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1.   Introduction 

1.1 These procedures set out the requirements for schools and other educational settings in relation to the management of school attendance, including the enforcement processes associated with pupil absence. They reflect current statutory requirements.

1.2 To ensure that children and young people, and their families, receive the help and support they need, schools must have implemented an Attendance Support Plan and/or an Early Help/Family Help Assessment to improve attendance before requesting statutory intervention from the Local Authority (LA).

1.3 If the required improvement in the child’s attendance is not achieved and the child and/or family do not engage with the support available to them, including Early Help or a Family Help Assessment that considers the needs of the whole family, the Local Authority’s Formal Attendance Procedure should be initiated. This may include an invitation to attend an Attendance Panel.
 
1.4 Other legal disposals are available to the Local Authority (LA) outside of the formal attendance procedures. These include issuing Penalty Notices for unauthorised leave of absence during term time and for being present in a public place during the first five days of an exclusion. The LA is also responsible for issuing School Attendance Orders where a child of compulsory school age is not registered at a school and is not receiving a suitable education otherwise (for example, through Elective Home Education).

1.5 Although academies and free schools may have different arrangements in place to support attendance, the requirements set out in the Local Authority Enforcement Procedures apply to all educational settings, regardless of how attendance support is delivered.


2. Parental Responsibility

2.1 	Under Section 7 of the Education Act 1996, the Parent is responsible for ensuring that their Child, if of compulsory school age, receives an efficient and full-time education. This may be achieved through regular attendance at school or otherwise, including through Elective Home Education provided by the Parent or their representative.

2.2      Parent, in relation to any child or young person, includes:

a) all natural parents, whether married or not;

b) any person who is not a parent, but who has parental responsibility for the child or young person; or

c) any person who has care of the child or young person.



This definition also includes absent parents who have regular contact with, and the ability to influence, the child, including matters relating to attendance. However, separated parents who do not accompany the other parent on an unauthorised leave of absence should not be included.
  
Parental partners may also be included, whether or not they are married to the child's natural parent, as they may be considered to have care of the child. In addition, where a child lives with a grandparent, older sibling, or another relative who acts as the primary carer, that individual may be included as they are the child's main care provider.

2.3 	Compulsory school age begins at age five. A child must attend school from the start of the school term that commences on or after their fifth birthday. A child remains of compulsory school age until the last Friday in June of the school year in which they reach their sixteenth birthday.

2.4 	In Sefton, if it appears that a child of compulsory school age is not receiving a suitable education, either by regular attendance at school or otherwise, then under Section 437 of the Education Act 1996; the Local Authority may begin procedures for issuing a School Attendance Order.

2.5 	Sefton Council have a Partnership Agreement with schools which sets out how and when referrals should be made to the service. It also has a clear Enforcement Process for the prosecution of parents and the application of Education Supervision Orders.
	
3. Definition of school 

3.1      The definition of a school includes Pupil Referral Units; therefore, the legislation applies equally to parents of children and young people registered at PRUs and other institutions registered as schools (such as Waterside Alternative Academy and other private providers registered with DfE) who are failing to attend regularly. Further amendments (1996 Education Act s444ZA) also extend the legislation to cover children failing to attend properly arranged off-site activities when parents have been informed in writing of the details of the proposed provision. 

4. School Attendance Order (SAO)

4.1 	Details of the School Attendance Order (SAO) process are provided in Appendix A.

4.2 	A School Attendance Order (SAO) may be used to direct a parent to send their child to a specific school. It can also be issued when a child is not registered on the roll of any school.
          
Examples include:

· The parent has failed to register their child at a primary school.

· The parent has been unsuccessful in securing a place at their preferred school and considers the available alternative options to be unsuitable.

· The parent has failed to fulfil their duty under Elective Home Education (EHE), and, following advice from the local authority it has been determined that suitable education is not being provided.

4.3 	Before serving a SAO, every effort should be made to engage with the parent.


5. The Role of the School

5.1 	All schools should have an Attendance Policy in place. Schools are required to take an attendance register twice daily: at the start of the morning session and once during the afternoon session. The register must clearly indicate whether any absence is authorised or unauthorised. All schools should have an Attendance Policy in place. Schools are required to maintain an attendance register and record attendance twice each day: once at the beginning of the morning session and once during the afternoon session. The register must clearly identify whether any absence is authorised or unauthorised.

5.2 	Schools should ensure that their Attendance Policy includes effective systems for promoting regular attendance and investigating the underlying causes of poor attendance. Attendance Policies should be approved by the Governing Body and reviewed regularly to ensure they remain effective and compliant with current requirements.

