to no reason provided from parents/carers.
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Name of child/pupil: 			                                 DOB: 			Year Group:



Member(s) of staff completing (position): 				    School:                               











Date started







Assess



What is the current situation







Outcomes



What do you want to achieve?







1.







   1       2        3     4       5       6       7       8        9       10 











2.







   1       2        3       4       5       6       7       8        9       10 











3.







   1       2        3       4       5       6       7       8        9       10 



















1.







1       2        3       4       5       6       7       8        9       10 















2.







1       2        3       4       5       6       7       8        9       10 















3.







1       2        3       4       5       6       7       8        9       10 



























REVIEW



Review outcomes







1.







2.







3.







Current Situation 











Name:







Class:







DOB:







Current Situation – include relevant baseline:







DO



Identify actions/ next steps 











Step 2



Pick out no more than 3 specific areas for improvement,



This might be :



Improved attendance



Reduce number of lates



Improved and consistent communication with parents



e.t.c











STEP 1   Describe the difficulties and highlight the key issues regarding attendance at this time. e.g Current attendance percentage%. Explore if there Is  a pattern e.g. of every Monday they are absent?  What are the current reasons for absence? What has been tried to encourage attendance due to these absences? Does the family have other support currently, from social care for example? This should be a summary and bullet points may be best.  



Child factors = anxiety, low self esteem, difficult behaviour?                                                                         Family factors = Separation, conflict, poor mental health?                                                                                School factors= transition, bullying,                 relationships?















Step 4



Use this section to record review meetings with parents and targets set for attendance



Then look at each of the outcomes in turn and discuss how far they have been met. For outcomes that have been met they will need to be changed to a new one. For those that have been partially met or where there has been improvement the outcome may just need to be adjusted.



The review is also a key opportunity to look at the DO section and confirm that everything in there was put into place. What has been the impact of each strategy/intervention? – make changes to this section.



What other steps will now be taken, for example has a penalty notice warning been issued and now is time to request, or refer to other services?







Step 3   Linked to the outcomes above. 



For each outcome list how the child and family will be supported to achieve this. What strategies, support and intervention will be in place.



 This should be a summary so bullet points are fine. For example:



Invite parents in for a meeting to discuss lates / attendance / parenting contract/ setting targets for attendance and communication to improve/ daily calls/ offer of transport/ support agencies groups offered, etc



Warning letters to be sent regarding lates following the meeting, then FPN`s? for example.



Add support to be put in place identified in Assessment











1
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Guidance notes from for schools when completing Assess Plan Do Review cycle regards school attendance issues and referrals for additional support



Assess

· Current Situation – include relevant baseline attendance information including resilience and risk factors: How often has the pupil attended school in the last few days/weeks/months?

· Analysis of register data – trends, patterns and reasons given for School Absence 

· Is there a history of attendance difficulties?

· Pupil factors - introverted personality, low self-confidence, poor self-concept, tendency to be overwhelmed by stress, clingy (“behavioural inhibition”), anxiety, social communication difficulties 

· Family factors - conflict, parent separation/divorce, poor parental mental health, loss/bereavement (stereotypically – overprotective/distant parenting), early attachment difficulties, trauma, neglect 

· School factors - transition, bullying, social isolation, academic problems, instability of school personnel, poor pupil-staff relationships

· What is the main function of the absence? For e.g. is it medical, emotional difficulties, anxiety, separation anxiety, parentally condoned absence, truancy



Plan (what do we want to achieve as outcomes)

· Identify protective factors

· Educational consequences – improved attendance results in improved attainment

· Develop shared goals – achieve their potential to the best of their ability

· Pick out no more than 3 specific areas for improvement 

· This could also include specific targets:

· Improved attendance

· Reduced unauthorised absences

· Fewer lates

· Improved and consistent communication between concerned parties i.e. attending meetings, regular discussions with school and parents

· Collaborative working between school, parent and CYP i.e. acting on advice and strategies



Do - strategies & targeted interventions based on the function of absence undertaken by school

· Direct communication between parents and school (agree expectations regarding frequency and methods of contact as well as response times)

· If the pupil is not attending, a return to school at the earliest opportunity

· Home visits by school staff as needed 

· Realistic and achievable targets  

· A personalised programme of support for the pupil (and perhaps interventions for parents/family if needed)

· A ‘key adult’ in school and a ‘safe place’ where the pupil can go to if needed

· A way of ensuring all school staff (and any visiting teachers) are informed about the pupil’s needs, objectives and support strategies  

· For each outcome list how the child and family will be supported to achieve this. What strategies, support and intervention will be in place

· This should be a summary, so bullet points are fine 

· Pupil voice

· Parent voice

· Reasonable adjustments made based on assessment of needs



Review

· Review outcomes and include progress made against outcomes and interventions

· Then look at each of the outcomes in turn and discuss how far they have been met. For outcomes that have been met they will need to be changed to a new one. For those that have been partially met or where there has been improvement the outcome may just need to be adjusted.

· The review is also a key opportunity to look at the DO section and confirm that everything in there was put into place. What has been the impact of each strategy/intervention? – make changes as appropriate to this section.
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MY ATTENDANCE SUCCESS PLAN



POSSIBLE STRATEGIES TO REACH MY ATTENDANCE GOALS



· I will make attending school and every class on time every day a priority.

· I will keep track of my attendance and absences and can use the attached calendar.

· I will maintain a bedtime routine and set my alarm for ______ a.m. 

· I will find a relative, friend or neighbour who can take me to school if I miss my bus. 

· When I am struggling with a challenge that is keeping me from school, I will confide in an adult at school and seek help. I can list adults and friends on the Help Bank (attached). 

· I will attend school every day unless I’m sick with a contagious illness.  

· If I cannot avoid missing school, I will contact my teachers to ask for materials and find out what I missed. 





To improve my attendance, I commit to the following:

		1.

		



		2.

		



		3.

		







We will review progress to meet this goal in one month. 



      Student Signature:							  Date:			

      

      Staff Signature:							  Date:			


MY HELP BANK

CREATE BACKUP PLANS FOR GETTING TO SCHOOL1. My Family:  List who lives in your house.







2. Everyday Helpers:  Identify who you can call on to help you get to school or resolve a problem. These are people like friends, neighbours, school staff, and relatives who can help regularly.







3. Occasional Helpers:  Identify people who probably cannot help every day, but can help in a pinch. Maybe it’s a grandparent, a relative or a friend who lives outside your neighborhood but can be there to help out for a short time.







