
Attendance Policy
March 2022



The Co-op Academy Stoke-on-Trent

Attendance Policy March 2022

Contents Page
Number

1. Introduction 2

2. Aims 2

3. Legislation and guidance 2

4. Attendance registers 3

5. Unplanned absence 3

6. Medical appointments 4

7. Lateness and punctuality 4

8. Following up absence 4

9. Reporting to parents 4

10.  Authorised and unauthorised absence 4

11. Legal sanction 5

12. Strategies for promoting attendance 5

13. Safeguarding 6

14. Attendance monitoring 6

15. Support for parents and students 7

16. Education off school site 7

17. Home educated children 7

18. Off role 8

19. Attendance procedures 8

20. Home visits 8

21. Roles and responsibilities 9

22. Monitoring, evaluation and review 11

Appendix 1: leave of absence including leave request form 15

Appendix 2: Home Visit Protocol 17

Appendix 3: The Loft 18

Appendix 4: Covid-19 18



Attendance Policy 1. Introduction
1.1. At the Co op Academy Stoke on Trent Every Child matters. Regular
Academy attendance and good punctuality is considered essential to ensure
sustained academic progress. It is vital that students attend the Academy
regularly in order to learn and progress academically as well as socially. Any
absence has a negative impact on a child’s learning; regular absence has a
significant negative impact on achievement and opportunity. A student with
poor attendance tends to achieve less. Those students who attend regularly
tend to achieve better qualifications than those who do not. Those with
excellent attendance records are more likely to be able to access higher
education and have better employment prospects. The link between
attendance and attainment is firmly established and well documented.

1.2. Parents have a legal duty to ensure children of compulsory school age
attend school regularly.

1.3. Ideally, all students would have an attendance rate of 100% although,
clearly, we recognise that occasionally students may not be able to attend.
For this reason, attendance of 96% and above is considered as acceptable.
Attendance below 96% is a concern. A child with an attendance rate below
90% is classed as a Persistent Absentee.

1.4. This policy document sets out the procedures we have in place to:
• encourage all students to attend regularly;
• monitor student attendance and intervene as necessary; and
• provide advice and support to parents and students.

1.5. This policy should not be seen in isolation but is a strand that underpins
all other policies related to the well-being of children including safeguarding,
behaviour, bullying and children missing in education.

2. Aims
2.1. Our Academy aims to meet its obligations with regards to Academy
attendance by:

• Promoting high attendance and reducing absence, including
persistent absence

• Ensuring every student has access to full-time education to
which they are entitled • Acting early to address patterns of
absence



2.2. We will support parents to perform their legal duty to ensure their children
of compulsory school age attend regularly and will promote and support
punctuality in attending lessons.

2.3. We expect every student to attend punctually every Academy day unless
there is a legitimate reason for the absence.

3. Legislation and guidance
3.1. This policy meets the requirements of the school attendance guidance
from the Department for Education 2018 (DfE) and refers to the DfE’s
statutory guidance on school attendance parental responsibility measures.
These documents are drawn from the following legislation setting out the legal
powers and duties that govern school attendance:

• The Education Act 1996
• The Education Act 2002
• The Education and Inspections Act 2006
• The Education (Pupil Registration) (England) Regulations 2006
• The Education (Pupil Registration) (England) (Amendment)

Regulations 2010 • The Education (Pupil Registration) (England)
(Amendment) Regulations 2011

• The Education (Pupil Registration) (England) (Amendment)
Regulations 2013

• The Education (Pupil Registration) (England) (Amendment)
Regulations 2016

• The Education (Penalty Notices) (England) (Amendment)
Regulations 2013

• Parental responsibility measures for school attendance and
behaviour 2015

• Children missing education Sept 2016
• Keeping children safe in education Sept 2021

3.2. This policy also refers to the DfE’s guidance on the school census,
which explains the persistent absence threshold.