5.3   	Children who are identified as persistent absentees should be offered an Attendance Support Plan, which will identify any barriers affecting the child's attendance at school. The Attendance Support Plan should set an attendance target and outline the actions required to bring about improvement. The school may also undertake an Early Help Assessment or initiate a Family Help Assessment to identify and address any wider needs that may be impacting attendance.


6. Referral to the Local Authority/School Attendance Panel

6.1 	Sefton Council currently operates a process whereby a Local Authority (LA) School Attendance Panel is convened when there are concerns about a pupil’s level of absence and the reasons provided for that absence, and where the school has already implemented a range of strategies to improve attendance without achieving sufficient progress.


6.2 	The Panel will seek to develop a holistic understanding of the barriers to attendance. This will enable a more informed and considered approach to identifying the support required for successful re-engagement. The Panel will adopt a whole-family approach to discussions and will take account of both pupil and parental preferences in order to identify the most appropriate solution to support educational engagement.


6.3 		Different categories of absence are considered by the Local Authority (LA) School Attendance Panel. The panel provides a formal mechanism for setting targets, agreeing interventions, and reviewing progress through planned and evaluated actions. Its primary focus is on children and young people with 15% or more unauthorised absence, ensuring that appropriate support and challenge are in place to improve attendance outcomes.

6.4 Membership of the Panel may include Officers from Sefton council, schools, and any other relevant agency. There is a criterion for selecting children and their parents/carers, to meet the School Attendance Panel.



A referral form will need to be completed for children and young people with unauthorised or persistent absence who fall within any of the following categories:

· Pupils who have 15% absence or more 
  
· Children and young people whose parents have withdrawn them from school.

·   Children who are supported by an Education, Health and Care Plan (EHCP) and whose attendance is causing concern.

·   Children and young people who report bullying and whose parents have subsequently removed them from school.

·   Children who are supported through Early Help, Child in Need/Family Help, or Child Protection Plans, where there is a lack of engagement or no improvement in attendance.

·   Children who are looked after by the Local Authority and placed with their parents.

·   Children and young people who are young carers.

· Children who are not attending alternative provision, including complementary education provided by the Council, will also be considered to ensure that appropriate support, monitoring, and interventions are in place to promote engagement and regular attendance.

·   Pupils who are at risk of radicalisation or extremism and are absent from school.

6.5	When a child is referred to the Local Authority, a period of casework is undertaken in partnership with the school to address and resolve attendance concerns. Documentary evidence of all casework interventions must be maintained.
          
           The School Attendance Support Service will work collaboratively with the school to engage other services where appropriate. The team will also support families who have previously received assistance through an Attendance Support Plan, Early Help, or Family Help Plan where these interventions have not resulted in an improvement in attendance.


6.6      Local Authority (LA) School Attendance Panel Procedures 

	REFERRAL TO THE LOCAL AUTHORITY SCHOOL ATTENDANCE PANEL 

6.7 	Local Authority School Attendance Panel 
	If a child’s attendance does not improve following a period of intervention, staff from the school, academy, or other educational provision may refer the child to the Local Authority (LA) School Attendance Panel.

6.8	A letter will be sent by the School Attendance Support Service inviting the parent/carer to attend the panel approximately 10 days before the meeting. The letter will confirm the date, time, and venue of the meeting.

6.9	The Local Authority School Attendance Panel is chaired by a member of the School Attendance Support Service. At the beginning of the meeting, introductions will be made, and the purpose of the panel will be explained. Parents/carers will be reminded of the potential legal consequences should the pattern of poor school attendance continue. Accurate details regarding the parents/carers and any siblings within the family will also be established.

6.10	At the panel meeting, the relevant professional will provide information outlining the reasons for the child’s poor attendance and any other relevant factors. The information will also highlight the strategies that have been implemented to improve attendance, which may include an individual attendance support plan. The child’s current attendance at the school or educational provision where they are registered will be discussed.

6.11	The parent(s)/carer(s) will be invited to provide an explanation for the child’s poor school attendance. The child may also attend the meeting.

6.12	The LA School Attendance Panel will fully consider the factors contributing to the child’s non-attendance and, in partnership with the parent(s)/carer(s), school, and any relevant agencies, seek to identify strategies to improve attendance. The panel may recommend an Early Help Assessment and may also consider seeking an Education Supervision Order where appropriate, with or without parental cooperation.

6.13	During the panel, an Attendance Contract (action plan) will be agreed with the family. This will aim to address the identified issues and support the child’s return to regular school attendance as quickly as possible. Improvement targets will be agreed for a defined period, usually 12 weeks. The level of support required from the school and any involved services to help achieve these targets will be discussed, and a review date will be set. During this period, the child’s attendance will be monitored closely by both the school and the Local Authority.

