Attendance Policy Statement

1.
Statement of Intent

We believe that all pupils benefit from regular school attendance. Staff, pupils and parents need to work together to enable this to happen. Any problems hindering full attendance need to be identified and acted upon as quickly as possible. The aim of the school is to facilitate their pupil’s regular and sustained attendance at school, thus enabling them to achieve their full academic potential.
2.
School Attendance – The Statutory Framework

Education Act 1944 – Establishes the duty of parents to ensure regular attendance of pupils.

Education Act 1996 – Establishes the duty of LA’s to enforce school attendance (Section 444).

Pupil’s Registration Regulations 1986 – Establishes the criteria for the maintenance of Attendance Registers.

The Education (Pupils’ Attendance Records) Regulations 1991.

Framework for the Inspection of Schools (OfSTED) 

3.
Registration

3.1
There is a legal requirement upon schools to keep an attendance register on which, at the beginning of each morning and afternoon sessions, pupils are marked present or absent. The Education (Pupils Attendance Record) Regulations 1991 introduced a further requirement that attendance registers must show whether an absence of a pupil of compulsory school age is authorised or unauthorised.  

3.2
Both staff and pupils should see the taking of registers as an integral part of the school day, as was indeed intended in law. Particular attention should be paid to accurate registration and to the preservation and security of registers.

3.3
Manuscript registers must be kept in ink and corrections made in such a way that the original entry and the correction are both clearly distinguishable (ie. definitely no “tip-ex”).

3.4
Stockton Borough Council requires all teachers to use the symbols shown in Table 1 for the marking of registers.

3.5
In accordance with current legislation, each class in school will have an attendance register.  It is school policy that registers are completed by 9:05 am and 1:05 pm. When they will be collected and returned to the school office.

3.6
It is our policy to record a late mark for children who arrive at school after class registration has taken place. 
3.7
We believe that pupils arriving late seriously disrupt their work and that of others.  Our policy is to encourage punctuality.  Five minutes will be allocated for registration purposes at the beginning of each session.  Children will be recorded as being late once registration has taken place. Punctuality will be monitored on a half termly basis and parents/carers will be notified of data analysis results.
Our registration procedure is included as Appendix 1. Our procedure for improving punctuality is included as Appendix 2.

4.
Absence

4.1
It is the parent’s responsibility to inform school of the reason for a child’s absence. We would like to receive notification as soon as the child is absent from school. We need to receive information when the child returns to school.

4.2
It is a fact that parentally-condoned unjustified absence is a serious problem in some schools. This can be every bit as damaging as the more traditional forms of truancy.

Only the school, within the context of the law, can approve absence, not parents. The fact that a parent has offered a note or other notification (telephone call or personal contact) in relation to a particular absence does not, of itself, oblige the school to accept it if the school does not accept the explanation offered as a valid reason for absence. If, after further investigation doubt remains about the explanation offered – or where no explanation is forthcoming at all the absence must be treated as unauthorised. Where parentally condoned unjustified absence appears to be a problem in relation to a particular pupil, school will involve the Attendance Officer at an early opportunity.

4.3
An excessive amount of authorised absence can also seriously disrupt continuity of learning and encourage disaffection. We must be alert to emerging patterns of authorised absence. We may authorise absence retrospectively where we are satisfied as to the explanation offered.  Absences of pupils of compulsory school age without valid reason or for which no explanation has been provided will be treated as unauthorised.

4.4
Section 444 of the Education Act 1996 provides that no offence is committed where a pupil of compulsory school age is prevented from attending school by reason of illness. If school is satisfied that a pupil is absent as a result of illness the absence will be treated as authorised.

4.5
Where we have reason to doubt the validity of an explanation offered in respect of a particular absence, further information will be requested by the teacher from the child’s parents. If the school continues to be dissatisfied then the absence will be treated as unauthorised.

4.6
Where there is doubt about the authenticity of absence attributed to illness, School or the Attendance Officer can refer the matter to a doctor working in the School Health Service to arrange a special medical, or to make contact with the pupil’s GP. If a pupil is absent for a prolonged period or the school notices a pattern emerging, early contact will be made with the Attendance Officer and/or the School Health Service.

4.7
Leave for medical or dental appointments will be given (i.e. the absence will be authorised) where confirmation has been received from the parent (either in person, in writing or by a telephone call) or on production of an appointment card.