3.3. This policy will also be applied in line with current equalities
legislation.

3.4. The Co op Academy Stoke on Trent adopts the local Stoke on Trent
authority Admissions policy and the national statutory Schools
Admission Code of Practice.

4. Attendance registers
4.1. By law, education establishments are required to keep an attendance
register, and all students must be placed on this register.



4.2. All schools (including academies) must keep a record of attendance
register entries for at least 3 years.

4.3. The attendance register will be taken at the start of the first session of
each Academy day and once during the second session. It will mark whether
every student is:

• Present
• Attending an approved off-site educational activity
• Absent
• Unable to attend due to exceptional circumstances

4.4. Any amendment to the attendance register will include:

• The original entry
• The amended entry
• The reason for the amendment
• The date on which the amendment was made
• The name and position of the person who made the amendment

4.5. Every entry in the attendance register will be preserved for 3 years after
the date on which the entry was made.

4.6. Students must arrive at the Academy by 8.50am for 9.00am lessons on
each Academy day.

4.7. The register for the first session will be taken at 09:00 and will be kept
open until 09.30. The register for the second session will be taken at 13:20pm
and will be kept open until 14:40pm.

5. Unplanned absence
5.1. Parents must notify the Academy on the first day of an unplanned
absence – for example, if their child is unable to attend due to ill health by
09:00 or as soon as practically possible. They should call the Academy on
each morning of a longer-term absence unless a doctor’s note has been
provided stating that a defined period of absence is necessary.

5.2. Parents can notify the Academy of an unplanned absence by calling
01782 882300 and following the automated instructions.

5.3. Absence due to illness will be authorised unless the Academy has a
genuine concern about the authenticity of the illness.

5.4. If the authenticity of the illness is in doubt, the Academy may ask parents
to provide medical evidence, such as a doctor’s note, appointment card or
another appropriate form of evidence.

5.5. If the Academy is not satisfied with the authenticity of an illness, the
absence will be recorded as unauthorised and parents will be notified of this.



6. Medical or dental appointments
6.1. Missing registration for a medical or dental appointment is counted as an
authorised absence; advance notice is required for authorising these
absences.

6.2. Parents should make medical and dental appointments out of Academy
hours where possible. Where this is not possible, the student should be out of
the Academy for the minimum amount of time necessary.

6.3. Parents can notify the Academy of an unplanned absence by calling
01782 882300 and following the automated instructions.

7. Lateness and punctuality
7.1. A student who arrives late but before the register has closed will be
marked as late, using the appropriate code.

7.2. A student who arrives after the register has closed will be marked as
absent, using the appropriate code.

7.3. A student who arrives late to the Academy will be placed in the lunch
time ‘standards’ detention for 20 minutes on the day that they were late. A
text will be sent to parents. Any student who is late more than twice in the
same week will be placed in Senior Leadership Team after-school detention
on a Thursday. A text will be sent to parents.

8. Following up absence
8.1 The Academy will follow up any absences to ascertain the reason, ensure
proper safeguarding action is taken where necessary, identify whether the
absence is approved or not and identify the correct attendance code to use
(refer to home visits and appendix 4 and 5).

8.2. All students who are absent from school for a week or more should have
contact with a member of staff primarily by a homevisit or by a video call. The
frequency of contact should be determined by the level of risk but as a
minimum weekly for the duration of the student’s absence. The exception
would be if they have been seen by another professional within this time
period or have been directed not to do so by the police or children’s services.

8.3. The staff member must have sight of the student and record their
appearance and interaction with the child.

8.4. Clear information should be provided to parents regarding the
expectations for their child to attend the academy despite appealing the
decision made by the LA to allocate their child to the academy

.



9. Reporting to parents
9.1. Parents will receive a written report on their child’s attendance at the end
of each academic year as part of the annual report.