6.14	Following the LA School Attendance Panel, a letter will be sent to the parent(s)/carer(s) confirming the discussions and actions agreed, including the target date for improvement. A copy of the signed Attendance Contract will be enclosed. The letter will explain that continued poor school attendance may result in the Local Authority initiating legal proceedings against the parent(s)/carer(s).

6.15	If parent(s)/carer(s) fail to attend the Local Authority School Attendance Panel without providing an explanation, they will either:
	(a) be sent a copy of the Attendance Contract and the actions agreed at the meeting. They will be requested to sign and return the contract. 
	or
	(b) be advised they will be subject to a Penalty Charge Notice - Notice to improve.


6.16	The relevant Local Authority officer and school, academy, or free school staff will receive a copy of the letter sent to the parent(s)/carer(s).

LOCAL AUTHORITY SCHOOL ATTENDANCE PANEL – TARGET PROGRESS/REVIEW

6.17 	All cases will be reviewed to assess the progress made against the agreed target by the review date.

6.18 	The Local Authority Officer and/or School Representative will be responsible for providing an updated attendance report for the child, together with a summary of the current situation.



OUTCOMES

6.19 	Where there has been a significant improvement in the child’s attendance, the Local Authority will take no further action. The child’s attendance will continue to be monitored by the school.

6.20	Where there has been no significant improvement in attendance, and no reasonable justification has been provided, the Local Authority will review the case. This may result in legal proceedings being considered against the parent/carer.

6. The Local Authority may decide to seek an Education Supervision Order (ESO).


1. The Offence of Failing to Ensure Regular School Attendance

· Section 444(1) of the Education Act 1996

· Section 444(1A) of the Education Act 1996

· Section 444(ZA) of the Education Act 1996

7.1 	Under Section 444(1) of the Education Act 1996, where a child of compulsory school age who is a registered pupil at a school fails to attend regularly, the parent commits an offence. This is a strict liability offence and carries a maximum penalty of a Level 3 fine on the standard scale (currently £1,000). 

7.2 	Under Section 444(1A) of the Education Act 1996, an offence is committed where a parent knowingly fails to secure their child's regular attendance at school without reasonable justification. This aggravated offence requires proof that the parent knew of the child's irregular attendance and failed to take appropriate steps to secure attendance. Upon conviction, the court may impose a custodial sentence of up to three months, a Level 4 fine on the standard scale (currently £2,500), or both. 

7.3  	Section 444(ZA) of the Education Act 1996 extends the offence provisions to circumstances where a parent fails to ensure the regular attendance of a child at alternative educational provision arranged for that child. 

7.4  	In relation to prosecutions associated with penalty notices, and subject to Section 444A of the Education Act 1996, further details can be found in the document Procedures for Issuing Education-related Penalty Notices, published on the Sefton Council website.


1. Practice Guidance – A Framework for Education Supervision Orders (ESOs)

8.1 	The purpose of this guidance is to promote good practice in the management of Education Supervision Orders (ESOs) made under Section 36 of the Children Act 1989. It identifies issues relating to management and organisation, defines key principles, and sets out relevant procedures.


8.2 	Section 447 of the Education Act 1996 requires the Local Authority (LA) to consider whether it would be appropriate to apply for an Education Supervision Order under Section 36 of the Children Act 1989. An Education Supervision Order may be sought by Sefton Council where a child of compulsory school age is not receiving a suitable education. The supervisor appointed by the Local Authority is required to advise, assist and befriend the child and their parent(s)/carer(s) to help ensure that the child receives an appropriate education.

8.3 	This guidance also reflects the broader principles underpinning all aspects of the Children Act 1989, including the following:

· In all proceedings under the Act, the welfare of the child is the paramount consideration.

· Wherever possible, intervention within a family should be undertaken in partnership with parents.

· Effective collaboration between agencies is essential.

· Courts should not make an order unless doing so would be better for the child than making no order at all.

· Consideration must be given to whether a child is suffering, or is likely to suffer, significant harm.

· Children should be involved, wherever appropriate, in decisions that may affect them.

· The key question to be considered is: "Is making an Education Supervision Order better for the child than not making one?" When making this decision, it should be noted that, as a matter of good practice, an ESO should not be sought without consultation with all persons who hold parental responsibility. For education purposes, any person who has day-to-day care and custody of the child may be regarded as a parent.

8.4 	The order lasts for one year, although an extension may be applied for within three months before the order expires. Each extension may last for up to three years. However, the order will cease to have effect if a Care Order is made or when the child reaches compulsory school leaving age. An Education Supervision Order (ESO) may run concurrently with a Supervision Order or a Criminal Supervision Order.