5.
Reporting of Absence Procedure

5.1
Parents/carers are expected to telephone, see the class teacher or send a note once their children return to school. This will allow the teacher to interpret the category of absence. However, if the child is absent for more than three school days, parents are expected to contact school. If they do not the class teacher must try to telephone to discover the cause of the absence. If the family is not on the telephone the letter Appendix 3 may be sent.

5.2
The class teacher will keep all notes and notes of telephone messages and a note of any verbal explanations, dated, in their staff file.

5.3
If a note is not forthcoming and no telephone message has been received after three school days, teachers will attempt to see or telephone the child’s parents/carers. If these are not possible then a letter will be sent.  A supply of this letter is to be held by each teacher.

5.4
Parents should complete an Absence Request Form which they may obtain from the school office, if they wish to remove their child from school for any purpose. It should be completed and returned to the child’s class teacher, who will send it to the school office, before the absence. Following the amendment on 1st September 2013 to the Education (Pupil Registration) (England) Regulations 2006. A head teacher may not grant leave of absence during term time unless there are exceptional circumstances. If the head teacher feels that exceptional circumstances are clear on the application for absence form then it is up to the head teacher to determine the length of any leave granted and to authorise the absence. If more than the determined days are taken then the absences will be classified as unauthorised. Absence between Easter and the S.A.T. period in May will always be unauthorised in Year 6, as the school views the statutory and non-statutory assessments as a crucial part of every child’s education.

In supporting schools to reduce holiday absence the Local Authority has provision to receive referrals from schools to issue Penalty Notices for unauthorized holiday leave during term time. The Penalty Notice is issued initially at £60 per parent per child payable within 21 days of issue. Should the parent fail to pay this then Penalty Notice fine increases to £120 per parent per child from the 22nd day of issue to the 28th. Subsequently to this if payment is not received the Local Authority will consider initiating prosecution proceedings for the unauthorised holiday absence.
5.5
Where a pupil is present for registration but then has to attend an appointment, the school need take no action beyond recording the fact that (for the purpose of emergency evacuation) the pupil, although registered, is not physically present.  Similarly the school must note the presence of a pupil (again for purposes of emergency evacuation) who was not there when the register was being taken but returns later from an appointment. 

The class teacher will make a note in the relevant day’s column in the register as to the times the child came or left so that there is information on the child’s whereabouts in the even t of emergency evacuation.

6.
Categorising Absence

Our policy deals in general with the categories of absence and cannot cover every eventuality. It will be necessary on occasion to exercise reasonable discretion when investigating some absences.  

Some Key points: -

· registered pupils of compulsory school age are required by law to be in school;

· whilst it is right that schools should recognise that individual pupils and families have problems the aim should always be to expect regular attendance;

· lateness should be actively discouraged;

· where a pupil is absent without prior authorisation an explanation is required.  If one is not forthcoming (for whatever reason) it must be treated as unauthorised and the register recorded accordingly;

· schools are not obliged to accept parental notes where there is reason to doubt the validity of the explanation offered;

· explanations such as minding the house, looking after other children, or shopping trips within school hours will not normally be acceptable reasons for absence;

· parents should not expect, or be led to expect, that, as of right, schools will agree to family holidays during term time. Each application will need to be considered on its merits;

· even where absence is authorised, schools should be alerted to emerging patterns of absence, which may seriously disrupt continuity of learning.

· in promoting regular attendance, schools should work closely with the Attendance Service.

7.
Lateness

7.1
It is William Cassidi C. of E. Aided Primary School’s policy to actively discourage late arrival.  A pupil arriving late may seriously disrupt not only his or her continuity of learning but also that of others. In recognition of local circumstances (such as bad weather or occasional school transport difficulties), we may keep registers open for a reasonable period.

7.2
For registration to mean anything at all, a firm line must be taken on late arrivals. To do otherwise undermines the whole purpose of registration and may serve to encourage other pupils to arrive late. Particular attention will be paid to emerging patterns of late arrival.

7.3
Where a pupil does arrive late and misses registration, his or her presence on site will still need to be noted for purposes of emergency evacuation. Anyone arriving late must report to the office.  Children arriving late to school will be recorded in the signing in and out book held in the reception area by the adult bringing them to school.
7.4
In responding to lateness, we will of course need to take account of the individual circumstances of each case. In some instances enquiries may reveal that the late arrival stems from difficulties at home or other genuinely unavoidable circumstances. Teachers of pupils who persistently fail to arrive on time with valid reason need to seek an early meeting with parents whilst keeping the Head Teacher informed. If the parents do not have any valid reason for the child’s persistent lateness the Head Teacher will consult with the Attendance Officer.