4. Potential Helpers:  Identify people who are part of your school community, local groups, neighbourhood, who can help if you ask.





If I need help getting to and from school or with a barrier to attendance, I will ask the following people to help me out: 



Name:							Best Contact Number: 				

Name:							Best Contact Number: 				



Name:							Best Contact Number: 				


MY HELP BANK

CREATE PLANS TO SUPPORT ME IN SCHOOL





5. Rooms:  List any rooms in the school that you feel safe in, and you are allowed to use.







6. Friends: Write down names of peers that you can go to, that will help you, or can ask for help on your behalf, if you don’t feel able to.







7. School Staff:  Identify people who work at the school that you feel safe talking to.







8. Lessons:  What are your favourite lessons, why do you like them?









If I am struggling when I am in school,



The room I will go to is ___________________________________________________



The friend I will talk to is _________________________________________________



The staff member I will find is _____________________________________________





East Sussex Term Dates



		 

		SEPTEMBER 2023

		OCTOBER 2023

		NOVEMBER 2023

		DECEMBER 2023



		Monday

		28

		4

		11

		18

		25

		 

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		 

		4

		11

		18

		25



		Tuesday

		29

		5

		12

		19

		26

		 

		3

		10

		17

		24

		31

		

		7

		14

		21

		28

		 

		5

		12

		19

		26



		Wednesday

		30

		6

		13

		20

		27

		 

		4

		11

		18

		25

		

		1

		8

		15

		22

		29

		 

		6

		13

		20

		27



		Thursday

		31

		7

		14

		21

		28

		 

		5

		12

		19

		26

		

		2

		9

		16

		23

		30

		 

		7

		14

		21

		28



		Friday

		1

		8

		15

		22

		29

		 

		6

		13

		20

		27

		

		3

		10

		17

		24

		 

		1

		8

		15

		22

		29



		Saturday

		2

		9

		16

		23

		30

		 

		7

		14

		21

		28

		 

		4

		11

		18

		25

		 

		2

		9

		16

		23

		30



		Sunday

		3

		10

		17

		24

		 

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		 

		3

		10

		17

		24

		31



		 

		JANUARY 2024

		FEBRUARY 2024

		MARCH 2024

		APRIL 2024



		Monday

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		 

		4

		11

		18

		25

		 

		1

		8

		15

		22

		29



		Tuesday

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		 

		5

		12

		19

		26

		 

		2

		9

		16

		23

		30



		Wednesday

		3

		10

		17

		24

		31

		 

		7

		14

		21

		28

		 

		6

		13

		20

		27

		 

		3

		10

		17

		24

		 



		Thursday

		4

		11

		18

		25

		 

		1

		8

		15

		22

		29

		 

		7

		14

		21

		28

		 

		4

		11

		18

		25

		 



		Friday

		5

		12

		19

		26

		 

		2

		9

		16

		23

		 

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		 



		Saturday

		6

		13

		20

		27

		 

		3

		10

		17

		24

		 

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		 



		Sunday

		7

		14

		21

		28

		 

		4

		11

		18

		25

		 

		3

		10

		17

		24

		31

		 

		7

		14

		21

		28

		 



		 

		MAY 2024

		JUNE 2024

		JULY 2024

		AUGUST 2024



		Monday

		 

		6

		13

		20

		27

		 

		3

		10

		17

		24

		1

		8

		15

		22

		29

		 

		 

		5

		12

		19

		26



		Tuesday

		 

		7

		14

		21

		28

		 

		4

		11

		18

		25

		2

		9

		16

		23

		30

		 

		 

		6

		13

		20

		27



		Wednesday

		1

		8

		15

		22

		29

		 

		5

		12

		19

		26

		3

		10

		17

		24

		31

		 

		 

		7

		14

		21

		28



		Thursday

		2

		9

		16

		23

		30

		 

		6

		13

		20

		27

		4

		11

		18

		25

		

		 

		1

		8

		15

		22

		29



		Friday

		3

		10

		17

		24

		31

		 

		7

		14

		21

		28

		5

		12

		19

		26

		

		 

		2

		9

		16

		23

		30



		Saturday

		4

		11

		18

		25

		 

		1

		8

		15

		22

		29

		6

		13

		20

		27

		 

		 

		3

		10

		17

		24

		31



		Sunday

		5

		12

		19

		26

		 

		2

		9

		16

		23

		30

		7

		14

		21

		28

		 

		 

		4

		11

		18

		25

		 









KEY

		Staff training (INSET day)

		

		Start of term for pupils

		

		End of term

		

		Public holiday

		

		School holiday
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 • I was present         days.

 • I was absent         days. 

 • My goal is to improve my attendance. I will ensure that I miss no more than ___ days.
   for the rest of the year. 





REVIEWS



 Today’s date is ___________________________________________________.



Since we met my attendance has gone up/down.



This is because______________________________________________________



What has gone well?









Why was this?









What didn’t go well?







How can I change this?









 • I was present         days.

 • I was absent         days. 

 • My goal is to improve my attendance. I will ensure that I miss no more than ___ days.
   for the rest of the year. 
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Young Person's Views.pub
What is going well for you at school?
What is not going so well for you at school?
Who do you talk to in school about your successes, problems or worries?
Who do you talk to outside of school about your successes, problems or 
worries?
What do you like about school?
What do you not like about school?
Is there anything you would like to change about your life in school?
What do you dream about doing when you leave school?
Can you remember the reasons why you have missed school some days?
Have you been diagnosed with a medical condition that makes it difficult to come to school?
Do you go to any school clubs or after school activities?
What does “getting a good education” mean to you?  Why do you come to school?
What help do you need to make sure you come to school every day and arrive on time?
Name:
Date:
Student:

Practitioner:


What is you current level of attendance?

How many school sessions have you missed?

How many times have you been late?   
L                                      U
How many times have you been excluded?
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Attendance Support Plan Template.docx
Attendance Support Plan



The following plan details actions to be taken to ensure a positive improvement in Attendance.



Section 1: Child details



		

		

		



		

		Child’s Name (include any preferred names or aliases) 

		

		



		

		Date of Birth



		

		



		

		School



		

		



		

		Key School Contact



		

		 Contact number

		

		



		

		Name of Parents/Carers

		



		



		

		Relationship to child



		 

		



		

		Address

		



		



		

		Contact number(s)



		

		



		

		Date of Meeting



		

		Present at Meeting

		







		



		

		Start Date



		

		

		

		



		

		Proposed End Date



		

		

		

		



		

		Does the child have an identified SEN? 