8.5 	The decision to apply for an Education Supervision Order is made by the School Support Service Team Manager or Service Manager. The School Attendance Panel may also recommend that an Education Supervision Order be sought. Once a decision has been made to consider an ESO, the following stages must be followed.


EDUCATION SUPERVISION ORDER PLANNING MEETING

8.6 	An Education Supervision Order Planning Meeting will be convened by the Local Authority (LA). The LA will invite all relevant professionals involved with the case to participate in the consultation stage prior to seeking an ESO. A representative from the school must attend the meeting.

8.7 	The parents, child, and any other persons with care of the child must also be invited to attend the planning meeting using the appropriate correspondence.

8.8 	The Planning Meeting is intended to provide a forum for the sharing of information. The aim of the Local Authority, or the designated attendance worker from the school, is to provide support for children and their families to ensure that pupils make the most of the educational opportunities available to them. The purpose of the meeting is to identify the child's needs and develop a multi-agency strategy to ensure educational opportunities are maximised through the effective use of all available resources. Formal minutes will be recorded.

8.9 	Working in partnership with children, parents, families, and relevant agencies, while taking account of their wishes and feelings, is fundamental to achieving the aims of the Children Act 1989. However, the key principle is that the child's welfare is the paramount consideration when making decisions concerning their upbringing, and this must underpin all decisions made during the Education Supervision Order Conference.

8.10 	It is anticipated that the child and their parent(s)/carer(s) will attend the Education Supervision Order Planning Meeting and participate in the assessment of the issues and any proposed actions. The wishes and feelings of the child and their parent(s)/carer(s) will be incorporated into the court report. Where the Local Authority considers that support is required to secure a child's attendance at school, but the parent(s)/carer(s) are not co-operating, the Local Authority may still apply to the court for an Education Supervision Order.

8.11 	In accordance with the Children Act 1989, an Education Supervision Order will only be granted where the court is satisfied that making the order is better for the child than making no order at all. The decision to seek an Education Supervision Order should therefore be a significant intervention, preferably with the consent and agreement of the child and/or parent(s)/carer(s).

8.12 	The purpose of the Education Supervision Order Planning Meeting is to establish the objectives of the proposed Education Supervision Order and/or any joint programme of work to be undertaken with the child, parent(s), involved agencies, and any other relevant parties.

8.13 	The contribution of the child and their parent(s)/carer(s) to this planning process is highly desirable and should be actively encouraged. Confrontation should be avoided, as the ethos of the Children Act 1989 and Education Supervision Orders is one of co-operation and partnership.

PROCEDURES FOR THE EDUCATION SUPERVISION ORDER PLANNING MEETING

8.14 	The meeting will be chaired by a School Support Service Team Manager or Service Manager.

8.15 	The Chair will introduce those present and explain their roles, followed by an outline of the purpose of the meeting and its intended outcomes.

8.16 	This will be followed by a discussion of the child's difficulties and circumstances, with contributions from all participants. Documentation recording all matters discussed will be completed during the meeting.

8.17 	Where the decision is made to apply for an ESO, individual case review meetings will be arranged involving the parent(s)/carer(s), the child, and nominated key workers from the agencies involved with the family. These meetings will be used to share information, clarify responsibilities, and monitor progress.

8.18 	The Planning Meeting may determine that it is not appropriate to apply for an Education Supervision Order at that time. In such cases, the decision may be deferred and attendance monitored for a further period.

PREPARATION FOR FAMILY PROCEEDINGS COURT

8.19 	A court report must be prepared and should include:

· The child's personal details.
· The child's attendance record.
· The reasons for applying for an ESO, clearly stated.
· Information outlining the circumstances leading to the application. This should demonstrate that the child is not receiving a suitable education and that making an order would be better for the child than making no order.
· An outline of the proposed intervention, including the roles of the child and parent(s)/carer(s), and how the intervention is expected to resolve the difficulties identified.
· Information about how the child and family have been consulted in relation to the report, including attendance at the Education Supervision Order Planning Meeting and provision of relevant information. Any agreement or disagreement with the proposed action should be recorded, together with the attitudes of the child and parent(s)/carer(s) towards the attendance concerns.
· The views of the child and parent(s)/carer(s).
· A report from the school outlining the child's educational progress, attached to the Local Authority court report.
· Details of the directions proposed to be attached to the Order.
· A completed attendance certificate signed by the Headteacher.