8.
Role of Attendance Officer
8.1
The role of our designated Attendance Officer is to:
· liaise, where appropriate, between home and school;

· investigate irregular attendance or lateness which may give rise to concerns that a child may be at risk;

· complete a regular register check and provide school with advice on strategies to improve attendance;

· work with children who are experiencing problems with Attendance and/or punctuality and/or are preparing to transfer to secondary school

· assist school in setting attendance targets;

8.2
Referral to the Attendance Officer
Referral to the Attendance Officer will be made in the following circumstances:

· the absence is regular and/or repeated and therefore affecting the child’s education;

· when a pupil has been absent for two consecutive weeks and the absence is unauthorised;

· the intervention by the school has failed to secure a pupil’s regular attendance
· the attendance of a pupil falls below 80%;

· the attendance of a pupil falls between 80% and 90% and the parent has not responded to or worked with the school to improve attendance. The school reserves the right to determine those who are referred according to individual circumstances.
Referrals can only be made through the Headteacher or Attendance Leader. A referral form will be completed for each pupil and given to the Attendance Officer.

The school will adopt the procedures of the Local Authority ‘Attendance and Penalty Notices’ document approved by the Governing Body (3.2.2016) with regard to absences and the possible issuing by the Local Authority of Penalty Notices which may, if not paid, be referred to the Magistrates Court forprosecution which would result in a criminal conviction. 

Progress reports on referrals will be given to the school at regular intervals by the Attendance Officer (as agreed between the school and the AO).

8.3
Details of the procedure followed by the AO may be found in the Attendance Procedure Document. However, it seems appropriate to note here the information required to make a referral so that staff involved can have the details ready: -

· action taken to date by the school;

· parents/pupils attitudes towards school and the school’s intervention;

· parental reasons for non-attendance;

· action taken by school to resolve any identified problems;

· information regarding any special educational needs the pupil may have, academic attainments and support being provided by the school;

· information regarding potential aggression from the parents.

9
Rewarding Good Attendance and Punctuality
9.1
As well as taking appropriate action against parents who fail to secure the regular attendance or good punctuality of their children, we will take steps to reward good attendance and punctuality at William Cassidi C. of E. Aided Primary School. Each week classes celebrate full attendance and punctuality in Celebration Worship. Half termly stickers are given to all children who achieve 100% attendance and punctuality. The children who achieve 100% attendance each term are presented with a certificate at Celebration Worship. Annual 100% certificates and a small prize or rewards activity are given at the end of the Summer term at Celebration Worship.
10        Planned Support For Pupils Who Are Absent/Persistently Late:
10.1     We aim to provide active and measurable support for those children for whom attendance has 

been problematic regardless of the reason for the absence. These include use of the Learning  Platform for KS2 which will provide up to date learning activities and ideas for studies. Details of home learning and spellings. Welcoming back and socially reintegrating children to ensure they engage with their peers and their studies. Providing planned support to ‘catch up’ on work missed. Providing home learning activities for those children whose absence is planned ie short hospital stays.
Policy approved by the Governing Body: 3rd April 2019
Date for Review: April 2021
APPENDIX 1

REGISTRATION PROCEDURE

1.
Registers will be completed as quickly as convenient, preceding both daily sessions. Only ten minutes of the school day have been allocated for the registration procedure. Registers will be returned to the school office following this registration period.

2.
Children present will be so marked by a diagonal red line.

3.
Children not present will be so marked by a black circle.

4.
Children arriving at school after registration in the mornings must report to the school office if they require a school dinner.

If they arrive after close of registration, they will be marked as absent.  An explanation note may authorise this absence, e.g. visit to doctor/dentist. Otherwise it will be treated as unauthorised. However, if a child should arrive part way through a session a note must be made in the register to show that child is present for safety, fire evacuation etc. purposes.

5.
Once we receive a valid reason for an absence, we can authorise that absence by inserting a letter inside the circle. Reporting by telephone, verbally to a member of  staff or by a note are acceptable.

A message pad will be kept in the office to note any explanations for absence. These will be passed promptly to the class teacher.

A list of symbols used for demarcating AUTHORISED absence is included in Table 1 in this document. Only school can authorise an absence. If an absence does not fit one of the categories listed, it is likely to be UNAUTHORISED e.g. shopping, birthday, minding the house. Check with Head Teacher if unsure.

6.
Parents moving their child from school during a session will be required to explain to their child’s class teacher the reasons for this removal.

