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Attendance Policy


ROADE PRIMARY SCHOOL
ATTENDANCE POLICY

Purpose of this policy

Roade Primary School is committed to providing a full and efficient education to all pupils and embraces the concept of equal opportunities for all. As part of this commitment, we recognise that for a child to achieve their full educational potential, a high level of school attendance is essential.

Good school attendance is one of the most important factors in achievement at school and we are committed to helping every child achieve their full potential.

The school recognises the clear links between attendance and attainment, and attendance and safeguarding children. Absences, especially if frequent or continuous can be damaging to a child’s education and reasons for non-school attendance need to very clearly given. We will consistently work towards extremely high standards of attendance for all children. Children with 100% attendance will be awarded with certificates each term and a certificate for 100% attendance for the whole year. Every opportunity will be used to convey to pupils and their parents or carers the importance of regular and punctual attendance.


School times
The school will be open to pupils for 190 days per year.  The term dates for Northamptonshire Schools in the Daventry/South West are followed.  Parents will be supplied with a list of term dates at least once during the preceding school year. These are available on the school and Northamptonshire County Council websites.

	Morning
	Afternoon

	8.55am – 12.15pm
	1.15pm – 3.15pm



The playground will be supervised from 8.45am. For health and safety reasons, it is important that pupils do not arrive before this time. The school will contact parents of children who arrive persistently before this time

Registration

Under the Education (Pupil Registration) Regulations 1995, the governing body are responsible for making sure the school keep an attendance register that records which pupils are present at the start of both the morning and the afternoon sessions of the school day.
The register will be taken at 8.55am and 1:15pm by the class teacher and total numbers completed. Classroom teachers are responsible for completing the attendance registers using the prescribed codes (see appendix 1).


Procedures for late arrivals

Parents are asked to contact the school if they know that their child will be late for school due to a medical appointment or other good reason. If the school has not been advised that a child will be late then the session will be marked as an ‘unauthorised absence’.

· [image: ]Morning register is at 8.55am and school starts at 9am. Registers remain open for 30 minutes.
· Children arriving after the start of school but before the end of registration (9-9.30am) will be coded as late before registers close. Children who arrive late are noted in a school record which we are required to monitor closely.
·  Any pupil arriving after 9.30am will be marked as late after registers close. This is recorded as an unauthorised absence for the morning session unless the school has been notified of an acceptable reason.
· If your child is absent and the school has not been notified, we will contact you at home when registers close at 9.30am.

Parents of children who are persistently late will be contacted by the school receiving (a) a letter highlighting the school’s concern and (b) a request for a meeting to explore issues and ways in which lateness can be addressed.

Responsibilities of parents

It is the prime responsibility of parents to ensure children receive an appropriate and full-time education. Roade Primary School expects that parents/carers will:

· [image: ]ensure their children attend the school regularly
· support their children’s attendance by keeping requests for authorised absence to a minimum
· not expect the school to automatically agree any requests for absence, and not condone unjustified absence from school

Parents will also be expected to:

·  notify school on the first day of absence by telephoning the school before the close of registers at 9.30am. Otherwise the absence will be recorded as unauthorised
·  ensure their children arrive at school on time


Responsibilities of pupils

All pupils should be aware of the importance of regular school attendance. If they are having difficulties that may prevent them from attending school regularly, they should speak to their class teacher or the Headteacher.

Pupils should attend all their lessons on time, ready to learn. Pupils have a responsibility for following school procedures if they arrive late. They should inform the school office before going into the classroom.

Children should make sure they know which adult is collecting them/arrangements for the end of the school day.

Responsibilities of the school

All staff (teaching and support) at Roade Primary School have a key role to play in supporting and promoting excellent school attendance and will work to provide an environment in which all our pupils are eager to learn, feel valued members of the school community and look forward to coming to school every day.

The Headteacher will oversee, direct and coordinate the school’s work in promoting regular and improved attendance and will ensure the Attendance Policy is consistently applied throughout the school. They will also ensure that up-to-date attendance data and issues are made regularly available to all staff, pupils and parents (who will regularly be reminded about the importance of good school attendance) and that attendance is a standing item in the Headteacher’s report to governors. The Headteacher will notify parents if we have a concern regarding a child’s absence to ensure that attendance issues are identified at an early stage and that support is put in place to deal with any difficulties.