8.20 	In addition to the court report, the Local Authority Officer must prepare and submit the following documents to Sefton's Legal Services:

· Copies of all relevant correspondence, attendance certificates, warning notices, medical information, conference minutes, assessments, and plans involving relevant agencies.
· Evidence of consultation with the home Local Authority, where applicable.
· Relevant correspondence received from the child's school.
· Any other relevant information, such as a psychologist's report.
· A contact information sheet including the full names and addresses of parent(s)/carer(s) (where different from the child's), details of siblings including dates of birth, and contact information. For Academy or Free School pupils, the details of the designated school contact and the Local Authority Supervising Officer should also be included.

OBTAINING THE ORDER – THE ROLE OF THE SUPERVISING OFFICER

8. If granted, an ESO will initially remain in force for 12 months. An extension of up to three years may be applied for, provided the application is made at least three months before the current Order expires. Such applications will be considered by the Review Panel on the recommendation of the Supervising Officer.

8. The allocated Supervising Officer will usually be a Local Authority Officer already involved with the child. However, a different officer may be appointed where this is considered to be in the child's best interests. This decision rests with the Service Manager.

8. The Supervising Officer is required to advise, assist, and befriend the child and their parent(s)/carer(s). The Officer may issue directions to support the child's education. Joint working between the child, parent(s)/carer(s), and School Attendance Worker is expected throughout the duration of the Order.

8. An ESO removes certain parental rights of appeal in relation to school admissions decisions and limits some rights regarding the child's education. Parent(s)/carer(s) must be fully informed of these implications before an Order is sought. They must also be advised of their legal duty to comply with directions issued under the Order and the consequences of persistent non-compliance.

8. Parent(s)/carer(s) may not change the child's school without the permission of the Supervising Officer while an ESO is in force.

8. If the child changes school during the ESO, responsibility for the Order will normally remain with the original Supervising Officer unless this is not considered to be in the child's best interests. Any change of Supervising Officer will be at the discretion of the School Support Service Manager.

8. Parent(s)/carer(s) retain overall responsibility for ensuring the child receives an education and must co-operate with the Order. Persistent failure to comply with directions may constitute an offence unless it can be demonstrated that the direction was unreasonable and that all reasonable steps to comply were taken. If the child persistently fails to comply, the Supervising Officer must consider a referral to Children's Social Care for assessment under the Children Act 1989.

8. The Supervising Officer is responsible for ensuring that the ESO achieves its intended outcomes and for taking further action where it does not. All decisions must take account of the child's best interests, legal requirements, school attendance responsibilities, and accountability to the court.

8. The Supervising Officer will have personal contact with the child and family at least once every 14 days. Initially, intensive support will be expected. Subject to progress, the frequency of contact may subsequently be reduced.

8. All Education Supervision Orders currently in force will be discussed during supervision sessions between the Supervising Officer and School Support Service Team Manager.

8. The content of visits, interviews, and plans should be recorded in accordance with departmental procedures. Any formal agreements should be documented and provided in writing to the child and parent(s)/carer(s), where appropriate.


8.11 REVIEWING EDUCATION SUPERVISION ORDERS

8.32 	Six-Week Review – The Review Panel will consist of the Team Manager, the officer with case responsibility, the child, the parent(s)/carer(s), and any other relevant representatives. The officer with case responsibility must provide a written summary of the work undertaken. Where the Order is not proving effective, the Supervising Officer may issue revised directions or seek discharge of the Order. In such circumstances, Children's Social Care may be required to investigate the child's circumstances and consider alternative proceedings. Persistent parental non-compliance may lead to prosecution in the Magistrates' Court.

8.12 Three-Monthly Review – Conducted in the same manner as the six-week review.

8.13 Six-Monthly Review – Conducted in the same manner as the three-monthly review.

8.35	 Nine-Monthly Review – A decision will be made to:
· Seek an extension of the Order.
· Allow the Order to lapse at the end of the 12-month period.
· Apply for early discharge of the Order (which may occur at any stage during the ESO).
· Consider requests for discharge made by the Local Authority, parent(s)/carer(s), or the child.

8. Breach of an Education Supervision Order by Parent(s)/Carer(s) – Where a parent persistently fails to comply with directions issued under an ESO, they may be guilty of an offence and liable to prosecution. This is a criminal offence heard by the adult court. If convicted, the parent may be liable to a fine not exceeding Level 3 on the standard scale.

8. Documentary evidence of persistent non-compliance, together with copies of warning letters issued to the parent(s)/carer(s), will be submitted to the court in support of any prosecution.

8. Children's Social Care will be informed of any persistent breach by a parent or carer.

8. The Supervising Officer is responsible for initiating breach proceedings.

8. Where a decision is made to consider prosecution following a breach of an ESO, a letter will be sent to the parent(s)/carer(s) inviting them to attend an interview under caution in accordance with the Police and Criminal Evidence Act 1984.