		

		EHCP?

		

		



		

		

		

		

		

		









Section 2: Issues that this plan will address?



		

		

		



		

		Attendance % at date of meeting and Attendance % for the last two terms or more as deemed appropriate by school.



Number of days of lost learning = 



Authorised absences % / days = 

Unauthorised absences % / days =

Has bullying been raised by the pupil or parent as a reason for irregular attendance? Yes/No

Record details here and support provided.



Persistent lateness to school? Yes/No 

Investigate any barriers.

Consider reasonable adjustment for a short period if there are genuine difficulties.



Not in school due to: (anxiety- mental health- wellbeing)

Unpick any barriers.

Keep a record of support offered, what services can the school offer to support, or refer to, has an ANP been initiated?



Medical reasons / diagnosed or undiagnosed:

Medical evidence to be discussed and provided- is there a consultant involved? Do we need to initiate a meeting with School health / SENDCo to formulate a care plan and add reasonable adjustments in?  Does the school need to create an Individual Health Care Plan (IHCP)?



Parental health – is this a barrier and has support been considered/sign-posted to?



Parenting support – discuss referral EHKW? Discuss support such as CLASS +, Spectrum - please see local offer.



School issues, relationships: school areas to address in conjunction with young person, how can school build positive relationships? Support with creating a peer group?



S.E.N, met/unmet needs/ unidentified barriers to learning:

What assessments have been considered/ carried out? Boxall, Thrive, SDQ, DST, Language Link, Sensory Profiling, links with EP, CLASS adviser, Inclusion Adviser.



Access to curriculum: – any difficulties to be addressed? Consider reasonable adjustments.



Engagement from parents: is this a barrier? Gather parent voice and review the barriers to accessing education.



Transport issues: is this a barrier? School support may be considered in the interim whilst a longer-term plan is initiated.

 





		



		

		

		



		

		

		









Section 3: Outcomes  



		

		

		



		

		The following OUTCOMES should be expected with implementation of agreed strategies.

		



		

		

1. Increased attendance by reducing unauthorised absences.



2. Improved attendance to be maintained.



3. Effective communication with all parties.



These can be amended to suit the individual pupil and family plan, and additional outcomes may be added.

 

		



		

		

		



		

		

		









		

		

		



		

		What the Young Person will do	

		Review 1

		Review 2

		Review 3

		



		

		

1. Add personalised target/s and goals.





		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		



		

		Young Person’s Signature: 



		Today’s Date: 

		

		

		

		

		



		

		

		



		

		

		







Section 4: School’s actions



		

		

		

		



		

		How will the School address needs:

		Review 1

		Review 2

		Review 3

		



		

		

1. To be personalised to support and address any barriers and emerging needs of the individual pupil and family.





		

		

		

		



		

		I agree to action the above points

		

		



		

		Key Contact Signature: 



		Name: 

		

		

		

		



		

		Contact Number: 



		Today’s Date: 

		

		

		

		



		

		

		



		

		

		

		







Section 5: Parenting agreement:



		

		

		



		

		If parents/carers did not attend the meeting, what strategies have been tried to engage them with this plan?  N.B. this section cannot be left blank if the parent/carer did not attend.

		



		

		Every attempt to be made to reach out and offer support. The support strategies offered and undertaken can be listed in this box. These can include phone/virtual/home meetings as an alternative.









		



		

		The parents/carers will:

		Review 1

		Review 2

		Review 3

		



		

		



1. Add in here a personalised targets for the parents/carers



		

		

		

		



		

		

		





	





		

		I agree to action the points above and understand that failure to engage in supporting strategies will be a factor taken into account to initiate a formal Attendance Parent Contract

		



		

		Parent / Carer Signatures:

1. 



2. 



		Name: 

		



		

		Contact Numbers: 





		Today’s Date: 

		



		

		

		









Section 6: Other Agency involvement / review





		

		Other Services /Agencies :

		

		

		

		



		

		

Record other services that are present for the meeting, and support that they are offering, or services that you may consider referring to.









		

		

		

		



		

		

		

		



		

		

		

		









		

		

		



		

		Review Arrangements:

		



		

		





		



		

		End Date of plan: TBC



		



		

		

		



		

		

		









		

		

		



		

		OPTIONAL – Referral and Recommendations 

		



		

		DELETE AS NECESSARY:



Support sign posting:

 

Information for Families (advice regarding SEN and school admissions): 0345 60 80 192 / https://www.eastsussex.gov.uk/childrenandfamilies/information-for-families/

 

Triple P: https://www.triplep-parenting.uk.net/uk/triple-p/

For more information call the parenting team on 01424 725800 or email: TriplePteam@eastsussex.gov.uk	



Open for Parents Young Peoples Top Tips for Parents – | Open for parents

 

Special Educational Needs and Disability (SEND) Information Hub. Helping parents and carers make informed decisions for their children.

https://isend.eastsussex.gov.uk/ 

 

East Sussex 1Space is East Sussex County Council's online directory. It brings together groups and organisations that offer care, support and wellbeing services to people in East Sussex.

https://1space.eastsussex.gov.uk/

 

Refer to local offer for parenting support:

https://www.eastsussex.gov.uk/childrenandfamilies/specialneeds/

 

For sleep support you can self-refer to the East Sussex School Health service: 

https://www.kentcht.nhs.uk/service/school-health-service-east-sussex/

 

Refer to SPOA: https://new.eastsussex.gov.uk/children-families/professional-resources/spoa 

 

Chat Health

https://chathealth.nhs.uk/

 

Spectrum (Parent self-referral)

https://czone.eastsussex.gov.uk/inclusion-and-send/isend-services/communication-learning-and-autism-support-service-class/spectrum-autism-support/ 

 

CLASS+ (Parent self-referral)

CLASS@eastsussex.gov.uk - 01273 336887

https://czone.eastsussex.gov.uk/inclusion-and-send/isend-services/communication-learning-and-autism-support-service-class/classplus/

 

irock: If you’re aged 14-25 and live in East Sussex then i-Rock is here to help you. https://www.sussexpartnership.nhs.uk/irock

 

Local support is available: https://czone.eastsussex.gov.uk/health-safety-wellbeing/mental-health-emotional/support-services/ 

 

Amaze: Amaze is a charity that gives information, advice and support to families of children and young people with special educational needs and disabilities (SEND) in Brighton & Hove and Sussex. They also support young people with SEND up to 25. https://amazesussex.org.uk 