10. Authorised and unauthorised
absence
10.1. The Headteacher may not grant any leave of absence to students
during term time unless they consider there to be 'exceptional
circumstances'(refer to Appendix 2 and 3)

10.2. The Academy considers each application for term-time absence
individually, taking into account the specific facts, circumstances and relevant
context behind the request. A leave of absence is granted entirely at the
Headteacher’s discretion.

10.3. Valid reasons for authorised absence include:

• Illness and medical/dental appointments
• Religious observance – where the day is exclusively set apart for

religious observance by the religious body to which the student’s
parents belong. If necessary, the Academy will seek advice from
the parents’ religious body to confirm whether the day is set apart

• Traveller students travelling for occupational purposes – this
covers Roma, English and Welsh Gypsies, Irish and Scottish
Travellers, Showmen (fairground people) and Circus people,
Bargees (occupational boat dwellers) and New Travellers. Absence
may be authorised only when a Traveller family is known to be
travelling for occupational purposes and has agreed this with the
Academy but it is not known whether the student is attending
educational provision

10.4. The Headteacher will not authorise absence for any of the following
reasons:

• Term-time holidays (refer to Appendix 2)
• Study leave. Study leave should not be granted by default once

tuition of the exam syllabus is complete, and study leave should
only ever be granted to students in Year 11. If the Academy does
decide to grant study leave, provision should still be made
available for those students who want to continue to come into the
Academy to revise.

11.Legal sanctions (refer to appendix 2 and 3)

11.1. The Academy can fine parents for the unauthorised absence of their
child from school, where the child is of compulsory school age.



11.2. If issued with a penalty notice, parents must pay £60 within 21 days or
£120 within 28 days. The payment must be made directly to the local
authority.

11.3. The decision on whether or not to issue a penalty notice ultimately rests
with the Headteacher, following the local authority’s code of conduct for
issuing penalty notices. This may take into account:

• A number of unauthorised absences occurring within a rolling
academic year

• One-off instances of irregular attendance, such as holidays taken
in term time without permission

• Where an excluded student is found in a public place during school
hours without a justifiable reason (refer to Appendix 2: Leave of
Absence for professionals)

12. Strategies for promoting
attendance
12.1 The Academy aims to promote good attendance and works with parents
and students to achieve this aim. Specific strategies include:

12.2 Positive praise from Academy staff

• Daily phone calls, home visits and truancy calls
• 100% attendance trip
• 100% attendance badges

• 100% celebration certificates formally award through an award
evening

• Fast track at the lunch queue
• Celebration at half termly whole Academy assembly
• Positive calls home and letters
• Prizes awarded for most improved attendance
• Prizes awarded for 100% attendance per term
• The Academy is open to students from 8.00am and provides a free

breakfast
• Periodically, the Academy may hold an “Attendance Blitz” where

visits are made to the homes of all absent students and reminders
given about the importance of good attendance. The visits are
usually accompanied by a member of SLT and a PCSO.

13. Safeguarding
Refer to Children missing from education

13.1 All staff should be aware that children going missing, particularly
repeatedly, can act as a vital warning sign of a range of safeguarding
possibilities. This may include abuse and neglect, which may include sexual
abuse or exploitation and child criminal exploitation. It may indicate mental

https://www.gov.uk/government/publications/children-missing-education


health problems, risk of substance abuse, risk of travelling to conflict zones, risk
of female genital mutilation or risk of forced marriage. Early intervention is
necessary to identify the existence of any underlying safeguarding risk and to
help prevent the risks of a child going missing in future. Therefore, the Academy
will put in place appropriate safeguarding responses for children who go missing
from school, particularly on repeat occasions.

13.2 Emergency contact numbers should be provided and updated by the parent with
whom the student normally resides. This goes beyond the legal requirement but is
good practice. Doing so provides the Academy with additional options for making
contact with a responsible adult when a child is missing and is also identified as a
welfare and/or safeguarding concern.

