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Working together with Stoke-on-Trent Safeguarding Children Partnership

Delivering Early Help in Staffordshire

The Families First Early Help Offer for Children, Young People and Families

Introduction to Families First

Families First are the key provider of children’s services across Staffordshire and deliver the full range of duties required of local authorities to support those children and young people who are most vulnerable, or who have the most unmet need.  Families First works closely with partners
to deliver Children’s Social Care, Early Help, Education Psychology, Youth Offending, Statutory Education Services and provision for children and young people with special educational needs and disability (SEND).

Families First support the County Council’s mission statement ‘to ensure everyone has the opportunity to prosper, be healthy and happy’.  

In support of this, the Families First Vision is: ‘to work with partners and families to enable vulnerable children and young people to be safe and secure; to promote physical and emotional well-being and to help them achieve their full potential within their communities’.

Our overarching Core Goals are to ensure:

· Governance and leadership arrangements are implemented and well understood across Families First.
· Children and families in need are offered evidence-based services, which supports resilience and improved outcomes.
· Service users, partners and staff feel they are empowered and have the authority, responsibility and accountability to influence and shape our services.
· Families First use technology to maximise its performance.

Our cross-cutting Strategic Priorities are to ensure we:

· Invest in our workforce
 
· Provide value for money and ensure resources are used in the most effective and efficient way to achieve sustained improvements to the lives of children, young people and families.

· Develop and embed effective performance management

· Engage service users and staff in developing and delivering services and share responsibility with partners to achieve positive outcomes for children and young people.

Families First provide local support and evidence-based intervention for children and families to prevent needs escalating to a level requiring statutory services.  Where such specialist services are needed, we ensure that timely and effective decisions are made to secure the best outcomes for a child’s future. 

Engaging and listening to children, young people and their families is key to the service’s continuing improvement and this is embedded into and evidenced within the individual, group and family work that we do.

Families First operate in a localised way with key people required to meet the needs of those communities.  Families First Specialist Safeguarding Delivery Teams and Local Support Teams cover the whole of Staffordshire but are delivered through eighteen locally based Specialist Safeguarding Teams and nineteen locally based Local Support Teams.

Families First bring together all services delivered by the local authority who work with vulnerable children, young people and families in a more coordinated way.

Local Support Teams are teams of Family and Education Engagement Workers (FEEWs), Child and Family Engagement Workers (CFEWs), Education Welfare Workers (EWWs) and Youth Workers with a variety of multi-disciplinary skills and backgrounds plus multi-agency practitioners who support the Building Resilient Families and Communities Programme (BRFC).

 They provide a range of services for children, young people and families living within a particular geographical area by utilising the Early Help Assessment and Plan as a means of assessment and intervention.  Provision is focused on meeting additional, targeted needs at level 3 as defined by the SSCB.  

The focus of the LST is to support families who, without some intervention and support, would be requiring of statutory social work services. Group work is offered to families at any level of need post Universal provision who meet a defined referral criteria and support in a co-work capacity is provided to some families in statutory social work services. ’Intense’ cases identified as part of BRFC will be offered a multi-agency approach and a more intense level of intervention supported by the multi-agency practitioners working within the FIPs. FIP workers may also work alongside social workers leading statutory social work interventions where families additionally meet the criteria for inclusion on the BRFC programme. EWWs undertake statutory education functions on behalf of the Local Authority.

Local Support Teams will work closely with partners in the developing Place Based Locality arena to understand and respond to locality needs and to ensure effective step-down to ‘Earliest Help’ services at the close of a period of engagement when this is appropriate.

Local Support Teams will allocate work to Commissioned Providers at Tier 2 of the Threshold of Needs where BRFC criteria are also met.

There are 19 LSTs.

Responsive Services provide one front door for all requests for support for targeted early help delivered by the LST’s or statutory social work assessment and intervention, an Education Support and Advice Service, a Local Authority Designated Officer Service and provision of a CSC Risk Management Coordinator for local MAPPA arrangements under our duty to cooperate.  Responsive Services also provide an Emergency Duty Service out of hours for children and adult social care. Responsive Services will further identify families eligible for inclusion on the BRFC Programme. Responsive Services will not provide referral routes for support offered at Tier 2 of Staffordshire’s Thresholds Framework unless BRFC criteria are met.

Specialist Safeguarding Units provide social work services to safeguard and protect children in need and children at risk of significant harm.  They also undertake assessments of children and young people entering care.  There are 18 SSUs. 

Looked After Children Services provide help and support, including a range of statutory services for children and young people in care, moving towards permanency and those leaving care.  Practitioners are based in Court & Care Planning and Throughcare Teams and keep in regular contact with looked after children and ensure their statutory Care Plans are up to date.  

Children’s Disability Teams provide a holistic service to children and young people with a disability including assessment and care planning and interventions including short-breaks and provision for looked after children. 
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Why Provide Early Help?

The desire to improve outcomes for children, young people and their families by providing the right help at the right time underpins all aspects of Families First service planning and delivery. We know that if our services, and those of our partners, identify the needs of children, young people and their families as soon as possible and take swift action to address those needs, we can stop problems starting, getting worse or becoming entrenched.

If problems worsen for children and young people they can start to influence every aspect of their lives, hence the clear message from the Munro Review which has been endorsed in the statutory guidance Working Together to Safeguard Children 2015, that early help is better for children. It is therefore important that every practitioner is committed to ensuring that effective early help
is in place.