 

Post 16 support: Youth Employability Service – YES - https://www.escis.org.uk/advice/youth-employability-service-yes-east-sussex/

 

Bereavement:

Dragonflies (bereavement) 01424 855222 https://www.escis.org.uk/advice/dragonflies-project/ 

 

Winston's wish (bereavement) 080 880 20021 / 01242 515157 https://www.winstonswish.org/ 

 

St Wilfred's hospice aged 5-17 (bereavement) 01323 434257 https://www.stwhospice.org/ 

 

Bereavement service The Seahorse Project 

Website: www.stwhospice.org/the-seahorse-project  (referral online)

Tel: 01323 434200

 

Butterflies child and adolescent counselling service (fees apply) 01424 775187 www.butterfliescacs.co.uk Email butterflies.cacs@gmail.com  

 

E-Motion : www.e-motion.org.uk  (online counselling for 12-18)



		



		

		

		



		

		

		







September 2023
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ATTENDANCE MEETING INVITE LETTER TO PARENT



NB (Separate letters to be addressed to each parent if there is more than one)



Address 1

Address 2

Address 3







[Insert date]













INVITE







Dear (Parent)



Attendance Meeting Invite

On                    at                       



There are currently concerns regarding your child’s level of attendance at school.  Despite this having previously been brought to your attention, there has been no improvement and, to date, we do not appear to have been provided with a valid reason for these absences.



Under the Education Act 1996, parents have a duty to ensure that their child attends school regularly and failure to do so is therefore an offence.



You are therefore invited to attend the above meeting where we can discuss and agree targets in an attempt to support you in fulfilling your legal responsibility to ensure your child’s regular attendance at school. [Student name] will also be required to attend this meeting.



If you are unable to attend this meeting you should contact me on the above number and arrangements can be made to agree a more suitable date and time for you if this assists.   Failure to attend this meeting, without a valid reason, may be used as evidence if legal intervention were to be considered should [Student’s name] attendance not improve.



I look forward to seeing you at            on.



Yours sincerely









Head of Attendance/Attendance Officer
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SCHOOL HEADED PAPER







ATTENDANCE IMPROVEMENT AGREEMENT



Meeting held at:                                                                           (School)



On:                                                                                                          (Date)





Present at Meeting:

………………………………………………………………………….

………………………………………………………………………….

………………………………………………………………………….	



		

Pupil’s Name: 



		



		

Date of Birth:



Year:



		



		

Parent/Carers (1)



Name



Date of Birth



Address







Parent/Carers (2)



Name



Date of Birth



Address (if different)





		 



	



		

Absent Parent/Carer



Name



Date of Birth



Address





		



		

Sibling Details:









		



		

% Attendance and unauthorised sessions on invite



		



		

Other Agencies involved with family





		











Reasons and factors affecting attendance provided by parent/carer and pupil: 



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





AGREEMENTS MADE FOLLOWING DISCUSSION:



The SCHOOL will: 



(a)  Investigate absences due to illness and consider reasonable adjustments as deemed appropriate with supportive measures to have been exhausted before any absence for illness is anauthorised.



(b)  Set an attendance % punctuality target of 100% to be reviewed on a weekly basis by the school.



The pupil’s attendance will therefore initially be reviewed on:



Date…………………………………………………..



________________________________________________________________



The PARENT/S will: 



(a)



(b)



(c)





The PUPIL will: 



(a)



(b)

________________________________________________________________

WARNING:



I/We understand that should ( name ) accrue a further 10 unauthorised absences over the next 10 school week period then the Attendance Support Team, East Sussex County Council will be requested to issue a Penalty Notice.  A Penalty Notice is issued to each parent; this is a fine of £60 if paid within the first 21 days but will increase to £120 if paid after this period.  If this is not paid within 28 days, it will result in legal action.



Signed: ………………………………………………………………….. Parent/Carer



Signed: ………………………………………………………………….. Parent/Carer                                                                 



Signed: ………………………………………………………….………….. School (1)                                                                                           



Signed: ………………………………………………………….………….. School (2)



Dated:
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LETTER OF CONFIRMATION OF MEETING



NB (Separate letters to be addressed to each parent if there is more than one)

Address 1

Address 2

Address 3





[Insert date]





CONFIRMATION







Dear (Parent)



ATTENDANCE



Thank you for attending the meeting on [date ].  Please find enclosed a copy of the Record of Contact signed by you at the meeting reflecting the agreements made by all parties.



I confirm that I shall monitor [ Student’s Name ] attendance and review this periodically.  



This letter is a warning that should [ student’s name ] accrue 10 sessions of unauthorised absence during the next 10 school week period we will be requesting that a Penalty Notice be issued. 



If you have any queries, please contact me on the number above.



Yours sincerely









Head of Attendance/Attendance Officer
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FAILED TO ATTEND MEETING LETTER





NB (Separate letters to be addressed to each parent if there is more than one)

Address 1

Address 2

Address 3





[Insert date]







Failed to attend meeting





Dear (Parent)



WARNING OF POSSIBLE ISSUE OF PENALTY NOTICE



You were invited by letter dated [ date ] to attend a meeting on [ date ]. This was to give you an opportunity to discuss any difficulties you may be experiencing in fulfilling your legal responsibility with regard to school attendance and to discuss how we could support you in this.  You did not attend the meeting and no response was received to our invitation.



If you wish for a meeting to be re-scheduled then please contact me on the above number to rearrange at a mutually convenient date and time.



I confirm that I shall monitor [ Student’s Name ] attendance and review this periodically.  



This letter is a warning that should [ student’s name ] accrue 10 sessions of unauthorised absence during the next 10 school week period we will be requesting that a Penalty Notice be issued. 



If you have any queries, please contact me on the number above.



Yours sincerely









Head of Attendance/Attendance Officer
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School Name or print on headed paper



Formal Attendance Parent Contract



As parent(s) it is your legal responsibility, as stated under Section 444 of the Education Act 1996, to ensure that your child attends the school at which he/she is registered, regularly and punctually.  Failure to do so may result in a Penalty Notice Fine being issued against you and/or legal proceedings being considered.



