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Attendance Policy

(Reviewed May 2010)

General Principles
Children should be at school, on time, every day the school is open, unless the reason for the absence is unavoidable. Permitting absence from school without a good reason is an offence by the parent.

 

All children are sometimes reluctant to attend school. Any problems with regular attendance are best sorted out between the school, the parents and the child. If a child is reluctant to attend, it is never better to cover up their absence or to give in to pressure to excuse them from attending. This gives the impression that attendance does not matter and may make things worse.

 

Every half-day absence from school has to be classified by the school, (not by the parents), as either AUTHORISED or UNAUTHORISED. This is why information about the cause of each absence is always required, preferably in writing.

 

Authorised absences are mornings or afternoons away from school for a good reason: illness or other unavoidable cause.
 
Unauthorised absences are those which the school does not consider reasonable and for which no ‘leave’ has been given. This includes:
· Parents keeping children off school unnecessarily 

· Truancy before or during the day 

· Absences which have never been properly explained 

· Children who arrive at school too late to get a mark. 

Parents are expected to contact school at an early stage and to work with the staff in resolving any problems together. This is nearly always successful.

 

If difficulties cannot be sorted out this way, the school may refer the child to the Education Welfare Officer (EWO) or the Education Social Worker (ESW) from the Local Authority (LA). He/she will also try to resolve the situation by agreement but, if other ways of trying to improve the child’s attendance have failed, these officers can use court proceedings to prosecute parents or to seek an Education Supervision Order (ESO) on the child. The maximum penalty on conviction is a fine of £2,500 and/or 3 months imprisonment.

 

 Procedures at Five Ways Primary School 

The school applies the following procedures concerning attendance:

 

· Parents must ensure that their children of compulsory school age attend school regularly, stay at school, arrive on time, properly dressed, clean, not tired and generally in a condition to learn. 

· Pupils who arrive into school after the register is “closed” (approximately 10 minutes after the official start of the session) will be marked in the register as “late”. These “late” markings will be counted as “unauthorised” absence, unless there are special circumstances “Overslept” is not a special circumstance.  Reasons for lateness will be noted by the office as they receive the pupil into school.
· Parents must ensure that their children arrive at school between 8.50 a.m. and 9.00 a.m. for the morning session. Pupils must enter the school building (doors are opened at 8.45 a.m.) and go directly to their classroom where they will be supervised by a member of staff. Pupils should not normally arrive on the premises before 8.50 a.m. If a pupil arrives at school before 8.50 a.m. on a regular basis, parents will be reminded of school policy by the classteacher.
· Those who go home for the lunch break are expected to return between 1.00 – 1.10 p.m. (KS1) and 1.15 and 1.25 p.m. (KS2). This lunchtime requirement is in case of evacuation during the lunchtime period. (Fire Procedure) 

· Parents (or an adult representative) of younger children are expected to collect their children from school directly at the end of the school day. The school expects parents of all KS1 children to do this. Some parents may feel that the children in KS2 are of a suitable age to walk home without an appropriate adult. This is at the discretion of the parents. 

· All the KS1 children will be told that they must not leave school at the end of the school day unless their parent or known representative is there to collect them. Teachers will make every effort to ensure that this is undertaken. Parents of children in the KS1 building are expected to wait outside the fencing surrounding the yard. This enables teachers and pupils to see the parents of the children and decreases any potential confusion. 

· Teachers will complete the electronic register using the codes and processes as specified. The registers may remain open for no more than 10 minutes after the start of each session after which they will be “closed”. (In the case of very bad weather, the registers may be kept open for up to 30 minutes). 

· The registers will be kept by the Admin office for 6 years after the date on which they were last used. 

· Parents must inform the school of the reason for a child’s absence preferably by 9 a.m. either by telephone or by note. Telephone messages will be taken at the School Office and the name and class and reason for absence will be noted on an absence form.  If the child is still absent on the third day, parents are requested to contact the school office with an update. 