Serious Case Review learning has taught us that the more swiftly we recognise a child has problems, the quicker we take action. Staffordshire’s early help strategy recognises the need to promote and support earliest help delivered in communities as well as providing more formally delivered early help via an assessment and key-worker model which is common to all partner agencies. 

Furthermore, the better we work together and share information the more likely we are to avoid negative outcomes for children. We know that a comprehensive early help offer which delivers the right help at the right time is the right approach to take. We accept that orienting services towards early help is not easy, particularly during tough financial times. However, when early help is embedded there is clear evidence that it can play a crucial role in relieving the pressure on statutory services so a given level of resource is used to better effect. 

Similarly, when the high costs of ‘non-intervention’ is compared to the significantly lower costs of intervening early, it becomes clear that early help is often the better approach and in the long-term can yield significant savings. Moreover, all of the evidence suggests that no children’s services system can be efficient unless early help is a significant part of the mix.

As Staffordshire’s largest provider of service for children, young people and families, Families First has a central role in the coordination and delivery of a comprehensive and effective targeted early help offer, building on our current strengths and continuing to develop and deliver services in a way that meets the needs of Staffordshire families.

Supporting and managing the interfaces between the formal Local Support Team offer of early help and place based earliest help and statutory social work provision is a core strategic priority of Families First current transformation strategy.

What is Early Help?

It is important to recognise that early help is not a single, one-off event but a process whereby:

· Children, young people and families’ difficulties are identified before they have reached a point at which a child’s development and well-being is seriously compromised;

·  Having been identified early on, the scale and nature of these problems are properly understood and a plan for offering help is developed through a process of high quality assessment, the foundation of which is a ‘common early help assessment’ for use by all professionals involved with children and young people with this level of need;

· Planning for action in partnership with children and families, having a clear understanding of the outcomes that we want to achieve; and

· Children, young people and families are then offered the help they need in the delivery of evidence-based programmes and interventions the result of which should be that they either overcome their difficulties or are offered and accept longer term support to help manage them.

Levels of Need

Staffordshire’s Threshold Framework ‘Accessing the Right Help at the Right Time’ is an overarching document for the whole of the children and young people’s workforce in Staffordshire. It acts as a guidance tool that all agencies, professionals and volunteers can use to consider how best to meet the needs of individual children and young people through a seamless approach to service delivery which adapts in response to changing levels of need. The threshold model has four descriptors for these levels: Universal Need, Additional Need, Multiple Need and Acute Need.

Level 1: Universal Need – Children and young people at this level are achieving expected outcomes and experiencing the usual challenges of growing up. There are no unmet needs or need is low level and can be met by the universal services or 

with some limited additional advice or guidance. Children /young people, parents and carers can access information, advice and services directly.

Level 2: Additional Need – Children and young people at this level are in need of co-ordinated early help and support from services. The need cannot be met by a universal service/setting alone but can be met by a targeted intervention from single service to prevent needs from escalating.

Level 3: Multiple Need – Children and Young People at this level have diverse and complex needs and targeted multi-agency support is required. Children and families participate in interventions which are delivered in a co-ordinated way which tackle identified difficulties and help them to build resilience to better deal with issues in the future. Local Support Teams offer early help assessment, plans and interventions at this level of identified need, with consent from families.

Level 4: Acute Need – There are a smaller group of children and young people at this level who require intensive help and are in need of specialist support. Children and young people will access specialist services following a statutory assessment. Specialist services include Children’s Social Care, the Youth Offending Service, SEN Services and CAMHS. This could be due to safeguarding issues where there is no risk of actual or likely significant harm, but needs are acute and multi-agency plans are not effective; or because there are child protection issues where there is actual or likely significant harm.

The full Thresholds Framework document ‘Accessing the Right Help at the Right Time’ which includes further guidance on the levels of needs and possible service response is available on the Staffordshire Safeguarding Children Board (SSCB) website.












SERVICES PROVIDED BY THE LOCAL SUPPORT TEAMS

Referral/Request for Support (follow hyperlink for referral guidance)

https://www.staffordshire.gov.uk/health/childrenandfamilycare/childprotection/ChildProtection.aspx


Requests for support from the Local Support Team should be made via First Response or as part of step-down arrangements between Specialist Safeguarding Units and LSTs.  Consent from the family should be obtained prior to a request for support been made.

Requests to refer a family to a group work programme offered by the LST should also be made via First Response or directly from a social worker to the LST Coordinator currently engaged with a family. All families meeting the group work referral criteria will be considered.  Partner agencies seeking a group work provision only for a family should consider if they should also be supporting the family by an early help assessment led by their own agency.

Families meeting the criteria for Building Resilient Families and Communities (BRFC) intervention will be identified at the point of request for support.  Partner agency information will also be utilised to identify further families who may benefit from LST intervention who meet the BRFC criteria.

Where requests for support do not meet the referral criteria for LST, First Response will offer advice on how families may access support offered at Tier 2 via 0-19 Service Providers commissioned by the Local Authority and other community and voluntary agencies. 

Early Help Assessment, Planning and Intervention

Local Support Teams will accept referrals from families or professionals where families have consented to the referral being made and where the child has unmet needs at Tier 3 of the Thresholds Framework. They will work from a strength based perspective utilising Staffordshire’s Early Help Assessment and Plan. Assessments will be undertaken in partnership with children, young people and their families and with those professionals who already know and offer support to the family. 