		Date of Meeting

		



		Time 

		





		Year Group	

		

		DOB

		



		Attendance %

		

		Pupil present at meeting

		Yes/No



		Learning days lost

		

		Punctuality concerns

		Yes/No



		Any Special Needs

		Yes/No

		Level of Need

		



		Any Social Care / Early Help involvement

		

		Any other agencies involved (if not present)

		





		Pupils Full Legal Name

		



		Pupil Address

		



		Postcode

		









		Member of Staff Present (Full Name)

		Job Title / Position



		

		







		Other Professionals Present (Full Name)

		Job Title / Position 



		

		







		Parent / Carers / Other family representative (full names)

		Relationship to Child

		DOB

		Present at Meeting Y/N



		

		

		

		



		

		

		

		







This section must include all those with parental responsibility and / or those with day-to-day care

		Title, Full First Name and Full Surname

		



		Relationship to Child

		



		Do they reside with the child?

		



		If not, do they have regular involvement / input?

	

		







		Title and Full First Name and Full Surname

		



		Relationship to Child

		



		Do they reside with the child?

		



		If not, do they have regular involvement / input?

		





		Other significant people in the child’s life

		









		
Attendance registration certificate provided 

		Yes/No

		Absences explained and discussed

		Yes/No



		Are parents / carers aware of the absences

		Yes/No

		Are parents / carers aware of school attendance procedures

		Yes/No



		List dates and types of contact/meetings held/offered prior to today’s meeting

		

		

		







		School concerns for absence



		Severely Absent (below 50% attendance) Persistently Absent (below 90% attendance) 



















		Pupils’ explanation for absences



		















		Parents/carers explanation for absences



		



















Other Support

		Is a referral to external support agencies appropriate, and if yes which ones?

		



		If so, are parents / carers in agreement?

		







		Key county-wide support



		East Sussex County Council - Information for families | East Sussex County Council





		iRock

		Mind

		CAMHS



		My Time

		Headspace

		Young Carers



		AMAZE

		ESCC Local Offer

		EHKW



		E-motion

		Open for parents

		ESCIS



		Home Works

		School Nursing Team

		CAB









		Agreed Action Plan for:

		





		Parents / Carers Action Plan



		

Will ensure:





In addition, they will: 

















		Student Action Plan



		

The Pupil named above:





In addition, they will:

















		School Actions



		

School will:





In addition, they will:











	



		



		All attendees to sign below:

Please ensure that the below is completed fully, clearly, and accurately to confirm any actions agreed and information provided detailed.





		1st - Parent / Carer – Print (Full name)



		Signature



		Date







		2nd - Parent / Carer – Print (Full name)



		Signature



		Date







		Pupil (if applicable) – Print (Full name)



		Signature



		Date







		School Representative – Print (Full name)



		Job Title / Position



		Signature



		Date





	

		Other Service Representative – Print (Full name)



		Job Title / Position



		Signature



		Date







		Review



		

Date of review:



Have all agreements been adhered to?









What has gone well?









If attendance has improved, do new agreements need to be made? (if yes consider if appropriate to start new support plan and close the formal parenting contract).







If attendance has failed to improve: Consider and agree next steps.











Warning letter issued: Yes/No









All attendees to sign below following the review:

Please ensure that the below is completed fully, clearly, and accurately to confirm any actions agreed and information provided detailed.



		1st - Parent / Carer – Print (Full name)



		Signature



		Date







		2nd - Parent / Carer – Print (Full name)



		Signature



		Date







		Pupil (if applicable) – Print (Full name)



		Signature



		Date







		School Representative – Print (Full name)



		Job Title / Position



		Signature



		Date





	

		Other Service Representative – Print (Full name)



		Job Title / Position



		Signature



		Date








Attendance Parent Contract	

	


image17.emf
Formal Warning  Letter for schools.docx


Formal Warning Letter for schools.docx
                                                                                                                      	

	SCHOOL LOGO/ HEADED PAPER









	







		[bookmark: addressee1]Private & Confidential – Addressee Only

[bookmark: addressee2]     

		[bookmark: reflabel1]Our ref:

		     



		

		[bookmark: reflabel3]Date:

		     



		

		

		







FORMAL WARNING LETTER FOR FAILURE TO SECURE IMPROVEMENTS IN SCHOOL ATTENDANCE



[bookmark: greeting][bookmark: Text4]Dear      



Pupil’s name:	     		D.O.B:      



It is noted that you are the parent of or have day to day care of      , a child who is a registered pupil at this school and is not in regular attendance as required by the Education Act 1996, Section 7.  



      has been recorded as having       school sessions (equivalent to       school days) lost due to unauthorised absences between the dates of       and      .



It is recommended that you take immediate steps to ensure that your child named above attends school regularly. If this is not achieved and there are further unauthorised absences, a referral may be made to the Local Authority, and you will be issued with a Notice of Intention to Prosecute from the Local Authority. Failure to secure an improvement in attendance and failing to engage with the support on offer from the school, may result in a prosecution in the Magistrates Court under section 444 of the Education Act 1996.  



When deciding upon the most appropriate action, the Local Authority has a duty to consider if the making of an Education Supervision Order would be appropriate. If an assessment of the situation indicates that this may be appropriate, and no improvement in attendance is achieved, you may be invited to an Education Supervision Order planning meeting that will be held by the Attendance Support Team on behalf of the Local Authority.  



Another parent/carer or someone with day-to-day responsibility regarding the above-named child may have also receive this letter. Each adult holds separate responsibility and will also be required to take appropriate action to support an improvement in attendance and ensure there are no further unauthorised absences.



If there are any circumstances that the school may not be aware of which is preventing your child from attending school regularly, I would urge you to make contact as soon as possible so we can discuss and resolve any difficulties.







Yours sincerely,









School Attendance Lead

  









School Attendance Legal information for Parents and Carers 



The Education Act 1996



By law – all children of compulsory school age must receive an appropriate full time education suitable to their age, ability, aptitude or any special educational needs they may have. The school starting date is the beginning of the term after which the child reaches their 5th birthday. The school leaving date is the last Friday in June of the academic year in which the child reaches their 16th birthday.



Parents / Carers – are responsible for

· registering their child at a school or making other arrangements which provide

an efficient education

· ensuring their child attends school regularly at the school at which they are registered

· applying for a planned absence of leave from school

· notifying the school when their child is absent unexpectedly



Schools – must either

· give permission for your child to be absent from school and mark the absence as authorised

or 

· mark the absence as unauthorised



The Law –says that parents/carers whose children are absent from school without 

good reason are committing an offence.