13.3 The Academy fully adopts the statutory guidance when Children Missing in
Education. The Local Authority will be informed of the absence of any child for a
continuous period of 10 days or more without school’s permission. Where a student
has not returned to school for ten days after an authorised absence or is absent from
school without authorisation for twenty consecutive school days, the student can be
removed from the admission register when the Academy and the local authority have
failed, after jointly making reasonable enquiries, to establish the whereabouts of the
child. This only applies if the school does not have reasonable grounds to believe that
the student is unable to attend because of sickness or unavoidable cause.

13.4. The academy will also arrange full-time education for excluded
students from the sixth Academy day of a fixed period exclusion.

14. Attendance monitoring
14.1. The attendance officers along with the Year Managers monitor student
absence on a daily basis.

14.2. If a student’s absence goes above five days in an academic year, shows
patterns of absence which are unusual or includes unauthorised absences, the
Academy will contact the parents to discuss the reasons for this.

14.3. If a student’s attendance gives cause for concern, the Academy will
prepare and implement an attendance support plan through an attendance
clinic. The student and their parents will be invited to a meeting/clinic in the
Academy in order to contribute to this plan.

14.4. If Academy strategies are insufficiently successful in improving
attendance, the attendance officers will refer to the education welfare officer.

14.5. The persistent absence threshold is 10%. If a student's individual overall
absence rate is greater than or equal to 10%, the student will be classified as a
persistent absentee.

14.6. Student-level absence data is collected each term and published at
national and local authority level through the DfE's school absence national
statistics releases. The underlying school-level absence data is published
alongside the national statistics. We compare our attendance data to the
national average and share this with the Co-op Trust.

14.7. The Academy tracks the attendance of individual students to identify
whether or not there are particular groups of children whose absences may be a

https://mail.google.com/mail/u/0/?projector=1&messagePartId=0.2#search/cme
https://mail.google.com/mail/u/0/?projector=1&messagePartId=0.2#search/cme


cause for concern. It uses this information to identify any children who may be in
need of intervention and support. Patterns of attendance and the impact of
strategies to improve attendance are analysed by the Senior Assistant Vice
Headteacher for Inclusion and monitored by the Headteacher, Board of
Governors and Co-op Trust.

15. Support for Parents and Students

15.1 The Academy understands that all students and families are unique and
may have their own challenges and barriers to attendance to deal with. As such,
support and advice on a range of issues is available through the Attendance
Team, Head of Community? and the Academy Attendance Officer. 15.2 We are
also able to signpost or refer parents/carers or families to external agencies who
may be able to offer additional support. These may include:

• The School Nurse
• YPDP (Drug & Alcohol Support Service)
• Early Help
• NSPCC
• Children’s Social Care
• Children & Adolescent Mental Health Service
• Counselling Services
• Catch 22
• Peer Mediators

16. Education off school site
16.1. On occasions students may be involved in educational activities off the
Academy site, such as sport, residential, work experience, college link courses,
field trips etc. If students fail to attend education off site, it is still deemed as
Academy attendance and the register will reflect as to whether any absence is
authorised or not. The circumstances of which may be referred to the Education
Welfare Officer.

17. Home Educated Children
17.1. Home Educated Children on receipt of written notification to home
educate, the Academy must inform the local authority that the student is to be
deleted from the admission register. The Academy should not seek to persuade
parents to educate their children at home as a way of avoiding excluding the
student or because the student has a poor attendance record. The Academy
and local authority should not seek to prevent parents from educating their
children outside the school system. There is no requirement for parents to obtain
the Academy’s or local authority’s agreement to educate their child at home.



Parents have a duty to ensure their child of compulsory school age receives
suitable full time education but this does not have to be at a school.

18. Off role
18.1. Where the Academy notifies a local authority that a student’s name is to be
deleted from the admission register, the Academy must provide the local
authority with the following information:

• the full name of the student;
• the full name and address of any parent with whom the student

lives;
• at least one telephone number of any parent with whom the

student lives;
• the full name and address of the parent who the student is going

to live with, and the date the student is expected to start living
there, if applicable;

• the name of student’s other or future school and the student’s
start date or expected start date there, if applicable; and

•    the ground prescribed in regulation 8 under which the student’s
name is to be deleted from the admission register.