A key worker model will be operated and the key-worker will be responsible for co-ordinating the Early Help Assessment and Team around the Family (TAF) meetings. These meetings will produce Family Plans for intervention which identify and coordinate a package of multi-agency interventions to meet the assessed needs of the family. The key worker will coordinate TAF Reviews to ensure outcomes are reviewed at regular intervals. Whilst Family Plans will consider all family members including the adults, the focus of our interventions is on improving outcomes for children. 

Bespoke 1-1 interventions will be provided as part of the Family Plan. Examples of interventions which might be delivered are;

· Anger Management
· Behaviour Management
· Bullying Awareness
· Self-esteem work / confidence building
· Internet Safety
· Positive Activities
· ASB Awareness
· Getting to school
· Smoking/substance misuse education
· Healthy Relationships education
· CSE Awareness
· Self/harm prevention
· Managing emotional well-being
· Developing a positive self-image
· Accessing community based services to support independence and resilience

Supporting parents to address issues which are impacting upon their parenting will also form part of Family Plans and may include;

· Accessing advice on debt and welfare benefits
· Accessing advice on housing
· Addressing emotional well-being in adults
· Access to work
· Access to learning

· Addressing domestic violence in adult relationships
· Addressing alcohol or substance dependency
· Parenting strategies
· Understanding child development needs
· Family support – additional parenting related support to help families implement parenting strategies
· Accessing community based services to support independence and resilience
· Delivery of evidence based parenting interventions, e.g. Triple P, Strengthening Families.

LSTs will work with families identified as part of the BRFC Programme, also by utilising the Early Help Assessment and Plan and will provide Assertive Outreach to those families identified as BRFC ‘intense’ via a multi-agency approach and a frequent visiting programme. Families with more complex needs will be supported by a more intense programme of support to assist them to find realistic solutions which address route causes.

Statutory Education Services 

Consists of:

· Reviewing the evidence presented for prosecution for irregular attendance under section 444 (1) and (1A), and then progressing cases through the judicial services, including PACE interviews.
· Issuing of 20 day notices and Penalty Notices for irregular attendance and punctuality.
· Issuing penalty notices for leave in term time and parents in breach of exclusion condition.
· Initiating and processing School Attendance Orders.
· Undertaking Parenting and Education Supervision Orders.
· Casework for children identified as Children Missing Education (CME).
· Monitoring Children Missing out on Education (CMOOE).
· Annual Register inspections.
· Child Employment and Entertainment Licensing and Monitoring
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Families First recognises that group work may be of considerable benefit to families whose needs can be met without a coordinated Early Help Assessment or who are receiving statutory social work services, and LSTs will consider requests for group work support for families whose needs present at tiers 2, 3 or 4 of the Thresholds Framework. Group work is not however accessible as a Universal Service.

LST will provide Group Work via the following commissioned contracts;

· Adult Community Learning
· Teen Spirit

The Core Group Work Offer in each cluster will be shared with local agencies and is likely to comprise some or all of the following. 

· Mellow Bumps – antenatal programme.
· Simply Play for Babies (PEEP) – works with families in most need in the first year of having a baby.
· Simply Play (PEEP) – works with families who need support to engage/interact and be aware of their child’s early development, where children are aged 0-4 years.
· Healthy Lifestyles – Time for You Course. For parents who struggle to interact and engage to address low confidence and low self-esteem. Looks at giving information, improving practical tasks like cooking and healthy eating.
· Parenting Course – From Pram to Primary School. Parenting Programme to develop learner’s knowledge and understanding on factors which influence children’s behaviours and positive strategies which can be used to support any unwanted behaviours.
According to identified need, which may vary across localities, LST’s will also develop local group work offers. Examples of the types of group we might run are;

· Internet safety
· CSE Workshops
· Girl’s Empowerment Group
· Baby Massage
· Anti-Bullying Projects
· ASB desistence


A menu of core group work opportunities will be published annually and more localised arrangements will be developed according to identified need and LST capacity.


Step-Up and Down 

Local Support Teams will develop a detailed knowledge of services available within their localities and part of all Family Plans will be to support families to access local and Universal provision to support their resilience and independence and reduce their requirement for formal support.

Where safeguarding concerns are identified as part of an LST intervention or where a statutory child in need assessment is required, families will be discussed at Step-Up meetings. Any child protection concerns will be subject to immediate step-up. Cases with immediate child protection concerns must be discussed by the LST Coordinator and SSU Team Manager/Team Coordinator on the day the concerns are identified. Any disagreements about next steps will result in escalation to the SSU County Manager via the LST District Lead. Where it is unclear if a family require the intervention of statutory Children’s Social Care services but where their needs appear to be escalating, In-Reach will be provided by the SSU.

Where cases open to Children’s Social Care are assessed as no longer requiring a formal child in need or child protection plan, but where the family would benefit from a further period of support which they have consented to, Early Help Workers will be invited to contribute to the final period of CIN or Child Protection planning and form part of the CIN or CP Plan. At the point of transition to the LST they will thus have an established relationship with the family and will become their key-worker at that point. The final CP or CIN planning meeting which supports step-down should develop the first Early Help Assessment and Plan with the family.