7.
If the child returns to school with no notification of the reason for absence, a standard letter will be sent home, parents see or telephone contact made. Copies are available from the school clerk when the teacher’s supply has diminished.

8.
If no response is forthcoming within 3 days of the letter being sent the attendance must be recorded as UNAUTHORISED. The teacher will inform the Attendance Leader who will pursue this further with either an additional letter or a referral to the Attendance Officer as appropriate.

9.
Any regular authorised absence or any notes or occurrences which give cause for concern should be mentioned first at a team meeting and if it is felt action is required, this should be brought to the attention of the Attendance Leader who may decide to pursue it further or discuss with the Attendance Officer.

APPENDIX 2

IMPROVING PUNCTUALITY

1.
When children are regularly late for school or a pattern is emerging over a period of time, the Head teacher will arrange a letter to be sent home and/or an appointment to discuss this with the parents/carers. If punctuality does not improve within the stated two weeks a meeting will be requested to establish positive practical steps to ensure punctuality.
2.
Regular newsletters home will emphasise the need for regular and punctual attendance at school and could also remind parents of the importance of not requesting absences in term time.
APPENDIX 8

WILLIAM CASSIDI C.E.AIDED PRIMARY SCHOOL

REQUEST FOR ABSENCE DURING SCHOOL TERM TIME

Name of Child(ren):
………………………………………………………………..

School Year:

………………………………………………………………..

Address:

………………………………………………………………..

………………………………………………………………..

………………………………………………………………..

I/We request that the above named child(ren) be considered for approved absence from William Cassidi C.E. Aided Primary School on:

…………………………   to
………………………………..
(inclusive)

Proposed destination:
…………………………………………………………………

Exceptional circumstances which determine the request for absence during term time:  …………………………………………………………………………………………

…………………………………………………………………………………………

Signature of parent/guardian:
…………………………………………………………

Date:
    ………………………………………………………………………………

THIS FORM IS TO BE COMPLETED BY THE PARENT/GUARDIAN AND FORWARDED TO THE HEAD TEACHER BEFORE THE REQUESTED PERIOD OF ABSENCE TO ENABLE THE REQUEST TO BE CONSIDERED AND A REPLY TO BE MADE

THE HEAD TEACHER MAY NOT GRANT LEAVE OF ABSENCE DURING TERM TIME UNLESS THERE ARE EXCEPTIONAL CIRCUMSTANCES. THE HEAD TEACHER WILL DETERMINE IF THE CIRCUMSTACES ARE EXCEPTIONAL FOR EACH INDIVIDUAL REQUEST.
Name of Child(ren):
…………………………………………………………………..

School Year:

…………………………………………………………………..

Period of absence requested:
From:
……………………..
to
…………………..

Absence:
authorised/not authorised
Absences granted during the academic year 2023/2024:
…………………………..

Signed:
…………………………
Head Teacher

Date:
…………..

Dear Parents/Guardians,

There is an established link between attendance and punctuality at school and academic success. At William Cassidi we strive to enable every child to reach their full potential and regular and punctual attendance is vital to this.

The government has set new regulations which state that no parent/carer has the automatic right to have leave of absence for their children in term time. The Governing Body have therefore reviewed their policy to bring it in line with government regulations. 
From November 2013 a new ‘Request For Absence During School Time’ will be introduced which must be completed and returned to school prior to the absence dates requested. The Governing Body have agreed that the head teacher should determine if the circumstances stated on the request form are exceptional. This will be reviewed annually. No absence will be granted under any circumstances for Year 6 pupils between Easter and the end of SAT’s in May.

Parents/guardians are also requested to consider the impact on learning when arranging medical, dental and other appointments which should be arranged whenever possible outside the school day. If this is not possible parents/carers will be requested to bring into school the appointment card/letter when bringing in or collecting their child and to complete the signing in and out book with the reason for lateness or early departure.

Punctuality is also an important factor and all children arriving late to school will need to be signed in at the school office giving a reason for the late arrival.

The Attendance Officer makes regular visits to our school and reviews the attendance and punctuality of all children. We hope that there will not be a need to involve the officer with the attendance of any children within our school. However, should a child’s attendance fall below 85% this may be necessary as a child is classed as a Persistent Absentee when their attendance falls below 85%.

Should any parent/guardian wish to clarify any point or discuss attendance please do not hesitate to contact me.

Yours sincerely,


Mrs. J. Campbell







03/01/20