18.2. Off rolling of a student can therefore only take place when the
above has been completed and permission has been granted by the
local authority.

19. Attendance procedures
19.1 The start of the day: The Academy starts at 8:50am and AM Registers are
taken by 9.10am.

• If a phone call or message about a student absence is taken by
Reception and not through the designated attendance line, then
an email is sent to the attendance team. The appropriate code is
entered in the register by the attendance officers. The entry in the
register is flagged and initialled to indicate that we have had a
phone call from parents/carers about the absence. The
Attendance Officer will check these marks and query those where
there are attendance concerns about a particular student.

• Students arriving late, between 9.00am and 9:10am sign in with a
member of Izone and are given a late slip. A member of SLT is
also present each morning to speak with the students as they
arrive. At 9:10am, the member of Izone enters any late marks in
registers as appropriate.

• Students arriving after 9:10am sign in at the Main Reception.
Registers close at 9:30am; students arriving before 9:30am
receive a late mark in the register and students arriving after
9:30am receive a (U)-Unauthorised mark.

• Any student in receipt of an (L)- Late mark in the register receives
a 20-minute standard detention served at lunch time. The
attendance team checks that all registers have been completed



and saved during P1 and when appropriate, a tannoy
announcement is given to remind staff to complete their registers.

• Fire Regulations are completed by 9.30am
• If a student is absent, a phone call home will be made by the Izone

attendance team between 9.20am - 9.40am.
• If the Izone attendance team are able to contact parents and

ascertain the reason for absence, this is then marked on the
registers and communicated to the Attendance Officer.

20. Home visits (refer to Appendix 2)

• At approximately 9.40am, home visits may be made to vulnerable
students, PA, RAP students or other students who we are
concerned about even if we have received a message or
contacted parents/carers. This is at the discretion of the
attendance team. The attendance team researches the addresses
using SIMS.  The wider Izone attendance team prioritises who to
visit.

• Before the wider Izone attendance team leave, they cross
reference the violent and volatile list of parents and follow the
Home Visit Procedures (refer to Appendix 4 and 5). They inform
reception on their destination addresses

• During an Attendance Blitz, home visits will be made to all students
who are absent irrespective of whether there has been
communication with home or not.

• The Izone attendance teams when arriving back indicate to the
attendance officers whether contact has been made with
parents/carers or not and the outcome of the visit.

21. Roles and responsibilities
21.1. The Board of Governors:

• set targets for whole Academy attendance and persistent
absenteeism in agreement with the Headteacher;

• is responsible for monitoring attendance figures for the whole
Academy on at least a termly basis. It does this through routine
reporting from the Senior AVP for Inclusion.

21.2. The Headteacher:
• is responsible for ensuring this policy is implemented consistently

across the Academy and supports other staff in monitoring the
attendance of individual students and issues fixed-penalty notices,
where necessary.

21.3. The Senior DHT inclusion will:



• line manage the Attendance Officers and ensure that the
appropriate Izone staff fulfil their responsibilities in accordance
with our agreed procedures;

• work with and support the Attendance Officers in monitoring and
managing attendance and in initiating our formal procedures;

• review and develop our attendance policy and procedures as
appropriate

• provide attendance data and the appropriate reports as requested
by the Headteacher and Governing Body; and

• intervene where there are issues with registers being completed
incorrectly.