CORE PRINCIPALS OF THE LOCAL SUPPORT TEAMS

· The voice of the child and their lived experience will be central to all assessments and interventions delivered. Their needs, safety and welfare will be the focus of all we do.
· An approach of whole family working will be adopted.
· A solution focussed approach will be adopted.
· We will recognise and celebrate families’ strengths.
· Child protection and safeguarding concerns will be subject to immediate escalation to the Team Coordinator.
· Our approach will encourage cognitive learning rather than crisis management.
· The Early Help Assessment and Family Plan will be the assessment and planning tools used.

· A Key-Worker will be assigned to all families.
· The Key Worker will coordinate the delivery and review of the Family Plan ensuring effective multi-agency working and information sharing (with consent) is in place via regular TAF meetings.
· Family Plans will be SMART and will recognise strengths, worries and what needs to change.
· Our processes will be timely.
· The Family Outcome Star will be used to measure progress made against the Family Plan.
· Regular management oversight and supervision of all case work will be provided.
· For all Family Plans reaching a third review, the review will be chaired by the Team Coordinator.
· Interventions will be evidence based.
· Our relationships with each other, our partners and families will be respectful.
· We will use performance data, learning from audit and feedback to analyse our effectiveness and make changes where we need to improve and do more of what leads to successful outcome for families.
· We will attend training and development opportunities to support our service approach and personal development.

Outcomes

By adopting these principles and processes across Families First and encouraging our partners to do the same, we expect children, young people and families to receive the right support at the right time. Our desired outcomes are;

· Fewer children, young people and families needing expensive high tier services (measured by the number of referrals to specialist services)
· Fewer severe problems (measured by the number of referrals with a primary need; the number of families in acute distress or family dysfunction)
· A narrowing of the poverty gap between populations of children, young people and families (measured by Staffordshire Child Poverty Indicators, the proportion of children in poverty)
· Improved uptake and engagement with universal and targeted services
· A reduction in demand on specialist services
· Improved satisfaction about services (measured by the number of related customer compliments and complaints and service evaluations)
· Empowered and self-reliant communities (measured by re-referral rates)
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Rationale

Regular and punctual attendance at school is both a legal requirement and essential for
pupils to maximise their educational opportunities. In recognition of this, the law makes it
an offence for a parent or carer to fail to secure the regular attendance of their child at a
school at which the child is a registered pupil, without good reason or the agreement of the
school.

Penalty Notices are one of the sanctions available for this offence and offer a means of
swift intervention, which can be used to combat attendance problems early, before they
become entrenched.

Parents and children should also be supported by their school to overcome barriers to
regular attendance, through a range of intervention strategies.

Therefore, Penalty Notices and other legal sanctions will only be used where parental co-
operation with this process is either absent or deemed to be insufficient to resolve the
problem. They will also be used as a means to support and challenge parents to meet
their legal responsibilities and where there is a reasonable expectation that their use will
secure improved school attendance.

In April 2012, the Government accepted the Charlie Taylor report recommendation to
challenge the culture of expectation to term time holiday and set out a clear expectation
that term time leave should only be granted in exceptional circumstances.

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 made an
amendment to the Education (Pupil Registration) (England) Regulations 2006 to: clarify
that leave of absence shall not be granted by schools unless there are “exceptional
circumstances”.

The Supreme Court judgement on the Isle of Wight v Platt case on the 6™ April 2017, has
brought clarity to the issue of what regular attendance means and the use of penalty
notices. Lady Hale gave the conclusion that “regularly” means “in accordance with the rules
prescribed by the school”, she went on to say that there are many examples where a very
minor or trivial breach of the law can lead to criminal liability. For instance, it is an offence
to steal a milk bottle, to drive at 31 miles per hour where the limit is 30. The answer in such
cases is a sensible prosecution policy. In some cases, of which this is one, this can involve
the use of fixed penalty notices, which recognise that a person should not have behaved in
this way but spare them a criminal conviction.
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With specific regard to leave during term time, the judgement stated (this interpretation is
also consistent with the provision in section 444(3)(a) and (9)) that a child is not to be taken
to have failed to attend regularly if he is absent with the leave of a person authorised by the
governing body or proprietor of the school to give it. Unlike sickness or unavoidable cause,
leave is not a defence. It is part of the definition of the offence. A child is required to attend
in accordance with the normal rules laid down by the school authorities for attendance but
the school can make an exception in a case.

Legal Framework:

Section 444 of the Education Act 1996 (as inserted by section 23 of the Anti-Social
Behaviour Act 2003) empowers designated Local Authority (LA) officers, head teachers (as
well as deputy and assistant head teachers authorised by them) and the Police to issue
Penalty Notices in cases of unauthorised absence from school.

e The Education (Penalty Notices) (England) Regulations 2007
e The Education and Inspections Act 2006.

e The issuing of Penalty Notices must conform to all requirements of the Human
Rights Act 1998 and the Equality Act 2010.

e Section 444 of the Education Act 1996 makes if an offence if a parent fails to secure
their child’s regular attendance at school at which they are registered, if that
absence is not authorised by the school. Penalty Notices supplement the existing
sanctions currently available under s444 Education Act 1996 or s36 Children Act
1989 to enforce attendance at school where appropriate.