Next steps



If your child accrues further unauthorised absences, a referral may be made to the Local Authority.  Depending upon the circumstances, one, or a combination, of the following may be initiated:



Invited to respond to a Parental Response Questionnaire



You may be sent a questionnaire which requires a response from you. This questionnaire gives you the opportunity to provide the Local Authority of any details regarding your child’s unauthorised absence from school and to provide supporting evidence in your defence.  



Issued with a Penalty Notice



You may be issued with a Penalty Notice.  Penalty Notices are issued to each parent for each child for the sum of £60 to be paid within 21 days.     If the penalty is not paid within this time it will increase to £120 which must be paid within the following 7 days (a total of 28 days from issue). If the higher payment is not paid the Local Authority will instigate legal proceedings.  There is no right of appeal and payment will not be accepted after the 28th day.





Prosecution 



Depending upon the circumstances, a prosecution may be initiated without a Penalty Notice being issued first, or if you have failed to pay a Penalty Notice.  Prosecutions take place in the magistrate’s court under section 444(1) of the Education Act 1996. This offence carries a fine of up to £1000 for each parent. 

Or

In the magistrates court under section 444(1A) of the Education Act 1996. This offence carries a fine up to £2,500 and/or a 3 months custodial sentence for each parent if it is found that you knew about your child’s absences and failed, without reasonable justification, to ensure attendance.



If you fail to attend court for the hearing the matter may either be dealt with in your absence or, occasionally, a warrant issued for your arrest.  If found guilty, the magistrates will sentence you in accordance with their sentencing powers.



The magistrates may also consider imposing a Parenting Order which consists of two elements: a core element requiring the parent to attend guidance sessions to help them in dealing with their children and a control element requiring a parent to exercise control over ensuring attendance and communicate with the relevant authorities.



Education Supervision Order (ESO)



If the Local Authority assess that an Education Supervision Order is the most appropriate course of action, an application will be made through the family court under the Children Act 1989 section 36. Such an order placed upon your child allows a supervising officer, appointed by the court, to provide advice, guidance and give directions to you and/or your child aimed at ensuring regular school attendance. If you do not comply with a reasonable direction you may be prosecuted for breaching the Order and you may also be prosecuted for failing to ensure regular school attendance



Defences to non-school attendance



The legal reasons (defences) for non-school attendance are –

· the child is prevented from attending school due to sickness or other unplanned or unavoidable causes.

· the child is absent due to a day of religious observance in the parent’s/carer’s religion.

· the school has granted and authorised the leave.

· the child lives more than 2 miles if under 8 years or 3 miles if over 8 years from the school and the local authority has failed to provide transport.

             It is not a defence where parents have chosen to register a child at a school  

           outside the catchment area and no transport has been provided.
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SCHOOL LOGO/HEADED PAPER

                                              



FORMAL WARNING LETTER FOR FAILURE TO SECURE IMPROVEMENTS IN SCHOOL ATTENDANCE





Dear 



Child Name:    

    

Date of Birth:





It was disappointing to note that you failed to attend the Formal Attendance Parent Contract meeting that was arranged for Date and time and place of meeting. This meeting was arranged to discuss forename’s current level of attendance and any difficulties you may be experiencing.



As you did not attend the meeting, I am setting a target/s for forename which is/are as follows: 



· 90% or above attendance target over the monitoring period (insert dates)

· Absences due to self-limiting illness (such as colds) can be authorised in the first instance but a child who is absent frequently due to a medical reason, including repeated self-limiting illnesses, medical evidence will be required. 

· Prompt communication if your child will be absent. Parents should contact the school by xxx am as per the School Attendance Policy.

· Any additional targets can be inserted here.



Formal Warning enclosed:



As parent(s) it is your legal responsibility, as stated under Section 444 of the Education Act 1996, to ensure that your child attends the school at which he/she is registered, regularly and punctually.  Failure to do so may result in a Penalty Notice Fine being issued against you and/or legal proceedings being considered.



If targets are not met or unlikely to be met within the monitoring period, (specify period dates), and there are further unauthorised absences, a referral may be made to the Local Authority, and you will be issued with a Notice of Intention to Prosecute from the Local Authority. 



Failure to secure an improvement in attendance and failing to engage with the support on offer from the school, may result in a prosecution in the Magistrates Court under section 444 of the Education Act 1996.  



If there are any circumstances that the school may not be aware of which is preventing your child from attending school regularly, I would urge you to make contact as soon as possible so we can discuss and resolve any difficulties.



Yours sincerely





School Attendance Lead
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Reflective checklist



Consideration of Reduced Timetables


































July 2023













The Education Division team within East Sussex County Council recommend the use of the reflective checklist and conversation with relevant staff, support services (if involved) and parents/carers before a student is placed on a reduced timetable. This process enables the schools to reflect on the information they have and whether a reduced timetable is appropriate for that student. 

It is very important to ensure that the safeguarding implications are robustly considered for children, particularly deemed vulnerable to exploitation or open to the Youth Justice Service.

The flowchart in Appendix 1 shows the stages following the reflective conversation.



The following 9 questions to be completed each time the school is considering a reduced timetable for a student.



1 	What stages of supportive interventions would you expect to have been completed before this student is considered for a reduced timetable?







2	Have all stages been completed in this case? ☐ Yes  ☐No

If no, those stages must be completed before reduced timetable is agreed. Continue with the reflective conversation questions.

If yes, what did the review of these stages tell you about what the behaviours/non-attendance are communicating, and any unmet or unidentified special educational needs or disabilities for this student?











3	Have you obtained an up-to-date student voice? ☐ Yes  ☐No

If no, this must be completed and analysed before a reduced timetable is agreed. Continue with the reflective conversation questions.

[bookmark: _Hlk139037156]If yes, what did this tell you about what the behaviours/non-attendance are communicating and how best to support this student?







4	Have you obtained an up-to-date parent/carer voice? ☐ Yes  ☐No

If no, this must be completed and analysed before a reduced timetable is agreed. Continue with the reflective conversation questions.

If yes, what did this tell you about what the behaviours/non-attendance are communicating and how best to support this student?







5	Have you obtained teacher voice from key members of staff? ☐ Yes  ☐No

If no, this must be completed and analysed before a reduced timetable is agreed. Continue with the reflective conversation questions.



If yes, what did this tell you about what the behaviours/non-attendance are communicating and how best to support this student?





6	What is a reduced timetable seeking to achieve and why will it be successful?	







7	What unintended consequences may there be if the timetable is reduced for this student? E.g. impact on social groups, impact on self-esteem and confidence, pressures on the family etc.