• Regularly meet with the EWO
• are aware of their legal responsibility regarding Academy

attendance, and understand that the Academy will use legal
sanctions such as Penalty Notices and prosecution where
necessary

21.4. The Attendance Officers:
• monitors attendance data at the Academy and individual student

level
• reports concern about attendance to the senior AVP for Inclusion
• works with education welfare officers to tackle persistent absence
• arranges calls and meetings with parents to discuss attendance

issues through attendance clinics
• Send out various letters to parents
• advises the Headteacher when to issue fixed-penalty notices.
• takes calls / answer phone messages from parents about absence

and record it on the Academy system
• To complete missing children in education paperwork
• Awareness of the vulnerable students in the Academy
• Notify the local authority when deleting a student’s name from the

register.

21.5. Class teachers are responsible for recording attendance on a daily
basis, using the correct codes, and submitting this information to the
Academy office.

21.6. Form Tutors will:
• monitor attendance data and share this information with students;
• promote excellent attendance within their tutor group;
• discuss concerns about attendance and punctuality with

individual students below 96% and encourage them to improve;
• pass any medical evidence or letters relating to attendance to the

Academy Attendance Officer; and
• Set and challenge attendance targets through the Target Setting

Evening

21.7. The Izone Attendance Team will:
• Take incoming calls regarding absence and record reasons on

SIMS



•     Assist with making daily telephone calls to parents of absent
students

• Assist in recording of the lates and staffing the detentions.
• Make home visits and record the outcomes
•     Staff the general daily meet and greet
• Support the Year 7 Meet and Greet.
• Attend Attendance clinics meetings if appropriate for students in

their year group; and
• Offer support and signposting to other services for parents who

request it.

Parents/Carers
• Parents have a legal duty to ensure that their children of

compulsory school age attend school regularly.
• Inform the Academy straight away if your child cannot attend and

give the reason.
• Try to make medical, dental or other appointments outside the

academy day
• Ensure the Academy is aware of any circumstances at home that

may be likely to affect their attendance
• Encourage good routines at home which promote a healthy

lifestyle including enough sleep
• Talk to your child about the Academy and let the Academy know if

your child is worried about any issues such as difficulties with
homework or friendship problems.

• Do not book holidays in term time – this will only be authorised in
exceptional circumstances.

• Seek advice from your G.P. if you are not sure how long to keep
your child off school with an illness

• Ensure the Academy has all your up to date contact providing
preferably two emergency contact numbers.

• Encourage your child to enjoy Academy life and make the most of
all the opportunities available to them.

22. Monitoring, Evaluation and Review
This policy will be reviewed every two years or as soon as possible after
any changes in the most recent advice, guidance or legislation.

The policy will be promoted and implemented throughout the Academy when
ratified and adopted by the Chair of the Wellbeing Governing Committee.

Adopted by the Academy .........................................................................



Chair of Wellbeing
Governor

.........................................................................

Headteacher .........................................................................

Review Date .........................................................................



Appendix 1:

Headteacher Academy Stoke on Trent Leave of Absence Guidance

In line with the law on school attendance, the Headteacher Academy Stoke
on Trent will not grant leave of absence unless there are exceptional
circumstances and the absence is short in duration.

The application for leave of absence must be made in advance and the
Headteacher must be satisfied that there are exceptional circumstances
based on the individual facts and circumstances of the case which warrant
the leave.

Where a leave of absence is granted, the Headteacher will determine the
number of days a student can be authorised from the Academy. A leave of
absence is granted entirely at the Headteacher’s discretion.

If your request is authorised, you are required to ensure your child catches up
on any missed Academy work. A family holiday is not an exceptional
circumstance.

If you take your child out of the Academy without making a request, or if you
still take your child out of the Academy after a request has been denied, the
absence will be marked as unauthorised and a £60 Penalty Notice fine by
Stoke-on-Trent Local Authority will be issued.

This £60 Penalty Notice rises to £120 if paid after 21 days but within 28 days.
If after 28 days it remains unpaid you may be summoned to appear before
Magistrates to explain why your child has unauthorised school absences and
you may be liable for a fine of up to £1000.

Parents/carers should be aware of the negative impact that taking time off
during the term will have on children’s ability to reach their potential.