The Regulations also require each local authority to publish a code of conduct for issuing
penalty notices, after consultation with governing bodies, head teachers and the police.
Guidance from the Secretary of State states that this “should set out the criteria that will be
used to trigger the use of a penalty notice”.
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Circumstances where a Penalty Notice may be issued:

A Penalty Notice can only be issued in cases of unauthorised absence.

The presence of an excluded child in a public place at any time during school hours
in the first five days of exclusion.

Penalty Notices may be considered appropriate if one of the following criteria is met:

There is unauthorised persistent absence. “Persistent” means at least 20 sessions
of unauthorised absence over a period of twelve school weeks, excluding holidays.
These absences do not need to be consecutive.?

There is a period of absence not authorised by the head teacher or in excess of the
period authorised by the head teacher.(e.g. family holiday)

Persistent late arrival at school, i.e. after the register has closed. “Persistent” means
at least 10 sessions of unauthorised late arrival over a period of 12 school weeks,
excluding holidays. These late episodes do not need to be consecutive.

The presence of an excluded child in a public place at any time during school hours
in that child’s first five days of exclusion. An “excluded child” is one who has been
excluded from school for a given period under the Education and Inspections Act
2006.

A Penalty Notice will not be issued in respect of children in the care of the LA with
whom other interventions will be used.

Other conditions.

There will be no limit on the times a Penalty Notice for unauthorised leave of
absence can be used in an academic year.

In cases where there is more than one pupil in a family with unauthorised absences,
Penalty Notices may be issued for more than one child

Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised
persistent absence / lateness will be restricted to one notice/ warning per parent of a
pupil per academic year".

! Continued poor attendance in the same academic year can be addressed by other statutory actions
available to the Local Authority under the Education Act 1996.

2 Once an unauthorised absence has been used as evidence in Court/Penalty Notice it cannot then be used
again in another prosecution.
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Leave not authorised by the head teacher or in excess of the period

determined by the head teacher.

The Local Authority will only issue Penalty Notices requested by a school in response to an
unapproved leave of absence (including holiday related) resulting in unauthorised absence
where the school has provided the necessary paperwork.

This paperwork should comprise:

A copy of any school information available to parents which clearly states that
parents may receive a Penalty Notice for unauthorised leave (holiday) in term time.

A copy of the leave of absence (holiday) request form submitted by the parent (s),
and a copy of the response sent to the parent(s) by school. In the event the leave of
absence (holiday) request is being denied the school’s response should state the
reason why the request is unauthorised and should again advise parent (s) that they
may receive a Penalty Notice if they take their child out of school and that the Local
Authority will be advised of the unauthorised leave of absence.

In cases where the unauthorised leave of absence occurs without prior request from
the parent (s), or is due to unauthorised absence beyond that which was agreed, the
school should include all correspondence sent to the parent(s) to explore the
unauthorised absence.

Relevant pupil attendance registration certificate signed by the Head teacher /
Principal — or their nominated deputy — confirming that non-attendance during the
period was unauthorised.

Completed and signed penalty notice request form. (Appendix A).
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Pupil who has persistent unauthorised absences/lateness

As part of this process the parent(s) will first be issued with a 20 day notice period, clearly
advising that if unauthorised absence / lateness occurs in this 20 day period, a Penalty
Notice may be issued. This is to allow the parents a further period to address their child’s
irregular attendance by working with the school or other agencies. It is part of a scaled
approach, and affords the parents an opportunity to avoid receiving a penalty notice. This
is seen as good practice and integral to a proportionate response.

Therefore, the process is as follows:
e School completes and signs a penalty notice request form. (Appendix A).

e School provides pupil attendance registration certificate signed by the Head teacher
/ Principal — or their nominated deputy — confirming that non-attendance / lateness
during the period was unauthorised.

e School provides an assessment and plan which demonstrates that the use of a
Penalty Notice is now the appropriate action to improve the child’s school
attendance / punctuality.

e The local authority issues a 20 day Warning Notice to the parent (s) advising them
of the possibility of a Penalty Notice being issued and that the child must have no
unauthorised absence / lateness during the set period.

e |f there are unauthorised absences / lateness in the period and after due
consideration of the facts of the case with the school, issue a Penalty Notice through
the post.

Please note:

Where the Penalty Notice is requested from a school in response to a leave of absence
(holiday) related unauthorised absence, or is in relation to an offence under section 103 of
the Education and Inspections Act 2006, the formal warning letter and 20 day improvement
period will not apply.

All Penalty Notices are entered onto a database maintained by Families First to ensure that
no duplicate Penalty Notices are issued.

Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised persistent

absence / lateness will be restricted to one notice/ warning per parent of a pupil per
academic year.
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Excluded Pupils

The parent of the excluded pupil must ensure that the pupil is not present in a public place
at any time during school hours on a day that he / she is excluded, up to and including the
first 5 days or, where that exclusion is for a fixed period of 5 days or less, any of the days
to which the exclusion relates.

If the excluded pupil is present in a public place at any time during school hours on a
school day specified above the parent commits an offence under section 103 of the
Education and Inspections Act 2006 and is liable, on summary conviction, to a fine not
exceeding level 3 on the standard scale.
In such cases the school should provide:
e A copy of the letter required to be sent to parent(s) pursuant to s.104 of the
Education and Inspections Act 2006 warning them to ensure that the child is not
permitted to be present in a public place in the first five days of exclusion.

e Robust and reliable evidence in the form of a witness statement, stating how the
child is known to the witness, where the child was seen including the date and time.