1. Prosecution Policy

9.1	Sefton Council’s policy regarding the prosecution of parents/carers is a planned intervention used in cases where legal action is considered appropriate. The decision to pursue legal proceedings is made through supervision sessions or, alternatively, during a review of the case by the Education Supervision Order Review Panel or School Attendance Panel. Information relating to prosecutions arising from Penalty Notices can be found in the Procedures for Issuing Education-Related Penalty Notices. Decisions are based on a consideration of all relevant factors and the availability of sufficient evidence to satisfy legal requirements.

9.2	The instigation of legal proceedings in relation to school attendance must be undertaken with the aim of securing positive outcomes for all children and young people, regardless of their protected characteristics. Regular school attendance is closely linked to improved educational attainment, wellbeing, and future outcomes.

9.3	It is good practice to ensure that parents/carers understand, from the outset of any casework, the potential consequences of failing to secure their child’s regular attendance at school. This includes making them aware of the support available, as well as any enforcement action that may be considered where attendance concerns persist.


1. Legal Framework

The School Attendance Service operates within the following legislative and statutory framework:
· Education Act 1996
· Education Act 2002
· Children Act 1989
· Crime and Disorder Act 1998
· Anti-social Behaviour Act 2003
· Education and Inspections Act 2006
· Sentencing Act 2020
· School Attendance (Pupil Registration) (England) Regulations 2024
· Education (Parenting Contracts and Parenting Orders) (England) Regulations 2007
· Education (Penalty Notices) (England) Regulations 2007
· Education (Information about Individual Pupils) (England) Regulations 2013
· Education (Penalty Notices) (England) (Amendment) Regulations 2024
· Children and Young Persons Act 1933
· Children and Young Persons Act 1963
· Equality Act 2010
· Working Together to Improve School Attendance (Statutory Guidance for Schools, Trusts, Governing Bodies and Local Authorities), updated July 2026.


10.1	Section 447 of the Education Act 1996 requires the Local Authority to consider whether it would be appropriate to apply for an Education Supervision Order under Section 36 of the Children Act 1989.

10.2	Where a decision is taken to prosecute following a breach of an Education Supervision Order, the following factors should be considered:

· Details of contact with the child and parent/carer.
· The period of involvement and the issues that have been addressed.
· Details of unauthorised absence over the relevant period.
· Evidence that school-based concerns raised by the parent/carer or child have been appropriately considered and addressed.
· Evidence that alternative strategies have been explored, including: 
· a change of class or teaching group;
· an extended work-experience programme; or
· a temporary part-time timetable.

Audit Tool [In relation to all schools, the audit document will be completed. The documentation in the file will be checked for accuracy and consideration will be given as to whether the evidence contained in the file is substantial enough to prove a case in court.]


11. Parenting Orders
11.1 	Parenting Orders are designed to support parents in addressing their child's non-attendance at school or behavioural difficulties. A Parenting Order consists of three elements:
i) 	A requirement for the parent to attend parenting or counselling sessions for up to three months.
ii) 	A requirement for the parent to comply with specific conditions set out in the Order, such as ensuring their child's regular attendance at school.
iii) 	A requirement that the child remains at home at specified times, in accordance with Section 8(4) of the Crime and Disorder Act 1998. This element may remain in force for up to 12 months.
11.2 	Wherever possible, Sefton Local Authority will seek to encourage parents to participate voluntarily in parenting programmes to support them in ensuring their child's regular school attendance and/or improving their child's behaviour.


12. Penalty Notices 

12.1	Under sections 444A and 444B of the Education Act 1996, a Penalty Notice may be issued to a parent as an alternative to prosecution where it appears that an offence under section 444 of the Act has been committed. Payment of the Penalty Notice enables the parent to discharge any liability for conviction for that offence. There is no legal requirement for a Penalty Notice to be issued before consideration is given to prosecution or other legal interventions. The use of Penalty Notices must be in accordance with the Local Authority's Code of Conduct and the national framework for Penalty Notices introduced from 19 August 2024. Penalty Notices will normally be considered where a pupil has accrued 10 sessions (equivalent to 5 school days) of unauthorised absence within a rolling period of 10 school weeks, although each case will be considered on its individual circumstances and in line with statutory guidance and local protocols.

12.2 	Where Penalty Notices remain unpaid and prosecution follows, Sefton Corporate Legal Services, upon receipt of authorisation from the Officer with Delegated Powers, will finalise the Section 9 Witness Statement and prepare the evidence bundle, which will include the following:
· Headteacher’s certificate.
· Statement from the Officer with Delegated Powers confirming service of the Notice and invoices.
· Copies of all correspondence issued.
· Copies of all Penalty Notice invoices.
· Any other evidence relating to the period of non-attendance, including telephone call records, correspondence received from parents, doctors, or social workers, and any other relevant documentation.