If, having taken into account all these points, you still wish to apply for a
Leave of Absence to take your child out of school during term time, please
complete the form attached to this letter and submit the request in writing to
the Headteacher at least four weeks prior to the requested time of absence.

The Headteacher, Mr Lowry, will consider all Leave of Absence requests and
will notify parents/carers of the outcome.

Please note: We advise that you do not plan for your child to be absent from
the Academy without gaining prior agreement from the Headteacher.  The
Headteacher cannot retrospectively authorise absence from the Academy
under any circumstances. The Headteacher will not grant a leave of absence
if he believes it is to the detriment of a child’s education.



Application for Leave of Absence
During Term Time

The Academy and Government strongly discourages parents and carers from applying
for leave of absence during term-time. The Headteacher does not authorise leave

requests unless these are short and exceptional in nature.

Student Name
__________________________________________________________________

Year group ________________ Number of days requested _____________

First Day of Leave Requested
__________________________________________________________________

Date of return to the Academy
__________________________________________________________________

Parent contact telephone number
__________________________________________________________________

Reason for exceptional circumstance request
__________________________________________________________________

__________________________________________________________________

Holiday □
Name ________________________________ (Parent/Carer)

Signed _______________________________ (Parent/Carer) Date
____________

Leave requests should be made at least four weeks in advance, where possible by
the parent with whom the child resides with.

Please note leave of absence which is NOT authorised by the
Headteacher may result in a penalty notice fine being issued by the Local

Authority at £60 per student, per parent.

To be completed by the Academy Attendance Officer
Date request received _____________________________________________

Current attendance ____________ Previous year attendance____________
Previous leave taken
_______________________________________________________________



Appendix 2:

Home Visits Protocol

Before you leave the work place:

A. Do not visit if the parent/carer is known to be violent or volatile.
B. Ensure that reception knows your whereabouts; leave details of the

name and address you are visiting.
C. Ensure that you leave your contact numbers (always carry a mobile

phone).
D. Ensure that reception or the person monitoring your whereabouts

knows your estimated time back. If not back by the time given, then
DB/receptionist must ring you.

E. A code word is needed in case of an emergency, for example
• “Amber” – This means that you are alerting staff that there

is problem or a potential problem.
• “Ruby” – This means that 999 needs to be called, as it is

an emergency situation.
• These words can be used in a sentence for example, “Can

you call Ruby to tell her I am running late, I am stuck on a
home visit at address….” In this way they do not arouse
suspicion with clients.

Risk Assessment:

Before you knock on a door, please consider the following:

A. The property – Look at the property to see if there are any dangers
i.e. rubbish, is the entrance clear, any sharps around etc.

B. Family Relationships – Identify areas of concern, this will be
highlighted in the attendance sheets produced by Julie Holdcroft.  This
looks at who lives at the property and if there are any known risks,
who may also visit the property.

C. Neighbourhood – Is it known for ASB, crime, deprived area etc.
D. Parking – Staff must always ensure that they turn their vehicles

around to face the exit, to ensure that they can get away from the
location quickly if needs be. If parking is restricted outside the property
then assess if it is safe to leave your car a distance away, or whether
you abandon visiting.

E. Additional Info - Look for pets, dogs especially can be extremely
dangerous.  If there are pets to the front of the property, then assess if
it is safe to even knock on.



If you consider there to be any risk to your person or your car
then do not proceed with a knock on.
Whilst out visiting

A. Only visit in pairs.
B. Look at the neighbourhood/area are you safe getting out of the car?
C. Parking (detailed as above) taken into consideration.
D. Assess the house from its appearance, is it safe to approach?
E. Look for hazards (as above)
F. Knock at the property in pairs; stand back from the door when it is

answered.
G. Never go into the property as it is not thoroughly risk assessed.
H. If you are collecting a child, please ensure that they sit in the back of

the car and use the seat belt.
Transporting a child should be an exception and not the norm.