Please note if the case is contested the witness may be required to give evidence in court.

Who may issue / request a Penalty Notice

A Penalty Notice may only be issued by authorised LA staff. In Staffordshire this will be
members of Families First, Education Welfare.

A Penalty Notice may be requested by a head teacher / principal and school staff

authorised by them, a police officer during a truancy sweep under the provision of Crime
and Disorder Act 1998.
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Procedure for issuing Penalty Notices:

The designated officers within Families First will be the only individuals permitted to issue
Penalty Notices in the Staffordshire area. This will ensure consistent and equitable
delivery, avoid duplication of issue and allow schools to maintain good relationships with
parents and ensure that they reinforce other enforcement sanctions.

Penalty Notices will only be issued by post and never as an instant action, e.g. during a
truancy sweep. This will enable officers to ensure that all evidential requirements are in
place, duplication of issue is avoided and to limit the health and safety risks associated with
delivering such notices by hand.

Where Schools, Police or neighbouring local authorities ask Staffordshire County Council
to issue a Penalty Notice, their request will be investigated and actioned by Families First
provided that:

e The circumstances of the case meet the criteria specified in this Code of Conduct.

e The pupil is registered at a Staffordshire School,;

e All necessary evidence is provided to Families First to establish an offence under
Section 444(1) of the Education Act 1996 has been committed.

e |ssuing a Penalty Notice would not conflict with another intervention strategy already
in place or another enforcement sanction already being processed; and

e There is an assessment and plan which demonstrates that the use of a Penalty
Notice is now the appropriate action to improve the child’s school attendance (not
required in the case of unauthorised leave of absence).

Families First will respond to all requests within 10 school days of receipt.

Truancy Sweep

A Penalty Notice will only be issued after due consideration, when all facts are known and
the threshold for serving the notice has been met.

Information should be given to anyone stopped on a truancy sweep (pupil and/or parent)
about the possible support and sanctions used to address non-attendance.
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Criteria for withdrawing Penalty Notices:

Once issued a Penalty Notice may be withdrawn if Families First is satisfied that:

e The Penalty Notice was issued to the wrong person,;

e The use of the Penalty Notice did not conform to this Code of Conduct.

e The Penalty Notice contained material errors.

e The evidence demonstrates that the Penalty Notice should not have been issued,

e.g. medical evidence;

Representation
There is no statutory right of appeal against the issuing of a Penalty Notice.
However, the parent will be advised when they receive the warning that they may make
representation to the County Manager for Education within Families First if they believe
one of the above criteria has been met. This will then be investigated and the parent(s)

informed of the outcome either to withdraw or uphold the penalty notice.

Please note - in the case of a material error the penalty notice may be re-issued with the
appropriate corrections made.

Payment of Penalty Notices:

e Arrangements for payment will be detailed on the Penalty Notice; (Appendix B).

. Payment of a Penalty Notice discharges the parent’s or carer’s liability for the period
in question and they cannot subsequently be prosecuted under other enforcement
powers for the period covered by the Penalty Notice;

o Payment of a Penalty Notice within 21 days is £60 and payment after this time but
within 28 days is £120; and

e  The County Council retains any revenue from Penalty Notices to cover enforcement
costs (collection or prosecuting in the event of non-payment).

Payments will not be accepted in part or by instalments.
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Non-payment of Penalty Notices:

Non-payment of a Penalty Notice will result in the withdrawal of the Penalty Notice and will
trigger the fast-track prosecution process under the provisions of section 444(1) of the
Education Act 1996.

Policy and Publicity

o Identifying information about Penalty Notices issued to particular parents or specific
children should not be made public;

o Issuing of Penalty Notices as a sanction is included in the Authority’s Attendance
Policy;

o School attendance policies should include information on the issuing of Penalty
Notices and this should be available to parents;

e  The LA will include information on the use of Penalty Notices and other attendance
enforcement sanctions in promotional or public information material.

Reporting & Review:

Families First will:

o Report at regular intervals to the head teacher forum groups (Primary, Secondary,
Middle and Special) and Staffordshire Police on the deployment and outcomes of
Penalty Notices;

o Make regular reports to Staffordshire County Council on attendance matters which will
include Penalty Notice use; and

o Review Penalty Notice use at regular intervals and amend the Protocol as
appropriate.
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PENALTY NOTICE REQUEST

Reason for Penalty Notice
Unauthorised Persistent absence Choose an item.
Excluded pupil Choose an item.

Unauthorised Leave of absence Choose an item.

0000

Truancy Sweep (Police Only) Choose an item.

Registered pupil at: .. ., School
Pupil Details:

Name: ... e MALE / FEMALE Choose anitem. D.OB.... ...

AN o =SSOSR P PP PPPPRRPP
.............................................................................. Postcode:
Telephone NO: .. e Mobile NO: ....

e Does the pupil have any statement of Special Educational needs? Yes/No/NA Choose an item.

e Does the pupil have a Disability under the Equality Act 2010? Yes/ No/NA Choose an item.

Parent/Carer (please add any additional parent/carers)

RelatioNship 10 PUPIL. .. e

Address (if different from above):






[

v Staffordshire

* County Council

Telephone NO: .. i, Mobile NO: ........ceiiiiiiiicce

Dates of unauthorised absence

The named pupil had unauthorised absence from school for the period of:

And this absence is recorded in the school register as unauthorised.
(Please attach a signed attendance certificate showing the period).