13. The Voice of the Child

The Local Authority is committed to continuously reviewing and improving its practice, procedures, and approaches to ensure effective communication with children and young people. We recognise the importance of hearing and understanding their experiences, views, wishes, and feelings, and ensuring that these are reflected in all aspects of our work.
Case recording will clearly evidence the voice of the child and young person, demonstrating how their views have been sought, considered, and incorporated into assessment, planning, decision-making, and service delivery. We will continue to develop and adapt our processes for obtaining feedback from children and young people, ensuring that these methods are accessible, inclusive, and responsive to their individual needs and preferences.

We are committed to actively listening to what children and young people tell us about their experiences of our services. Their feedback will be used to inform service development, shape future improvements, and influence changes to the way services are designed and delivered. By placing the voices of children and young people at the centre of our practice, we aim to ensure that services remain relevant, effective, and responsive to the needs of those we serve.
	
14. Record and File Keeping 
14.1 	The Local Authority (LA) must maintain accurate, comprehensive, and professional records of all work undertaken. Effective record keeping underpins informed planning and decision-making and provides essential evidence to support any future legal proceedings. Cases can succeed or fail based on the quality and accuracy of the records maintained.
14.2 	All records may be accessed by parents and, in due course, by the child when they reach adulthood. Individuals are also entitled to request copies of records, either directly from the relevant manager or through the provisions of the Freedom of Information Act. There have been occasions where archived records have been released to former pupils or their representatives and subsequently used to defend claims made against the Local Authority many years after the events recorded.
14.3 	Local Authority Officers must be aware that all records and case files remain the property of Sefton Council.
14.4 	All records may be subject to disclosure to solicitors acting on behalf of parents in any legal proceedings, in line with pre-trial disclosure requirements relating to unused material.
14.5 	Local Authority Officers must record all work undertaken and all correspondence relating to referred cases within the relevant case file. Files should be updated promptly following each contact. Copies of correspondence, panel notes, and review documentation must also be retained. This ensures the availability of contemporaneous records to support evidence presented in court, where required.
14.6 	Records should also be made of consultations with representatives from other agencies. These records should include the date of the consultation, the individuals involved, the method of communication (for example, telephone or face-to-face meeting), the key points discussed, and any conclusions or actions agreed.
14.7 	Case files must remain accessible at all times. Where files are removed for a meeting or court hearing, they should be returned immediately afterwards. Files must never be stored in Local Authority Officers’ homes or vehicles.
14.8 	All records must be factual, objective, and accurate. Any assessments, professional views, or opinions should be clearly distinguished from factual information. Records and files must be stored securely at all times. Documents must not be left unattended or visible within the office and should be securely stored when not in use. Information contained within files should only be shared on a need-to-know basis; however, Local Authority Officers should ensure that relevant colleagues are informed of any significant changes in a child’s circumstances.
14.9 	In general, parents have the right to access information held about themselves or their children. Local Authority Officers should therefore ensure that nothing is recorded that could not be justified or appropriately shared with a parent at a later date, recognising that this may occasionally present professional challenges.

15. Flexi Schooling

15.1 	Parents may request that flexible schooling arrangements be put in place for their child. Such arrangements can only be implemented with the agreement of the Headteacher and the school's Governing Body. In these circumstances, the pupil remains on the school roll; however, they are only expected to attend school at the agreed times and/or on the agreed days of the week. For the remainder of the time, it is the responsibility of the parent to provide a suitable education for their child.

15.2 	Under these arrangements, the school, rather than the Local Authority, is responsible for monitoring the child's educational progress. The school will be expected to discontinue the arrangement if the child is deemed not to be receiving a suitable education during the periods when they are educated otherwise than at school.

15.3 	The pupil should be marked with attendance code ‘C’ on the school register during periods when they are being educated at home as part of an agreed flexi-schooling arrangement (part school/part home education). Attendance code ‘K’ should be used for absences from school where education is being provided under Section 19 of the Education Act 1996.

	
           
16.      Cross Border Protocol

16.1 	The local authority (LA) in which a child attends school is responsible for taking forward any required statutory intervention relating to poor school attendance. Where a child lives in a different local authority area from the one in which they attend school, support services may need to be provided by the authority in which the child resides.
          
16.2  	For example, a prosecution would normally be pursued by the local authority in the area where the offence was committed. However, an Education Supervision Order (ESO) cannot be progressed without consultation with the local authority where the child lives.