	



8	What tools have been used to resolve the issues leading to the consideration of a reduced timetable?

☐	Therapeutic Thinking (Anxiety Mapping, Therapeutic Tree)

	☐	Supportive parent/carer meetings

☐	Support recorded on Assess Plan Do Review sheet or Additional Needs Plan

	☐	Mentor/trusted adult

	☐	Personalised timetable (e.g. ragged, creative curriculum)

	☐	Reasonable adjustments to school policies

	☐	Access to alternative provisions



9	Is the reduced timetable agreed to be appropriate?

☐ Yes  ☐No

Supported reflective conversation undertaken between ……. on 				(date)

Appendix 1 Supported reflective conversation





Reduced timetable agreed? 





Identify and agree the most appropriate support from:

· Resources for the key members of teaching and support staff to reflect on their practice in relation to nurturing a positive relationship with the student and how they can positively and negatively impact on the student’s wellbeing and confidence 

· Resources that support classroom practice:

· Universally Available Provision document (section for teachers/pastoral staff

· SEN Matrix

· Universal support PowerPoints/videos from CLASS

· ISEND Signs & Indicators document

· Anxiety Toolkit

· EBSA Toolkit

· Inclusion and SEND - Czone (eastsussex.gov.uk)

· Health, safety, wellbeing - Czone (eastsussex.gov.uk)



Yes

Yes

Yes

Is an LA support service already supporting the student?

Is additional support required to ensure the student will be able to successfully access full time education after 6 weeks?

School follows ESCC reduced timetable guidance including involving the parent/carer and student in decision-making and holding regular reviews

No

No

School aware of support available through LA education support services

No





School discusses any further support needs with the LA’s Education Division representatives allocated to their school



2
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Reduced timetable guidance for schools, academies and settings in East Sussex

Background and definition of a reduced timetable

This guidance does not refer to the ‘staggered’ introduction of reception-aged pupils.

All schools, academies and free schools have a statutory duty to provide full time education for all pupils. This guidance sets out the East Sussex County Council position in relation to the practice in schools of reducing the amount of time that a pupil spends in an education setting.

Because pupils of compulsory school age are entitled to a full-time education, reduced or part-time timetables are only allowed in exceptional circumstances, where:

· There's a specific need for a pupil – for example, a medical condition prevents them from attending full-time education and a part-time timetable is part of a planned re-integration

· It's in the pupil's best interests

· It's on a temporary basis, stating when they're expected to return to school full time. It must not be a long-term solution

The DfE sets this out on page 18 of its attendance guidance and page 11 of the mental health issues affecting attendance guidance.

A reduced timetable should be for an ‘exceptional measure’. It is up to the school to determine what that would be but may include reasons such as:

· Medical reasons where a child has a serious medical condition

· As a result of a reintegration into school following a trauma

· A family bereavement



When is it not appropriate:

A part-time timetable should not be used to manage a pupil’s behaviour. (Working together to improve school attendance (publishing.service.gov.uk) 

If behaviours are deemed ‘difficult / dangerous’, then this can often be an indication of an unmet need. In line with the SEND Code of Practice the school should assess needs, including involving other professionals as part of a graduated approach, whilst putting in place appropriate intervention and support and review progress. 

For children presenting these behaviours, a risk assessment should be completed with predict, prevent and progress which should be shared with all staff, embedded, reviewed and clearly link to support programmes and interventions. 



A part-time timetable must not be treated as a long-term solution.  Any form of pastoral support programme (which in East Sussex should be recorded in an Additional Needs Plan) or other agreement must have a time limit by which point the pupil is expected to attend full-time or be provided with alternative provision.

A reduced timetable means that, by agreement with the pupil, parent/carer and school, the number of hours spent in education are reduced for a time limited period of no more than six weeks. Once a reduced timetable has been agreed, where no alternative provision is being provided by the school, the pupil should be marked as an authorised absence (C code) for the part of the day they are not in school.

Schools have a duty of care for all pupils who are on their school roll. The school must ensure that when a pupil is not expected to attend, there is a signed, written agreement with parents, or alternative education providers, about who is carrying out the duty of safeguarding for each session.

This guidance is not intended to be applied to those pupils where a flexible learning programme has been put in place. Provided that the school has a mechanism in place for ensuring that the pupil is attending the alternative provision and the pupil’s total educational programme is full-time, this arrangement would not be considered as a reduced timetable.



Best Practice Guidance for reduced timetables



When considering placing a pupil on a reduced timetable, the school:

1.	Must be satisfied that a reduced timetable is an appropriate intervention given the needs of the pupil. There must be a clear and evidenced rationale for considering a reduced timetable as an intervention aimed at supporting the needs of the pupil and the maintenance of the education placement. A detailed assessment, recorded on an additional needs plan, must show the support required for all pupils on reduced timetables. 

2.	Must not pursue a reduced timetable without parental permission.  This can be construed as an unofficial exclusion, which is unlawful, as the parent has not requested leave for their child and/or the school could be regarded as preventing the pupil from accessing the curriculum.

3.	Must have signed parental permission, evidenced on the pupil file prior to the commencement of a time limited reduced timetable. If the parent does not agree, the reduced timetable arrangements cannot be implemented. In these circumstances the school will have to consider alternative interventions.

4.	Must complete a detailed action plan, agreed with the parents and the pupil, demonstrating a clear path of planned reintegration from part time to full time provision over a maximum of a six week period. The school must ensure the pupil has an active involvement in the process of planning, reviewing and evaluating the planned intervention. An example is shown in Appendix A.

5.	Must not put in place a reduced timetable that exceeds a six week period. If the pupil is still on a reduced timetable as the time limit approaches, a multi professional review should be held to organise full time education. A maximum of one further period of six weeks should only be agreed in exceptional circumstances, with parental agreement, and the plan revised to reflect why an extension was appropriate. The local authority has a duty to monitor the provision for all pupils who are not receiving full time education.

6.	Ensure that where pupils have an Education, Health and Care Plan, the Local Authority must be involved to ensure the EHCP is reviewed and amended where appropriate. An annual review should be convened to make the proposal known. The Local Authority must agree to the reduced timetable intervention and a reduced timetable must not interfere with additional support given to a pupil due to his/her educational needs.