Declaration

| am the Head Teacher/Acting Head Teacher of the School named. | certify that this request for a Penalty
Notice has been considered in line with the School Attendance Policy.

PN Holiday

Parent requested leave?
Yes /No Choose an item. - enclose copy if Yes
School sent letter to parents?

Yes/No Choose an item. - enclose copy if Yes

PN Persistent Absence/lateness

Assessment of need and plan in place for child to address issue?
Yes/No Choose an item. - enclose copy if Yes

Is there evidence of work undertaken with the child and family?
Yes/No Choose an item. - enclose copy if Yes

The school is not beyond the statutory limits for walking, but if so, transport was amicable. The limit
of two miles for pupils under 8 years old : 3 miles for pupils aged 8+ over?

Yes /No Choose an item.
Has the school informed Parents of this referral to the Local Authority?

Yes /No Choose an item. - enclose copy if Yes
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PN Excluded Pupil in Public Place
e School issued letter to parents informing them of responsibilities during first 5 days of exclusion?

Yes/No/NA Choose an item.
e Evidence can be provided to substantiate the child has been in a public place during school hours?
Yes /No/NA Choose an item.

Signed copy of the register is required with any submission.

PLEASE ATTACH COPIES OF ALL CORRESPONDENCE WITH REQUEST, AND SEND TO THE
LOCAL SUPPORT TEAM.

NaM e ... Position ...

Signature .. Date: ..
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Penalty Notice
S.444 Education Act 1996

(Insert by S23 of the Anti Social Behaviour Act 2003)
Please read the notes overleaf carefully

PART 1

If a child of compulsory school age who is a registered pupil at a school fails to
attend regularly at the school, his parent is guilty of an offence under S.444
Education Act 1996.

To:

Of:

You are a parent of (called in this notice “the pupil”) who is a registered pupil
at

Between and the pupil failed to attend regularly at the school.

This notice gives you the opportunity to pay a penalty fine instead of being
prosecuted for the offence given above. The amount of the penalty is £60/£120 in
accordance with the table overleaf. If you pay this penalty within the time limits set
out below, no further action will be taken against you in connection with the offence
as set out in this notice.

Payment should be made within 21 days from date of issue. If paid after 21 days
but within 28 days the penalty is doubled to £120. Payment should be made to
Staffordshire_County Council and can be made in person at Staffordshire
County Council Offices, Staffordshire Place One, Tipping Street, Stafford,
ST16 2DH between 9am and 5pm Monday to Thursday, 4.30pm on Fridays, or by
posting this notice with a cheque or postal order to this address. NO CASH
PAYMENTS. If you wish to pay by debit/credit card then please «call
01785 278927 |/ 277409 with your card details.

Late, cash or part payments will not be accepted and no reminders will be sent. If
payment is not received by , you may be prosecuted for the offence and
could be subject to a fine of up to £1,000.

This notice is issued by Karl Hobson, County Manager for Targeted Services, on
behalf of Staffordshire County Council.

Date of issue:
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PART 2

Please complete the following and return this notice with your payment to
Staffordshire County Council:

Name:

Address:

Child’s Name:

| attach payment in the sum of £ NO CASH PAYMENTS ACCEPTED
Signed:

Date:

NOTES

1. Contact Details

If you have any queries about this notice, please email
karl.hobson@staffordshire.gov.uk or you can put it in writing using the
address below.

2. Amount of Penalty

The amount of the penalty is as follows:
When paid To be paid by:
Within 21 days £60

Within 28 days £120

Address payment to be sent to:

Families First, Penalty Notice Administration
Staffordshire County Council

Targeted Services

Staffordshire Place One

Tipping Street

Stafford

ST16 2DH
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3. Code of Conduct

This notice is issued in accordance with a local code of conduct drawn up by
Staffordshire County Council. Any questions or correspondence about the code should
be addressed to the Strategic Lead — Targeted Services at Staffordshire County
Council, Staffordshire Place One, Tipping Street, Stafford, Staffs, ST16 2DH.

4. Withdrawal

This notice may be withdrawn by Staffordshire County Council if it is shown that it
should not have been issued to you, it has not been issued to you in accordance
with the local code of conduct or you did not receive the notice e.g. sent to wrong
address. If you believe that the notice was wrongly issued you must contact the
County Council to ask for it to be withdrawn as soon as possible, stating why you
believe the notice to have been incorrectly issued. The County Council will consider
your request and will contact you to let you know whether the notice is withdrawn.
If the notice is not withdrawn and you do not pay, you will be liable to prosecution
for the offence that your child has failed to attend school regularly.

5. Payment

You should complete the notice above and send or deliver it to Targeted Services,
Staffordshire County Council at the address given. Office opening hours: Monday to
Thursday 9am - 5pm, Friday 9am — 4:30pm.

6. Prosecution

If you do not pay the penalty, and the notice is not withdrawn, you will be
prosecuted for the offence of failing to ensure your child’s regular attendance at
school. You will receive a separate summons for this which will give you notice of
the time and date of the court hearing. You will be able to defend yourself and you
would be advised to seek legal representation; in some circumstances you may be
entitled to legal aid.
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Education Referral Pathway v5.docx
Education Referral Pathway



As part of the Core Education Offer, we are now asking that all schools send their requests for Statutory Action for unauthorised absence/ late arrival to one new email address.

educationcoreoffer@staffordshire.gov.uk

This therefore now includes:

Penalty Notices for:-

· Leave in term time 

· Persistent and unauthorised absence / lates

· Excluded student seen in a public place during the first 5 days of exclusion.