On Return

A. Please write up your notes of your home visit clearly stating the
outcome of your visit. B. Pass your notes/findings on to the
attendance officers

Appendix 3:
Attendance within the Academy Alternative Provision Unit - The Loft

The attendance of the students who register in ‘The Loft’ the Academy alternative
provision unit is monitored daily by the Unit Manager. Students arrive and leave at
times agreed between The Loft and the Parents. All absences are followed up by
phone calls, text messages and home visits. The Loft team liaise with the
Attendance Officers to ensure accurate recording of attendance. All attendance
recording and issues are managed as outlined in this policy by the Loft Team and
the Attendance Officers.
Some students who attend The Loft will also be placed into college. The Loft
Manager will complete placement visits and attendance checks for these
placements.  Other outside provision placements are also used and attendance is
monitored through the Stoke AP website

Appendix 4:

Covid-19 and Lockdown Guidance

The Co-op Academy Stoke-on-Trent will continue to support all students and
families.

In line with the government guidance during the Covid-19 pandemic January
2021, parents were asked to keep their children at home, wherever possible,
and for schools to remain open only for those children of key workers and
children deemed most vulnerable (meet the definition in section 17 of the
Children Act 1989) this includes those who have a social worker, an



education, health care plan (EHC), are looked after (LAC) by the local
authority).

Children of key worker families will also be offered a place within the
Academy upon request from the parent.

The Academy is not required to complete their usual day to day attendance
processes to follow up on non- attending students who are not expected to
attend. However form tutors and teaching staff are required to record online
learning engagement of all non-attending students.

The Attendance Manager will submit the daily attendance sheet to the DfE
before 2pm each day.

https://www.gov.uk/coronavirus

Academy Attendance

Parents of children who are deemed most vulnerable and are attending the
Academy should follow normal attendance procedures for any absences
including illness and appointments during school hours (see page 5 and 6) The
Attendance Officers will record attendance on the school Sims system. The
Attendance Manager will collate attendance data for the Headteacher and
Deputy Headteacher on a daily basis.  Attendance Officers and Year Managers
will make regular contact with all students who are expected to attend and keep
a record of all communications. Home visits will be completed whenever
concerns are raised through communication or the lack of engagement from
families. All outside agencies linked to students will be informed of any
concerns.

● Home visit protocol will be followed as normal with the addition of PPE.
At no point should a member of staff enter a property, they should remain
at the door at a safe distance.

Home Learning

All other students will be provided with online learning including live lessons.
They will follow their regular timetable to access lessons. Form tutors will
register their classes each day via google classroom. Teachers will record
attendance to lessons and input of work

Home Learning Subjects:

○ Teaching Staff - must complete all subject registers by Friday.
Enter 1/2/3 or N to reflect student engagement.

■ 1 - Student has submitted quality work.

■ 2 - Student has joined Live Lesson and taken part in the
lesson.

■ 2- Student has submitted work.

https://www.gov.uk/coronavirus


■ 3 - Student has joined Live Lesson
■ 3 - Student has attempted some work

■ N - Student has not submitted any work.

PLEASE NOTE THAT ACADEMY LEARNERS SHOULD NOW BE GRADED
(THEY WILL BE SHADED IN GOLD THROUGHOUT THE WEEK AS THEY
ATTEND )

AL 1 - Academy Learners have submitted quality work
AL2 - Academy Learners have submitted their work.
AL3 - Academy Learners have attempted some work.
ALN - Academy Learner has not submitted any work.

● HOY & YM - No Learning - Staff can check parental contact with
students that did not engage the previous week in all 3 core subjects.

● NO CONTACT = Please do not email or call any student on this list.
● Learning Leaders Subject staff to nominate students that have been

issued a 1 and have submitted great work by the end of play on a
Friday.

● Home Learning Record of Delivery - Subject staff to update each
Friday their intended mode of delivery for each class for the following
week.