· If, on day one, a child is absent for registration, this will be noted by the office staff from the electronic registers.  The Admin staff will check with a welfare assistant on duty that the child has not arrived and gone straight to class - where they are timetabled to be.  If they have not arrived, Admin Staff will attempt to contact the parent(s) to ascertain the reason for the absence of their child. The reason will then be recorded on the electronic register to be seen by the classteacher. 

· Where there is a significant concern, should the School Admin Officer be unable to contact the parents, the Education Welfare Officer will be contacted and asked to talk with the parents as soon as possible. This is to be authorised by the Headteacher or Deputy Headtecher.

· Continuous pupil absences of not less than two weeks or in the case of pupils who fail to attend regularly, must be reported to the teacher with responsibility for Pupils Welfare and Guidance who will in turn contact the Education Welfare Service (exception to this is when the absence is covered by a medical certificate). 

· Absences for medical reasons are all “authorised” absences. These may be authorised in retrospect. Should the school consider that the parent’s explanation for a pupil’s absence is not reasonable, the school should mark the above as “unauthorised”. 

· Leave for medical or dental appointments may be given when confirmation has been received from the parent. The pupil must then report to Reception upon leaving and a note made by the School Admin Officer of the time and date. Similarly, when a pupil returns after the appointment, the pupil must report to Reception so that a note may be made. 

· Parents must not keep their children at home to “mind the home” or to look after brother or sister. 
· Parents must not take their children shopping during school hours. 
· Parents must not take their children on holiday in term time, except in very special circumstances. If taken, up to ten days of term time in each school year for the annual family holiday may be “authorised” by the Headteacher. Days in excess of this will be marked as “unauthorised”.
· When a parent has completed a ‘Leave of Absence’ form and returned it to school, a letter of leave of absence approval will be sent to them.  Copies of this form can be obtained from the school office or downloaded from the website. 
· Should another Leave of absence be requested, where the time taken for the school year will exceed ten days, a letter will be sent to the parent, stating that unauthorised absence marks will be given on each day beyond the ten approved days leave.
· Where leave of Absence is requested but it is identified that the percentage attendance of a particular pupil could become a problem, this is explained in the return letter.  (Copies of all letters are attached to this policy)
With pupils who arrive regularly late at school or who are identified as having a low percentage attendance figure, the school will take the 

following action:

 

Level 1
· The class teacher will see the parent and discuss the matter.  The discussion will be recorded on the form A1.1. (A copy of this form is attached to this policy)  A copy of the completed form should be sent to the office and a further copy kept in the pastoral file.  Issues regarding lateness might be approached with a ‘quiet word’ before a more formal meeting takes place. 

· If, after discussion with the parent, the child continues to arrive late, the school will send out a standard letter to the parent signed by the Headteacher. 

 Level 2
· If the child continues to be late after following the procedure in Level 1, the school will report the matter to the Education Welfare Service.  This is to be authorised and undertaken by the Headteacher or DeputyHeadteacher.
· After a period of intervention, usually a maximum of 6 weeks, a decision will be made whether the case remains open to the service and in what capacity i.e. welfare or prosecution strand.  If there is a satisfactory improvement during this period, the officer and District EWO, through the casework management process, will close the case.  

· Cases not resolved at level 2 will move to Level 3 and a further period of up to 6 weeks casework will ensue. 

Level 3 
· At this stage the EWS will decide what further action will best resolve the difficulties. 
· This may be referral to other agencies for specialist input or support, or it may be the decision to proceed with court action. 
 The people responsible for attendance matters in school are:
· The Headteacher 

· The Deputy Headteacher 

· The Leadership Team 

· Year Co-ordinators 

· All teaching staff 

· The SENCO 

· The school Admin Office 

· The EWO 

· The school has a legal duty to publish its absence figures to parents and to promote attendance. 
· Equally, parents have a duty to make sure their children attend school. 
· School staff are committed to working with parents as the best way to ensure as high a level of attendance as possible. 

 