Prosecution for persistent unauthorised absence - under Section S444(1) and (1a) of the Education Act 1996.



Reasonable Enquiry for a student absent from school for more than 10 days without any explanation or contact from parents. 			





There is one new referral form for this, which is attached for your use.



[bookmark: _GoBack]



Please note - the referral process for CME, EHE, GRT and Permanent Exclusions remain the same.



Education Referral Pathway v2

Reasonable Enquiries - Feb 18.docx
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[bookmark: _GoBack]Reasonable Joint Enquiries for


Children Missing Education (CME)





The 2016 DFE Children Missing Education Statutory Guidance states that local authorities and schools should agree roles and responsibilities locally in relation to making joint enquiries.  Please note the process below is specifically for potential CME cases, which are defined as when the child stops attending without explanation and school have no knowledge of their whereabouts; and are not persistently absent children who would be dealt with under the school’s normal attendance procedures.


First 0-10 school days of absence


Actions to be taken by school


N.B.  If you have any safeguarding concerns about the child you MUST immediately contact First Response 


In the 0-10 day period schools should:-


· Employ their first day contact processes


· Make contact with known relatives, significant adults


· Make enquiries with classmates of the child (if appropriate


· Liaise with school(s) attended by siblings.


· Arrange home visit(s) by school staff


· Send letter(s) home


· Check with previous school(s) if appropriate


· Make contact with agencies known to be working with family, including MOD if military family
































If these actions have been completed and the child has still not been located, the matter should be referred to the Local Support Team.  Schools should request Education Welfare Worker (EWW) support from the LST to establish the reason for the unknown absence and lack of information.  This request must include a record of the reasonable enquiries made so far.


Between 10-20 school days· Undertake unannounced home visit(s)


· Make enquiries in local community e.g. neighbours, community groups.


· Make enquires with other local agencies e.g. Housing, Women’s Aid, Police, Children’s  Services etc.


· 





Actions to be taken by EWW











If the child is not located after the above joint enquiries have been made, and twenty school days (four school weeks) have elapsed, the school has a duty to refer the matter to the CME Team using the referral form found at www.staffordshire.gov.uk/childrenmissingeducation and it is at this point that the child can be removed from roll.


Reasonable Enquiries - Feb 18
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[bookmark: _GoBack][image: ]STATUTORY ACTION REQUEST





Reason for Penalty Notice		Prosecution/reasonable enquiry			


Unauthorised Persistent absence     	Prosecution for irregular attendance	


Excluded pupil				Reasonable enquiry 	


Unauthorised Leave of absence                         





Registered pupil at: .....................................................................School 





			


Pupil name: ...................................................... D.O.B. ......................... NCY ……………….





•	Does the pupil have any statement of Special Educational needs?  Yes / No / NA





•	Does the pupil have a Disability under the Equality Act 2010?  Yes / No / NA














			


Parent/Carer Name:………………………………………Relationship to pupil………………………





Address: .........................................................................................................................................





...............................Postcode: ……………………Telephone/Mobile No: .........................................








Parent/carer Name: ….………………..………………Relationship to pupil………………………





Address (if different from above): .....................................................................................................





................................Postcode: ……………………Telephone/Mobile No: ..................................











			


Dates of unauthorised absence/lates between …………………. & ………………………..





			Please attach a signed attendance certificate showing the period. 























Declaration 





I certify that this request for a statutory action has been considered in line with the School Attendance Policy.








Name: …………………………… Position ……………………………………….








Signature ......................................Date: ........................................................








			


CHECK LIST – please complete the relevant sections only





· ALL Penalty Notices - The case meets the criteria laid out in the Code of Conduct  





  Penalty notices only





· Leave in term time - Did parents request authorisation prior to leave of absence:   Yes / No  





· Leave in term time - School responded in writing to decline authorisation of 


           leave of absence:                                                                                                      Yes / No





· Exclusion - School issued letter to parents informing them of responsibilities 


during first 5 days of exclusion.                                                                                 Yes / No 





· Exclusion - Evidence can be provided to substantiate the child has been in 


a public place during school hours.                                                                           Yes / No 





· Persistent absence/late – I have attached all the information in chronological 


order of the work undertaken by the school.                                                                 [image: ]    





Prosecution only





· The school is not beyond the statutory limits for walking, but if so, transport 


was available. (The limit of two miles for pupils under 8 years old;                              [image: ]


three miles for pupils aged 8 and over)





· I have checked that none of the  statutory defences apply  





· There is an assessment of need and a plan of intervention in place?                          [image: ]





· Is there any evidence of lack of co-operation from parent/carer?                            Yes / No 





· I have attached all the information in chronological order of the work 


           undertaken by the school.                                                                                             [image: ]





Reasonable enquiry – I have provided information on what steps the school has taken to ascertain why the child is absent without explanation or contact from the parents                  [image: ]                                                                             





PLEASE ATTACH COPIES OF ALL CORRESPONDENCE WITH THIS REQUEST, AND SEND TO educationcoregroup@staffordshire.gov.uk














Date received ………………………….             





Allocated on …………………………….. to …………………………………….
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