16.3 	There is now a cross-border protocol in place between Sefton and its neighbouring local authorities in relation to children and young people who attend independent special educational needs and disabilities (SEND) schools. This protocol provides a clear framework for collaboration, information sharing, and coordinated decision-making to ensure that children receive appropriate support and that responsibilities between local authorities are managed effectively.









17.       Consent

17.1	For statutory attendance intervention, the Local Authority does not require parental consent to make contact with or intervene with parents, as these actions are undertaken in accordance with its legal duties and powers. However, it remains good practice for schools to keep parents informed throughout the attendance process. This should include explaining the reasons for the referral, outlining the attendance procedures that may follow, and making parents aware of the potential outcomes of Local Authority involvement. Maintaining clear and open communication can help foster positive engagement, support collaborative working with families, and ensure that parents understand both their responsibilities and the support available to them.


[bookmark: _Hlk207732001]18. 	Safeguarding Procedure for Unseen Children
18.1 	Where a child has not been seen by school staff, or where a parent persistently    refuses to allow the child to be seen, the school will refer the case to the School Attendance Team. If, despite repeated attempts to make contact, access to the child 18.2 continues to be prevented due to ongoing parental refusal, the school and/or local authority will take immediate safeguarding action.
18.2 	Parents will be notified that, due to concerns regarding the child's welfare and the inability to verify their safety, a safeguarding referral will be made to the appropriate local authority. The purpose of this referral is to assess any potential risk to the child and to ensure their wellbeing.
18.3 	Where the situation is deemed urgent, or there are immediate concerns for the child's safety, the school and/or local authority will escalate the matter without delay by contacting the police.














  








[bookmark: _Hlk175831653]Appendix A. 

[bookmark: _Hlk146483147]SCHOOL ATTENDANCE ORDER PROCESS

If it becomes known to the Local Authority that a child of compulsory school age is not registered at school or not receiving a suitable education, either by regular attendance at school or otherwise, they should be referred to the Children Missing Education (CME) Co-ordinator at Sefton Council. The Pupil will be cited at the Monitoring and Placement Group, and the CME procedures will be invoked.

The School Attendance Order can be initiated through two routes -

· Electively Home Educated Team if they are not satisfied a child is receiving a suitable education. 
· The School Admissions Team if a child does not arrive at a school after being allocated a place and is identified as not receiving a suitable education. 
· Both routes will be managed by the Children Missing Education Co-ordinator.
· The Children Missing Education Co-ordinator will initiate and arrange for the service of a “Notice to Parent as to Child’s School Attendance” (SAO1).

· If, within 15 school days, the parent has not complied with the requirements of the notice, the School Attendance Service will refer the pupil to the Admissions Team to identify the most suitable school placement. The named school(s) will be determined by the In-Year Fair Access Panel (IFAP) in conjunction with the School Admissions Team. The identified school(s) will be notified accordingly to ensure that any admission request is not delayed, and a Section 439 notice will be issued to the school and its governing body.

· The school may, within 15 days beginning with the date on which the notice is received, apply to the Secretary of State for a direction under this section and must inform the Local Authority that it has taken this action.

· If, after 15 days of the Section 439 notice being served, no response has been received from the school, the School Support Service will initiate and arrange for the service of a “Notice of Intention to Serve a School Attendance Order” (SAO2) on the parent.

· Within 15 days of issuing the SAO2, or sooner if concerns arise, the School Support Service/Children Missing Education Co-ordinator and a member of the Elective Home Education Team will undertake a home visit. During the visit, they will advise the parent(s)/carer(s) of their legal duty to ensure that the child receives a suitable education, either through attendance at school or otherwise. They will also offer appropriate support to the family to help ensure that these requirements are met.

· If, after a period of at least 15 days, the parent has still not complied with the requirements, the School Support Service will initiate and arrange for the service of a “School Attendance Order” (SAO3).

School Attendance Order
 
(
SAO) Process Map
 
Informal request for information
 
SAO 1
 
 days to provide evidence. 
15
of a suitable education being 
provided
 
No information provided or education not suitable. Referral to Fair Access Protocol (FAP) to name School - Issue s439 to named school and Governors who have 15 days to respond.


 
SAO 2
 
 days to register at a 
15
school
 
SAO 3
 
Parent has not registered 
child at a school. School    
Attendance Order issued.
 
Legal Proceedings
 
 
 
 
 
 
 
Parent provides suitable evidence.
 
NFA
 
Parent registers child at a school/provides suitable evidence.
 
NFA
 
If parent provides evidence 
of a suitable education at 
any time during the legal 
process, the SAO can be withdrawn.
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