7.	Must undertake a risk assessment of the pupil’s needs to assess the impact that a reduced timetable would have on the pupil. It is essential that the pupil’s welfare during any absence from school is considered. Risk assessments should follow the five steps identified by the Health and Safety Executive:

	Step 1:	Identify possible hazards

	Step 2:	Decide who may be harmed and how

	Step 3:	Evaluate the risks and decide on precaution

	Step 4:	Record your findings and implement them

	Step 5:	Regularly review your assessment and update if necessary



The risk assessment should include the safety and wellbeing of the pupil as well as the risk of the pupil engaging in criminal activity or substance misuse or being at risk of exploitation or radicalisation whilst not in receipt of education during the school day.

8.	Must ensure that school attendance officers keep a central record of all pupils on a reduced timetable. It is recommended that attendance officers set up a reduced timetable pupil group within SIMs.net. 

Local Authority Officers should be given access to school documentation relating to pupils on reduced timetables upon request. Local Authority Officers are legally able to take extracts from schools registers under the Education (Pupil Registration) (England) regulations 2006.  



All pupils should receive full time education hours consistent with their key stage:

· 21 hours at Key Stage 1

· 23.5 hours at Key Stage 2

· 24 hours at Key Stage 3  

· 25 hours at Key Stage 4 



It is illegal for schools to discriminate against pupils on the basis of their SEN and/or disability, including those with social emotional and mental health difficulties, under the Equalities Act 2010.



Related documents

ESCC Reflective Checklist: Consideration of Reduced Timetables





DfE Statutory Guidance on exclusions:

Suspension and Permanent Exclusion from maintained schools, academies and pupil referral units in England, including pupil movement (publishing.service.gov.uk)

DfE Statutory Guidance on attendance:

Working together to improve school attendance (publishing.service.gov.uk)

SEND Code of Practice:

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25





[image: Image preview]
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Appendix A:    Reduced Timetable Re-integration Plan

		Name:  

Year Group:  

		School: 

Class/Tutor: 

		Meeting with parent / carers (Y/N): 

		Start date: Click or tap to enter a date.

		End date: Click or tap to enter a date.



		Objectives (what change do we want to see?)

		Objective

		Review 1

		Review 2



		

		Choose an item.		Choose an item.		Choose an item.

		

		Choose an item.		Choose an item.		Choose an item.

		

		Choose an item.		Choose an item.		Choose an item.

		

		Plan

(Click or tap to enter a date.)

		Review 1 

(Click or tap to enter a date.)

		Review 2 

(Click or tap to enter a date.)



		What will the school do?

e.g. Strategies, environmental adaptations, adult support, intervention, curriculum adaptation, reasonable adjustments etc.

		

		

		



		What will parent/carers do?

e.g. Provide medical evidence where necessary; communicate/engage with relevant professionals; maintain contact with school link etc.

		

		

		



		What will the young person do?

e.g. attend agreed lessons; communicate with trusted adult; endeavour to engage with support offered etc.

		

		

		



		School signature:

		Parent/Carer signature:

		Young Person signature:
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The Education Division team within East Sussex County Council recommend the use of the reflective checklist and conversation with relevant staff, support services (if involved) and parents/carers before a student is placed on a reduced timetable. This process enables the schools to reflect on the information they have and whether a reduced timetable is appropriate for that student. 


It is very important to ensure that the safeguarding implications are robustly considered for children, particularly deemed vulnerable to exploitation or open to the Youth Justice Service.


The flowchart in Appendix 1 shows the stages following the reflective conversation.





The following 9 questions to be completed each time the school is considering a reduced timetable for a student.





1 	What stages of supportive interventions would you expect to have been completed before this student is considered for a reduced timetable?











2	Have all stages been completed in this case? ☐ Yes  ☐No


If no, those stages must be completed before reduced timetable is agreed. Continue with the reflective conversation questions.


If yes, what did the review of these stages tell you about what the behaviours/non-attendance are communicating, and any unmet or unidentified special educational needs or disabilities for this student?

















3	Have you obtained an up-to-date student voice? ☐ Yes  ☐No


If no, this must be completed and analysed before a reduced timetable is agreed. Continue with the reflective conversation questions.


[bookmark: _Hlk139037156]If yes, what did this tell you about what the behaviours/non-attendance are communicating and how best to support this student?











4	Have you obtained an up-to-date parent/carer voice? ☐ Yes  ☐No


If no, this must be completed and analysed before a reduced timetable is agreed. Continue with the reflective conversation questions.


If yes, what did this tell you about what the behaviours/non-attendance are communicating and how best to support this student?











5	Have you obtained teacher voice from key members of staff? ☐ Yes  ☐No


If no, this must be completed and analysed before a reduced timetable is agreed. Continue with the reflective conversation questions.





If yes, what did this tell you about what the behaviours/non-attendance are communicating and how best to support this student?








6	What is a reduced timetable seeking to achieve and why will it be successful?	











7	What unintended consequences may there be if the timetable is reduced for this student? E.g. impact on social groups, impact on self-esteem and confidence, pressures on the family etc.








	





8	What tools have been used to resolve the issues leading to the consideration of a reduced timetable?


☐	Therapeutic Thinking (Anxiety Mapping, Therapeutic Tree)


	☐	Supportive parent/carer meetings


☐	Support recorded on Assess Plan Do Review sheet or Additional Needs Plan


	☐	Mentor/trusted adult


	☐	Personalised timetable (e.g. ragged, creative curriculum)


	☐	Reasonable adjustments to school policies


	☐	Access to alternative provisions





9	Is the reduced timetable agreed to be appropriate?


☐ Yes  ☐No


Supported reflective conversation undertaken between ……. on 				(date)


Appendix 1 Supported reflective conversation








Reduced timetable agreed? 








Identify and agree the most appropriate support from:


· Resources for the key members of teaching and support staff to reflect on their practice in relation to nurturing a positive relationship with the student and how they can positively and negatively impact on the student’s wellbeing and confidence 


· Resources that support classroom practice:


· Universally Available Provision document (section for teachers/pastoral staff


· SEN Matrix


· Universal support PowerPoints/videos from CLASS


· ISEND Signs & Indicators document


· Anxiety Toolkit


· EBSA Toolkit


· Inclusion and SEND - Czone (eastsussex.gov.uk)


· Health, safety, wellbeing - Czone (eastsussex.gov.uk)





Yes


Yes


Yes


Is an LA support service already supporting the student?


Is additional support required to ensure the student will be able to successfully access full time education after 6 weeks?


School follows ESCC reduced timetable guidance including involving the parent/carer and student in decision-making and holding regular reviews


No


No


School aware of support available through LA education support services


No








School discusses any further support needs with the LA’s Education Division representatives allocated to their school
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