Responsibilities of Governors

· The Headteacher will report concerns relating to attendance to the Curriculum Committee who will bring this to the attention of the full Governing body.
· The Governing body is aware of the attendance profile of Roade Primary School and the targets to be achieved at each of the six full governor meetings
· The Governing body will monitor the patterns and trends of reasons for absence and be aware of any impact on the whole school and pupils’ achievement.
·  The Governing Body will ensure Roade Primary School has an action plan for every pupil whose attendance is causing concern.

Authorised and Unauthorised Absence

Any child who is absent from school at the morning or afternoon registration period must have their absence recorded as being authorised, unauthorised or as an approved educational activity [attendance out of school]. Only the Headteacher or a member of staff acting on their behalf can authorise absence. If there is no known reason for the absence at registration, then the absence must be recorded in the first instance as unauthorised.

If parents/carers take their child on an unauthorised holiday, this will lead to the child’s absence being recorded as unauthorised and will be included on their school report and also in the school register which is monitored by the Local Education Authority who may decide to take further action. Roade Primary School will challenge parents to clarify the need and reasons for their child’s absence and will encourage them to keep absences to a minimum. A note or explanation from a pupil’s home does not mean an absence becomes authorised. The decision whether or not to authorise an absence will always rest with the Headteacher.


If parents/carers do not inform the school when they move, emigrate, decide to return late from a family holiday, elect to home educate or privately educate, then the child will be regarded as a ‘Child Missing from Education’.


Requests for Authorised Absence

Absence will be authorised when leave has been granted by the school in advance. The school will authorise absences only in exceptional circumstances; for example:

· [image: ]a pupil is to participate in an approved performance for which a licence has been granted by the Local Authority,
· [image: ]a pupil is to participate in a specialist educational experience (e.g. a music school, unique sporting activity)
· the absence occurs on a day exclusively set aside for religious observance by the religious body to which the pupil’s /student’s parents
· belong, or other exceptional cultural requirements
·  the pupil lives more than two miles (if he/she is under eight) or three miles (if he/she has reached eight) and no suitable transport arrangements have been made by the Local Authority
·  the pupil is of no fixed abode, his/her parent is engaged in a trade which requires him/her to travel, the pupil has attended school as often as the nature of the trade permits and, having reached the age of six, he/she has attended 200 sessions in the preceding 12 months
·  a pupil is involved in an exceptional special occasion – in authorising such an absence the individual circumstances of the particular [image: ]case and the pupil’s overall pattern of attendance will be considered
· where there is an unavoidable cause for the absence which is beyond the family’s control, e.g. extreme weather conditions
· in other exceptional circumstances connected with family relationships (e.g. a family bereavement) and for a very limited period

Except in the case of similar circumstances described above, absences will be unauthorised. Some examples of reasons for not authorising absence would be:

· [image: ]no explanation has been given by the parent 
· the school is not satisfied with the explanation
· the pupil is absent for unexceptional reasons, e.g. a birthday 
· the pupil is absent from school on a family holiday
Holidays in term time

On 1st September 2013, a law was introduced by the government which gives no entitlement to parents to take their child on holiday during term time. Any application for leave must only be in exceptional circumstances as described above. Headteachers are not expected to class any term time holiday as exceptional. Parents can be fined by the Local Authority for taking their child on holiday during term time without the consent of the school. The Local Authority will be monitoring all school absences during term time and challenging schools and parents who do not adhere to the new legislation. Please see the Code of Conduct-Regulation 14 The Education (Penalty Notices) (England) Regulations 2007 for more detailed information and visit the Department for Education website: http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance

As described above, parents wishing to request authorised absence must complete the appropriate form available in the school office and on the school website, giving dates and stating the exceptional circumstance which makes the absence necessary. This must be received by the school at least four weeks before the absence commences. The Headteacher will then make a decision based on the exceptional criteria. All requests will be considered on an individual basis and any request authorised for another pupil or granted on a previous occasion cannot be treated as a precedent. Absences, both authorised and unauthorised will be recorded on the child’s Annual Report to Parents.

Procedure to be followed when a child is ill

· [image: ] If a pupil is ill, the parent/carer should notify the school by telephone or e-mail (admin@roade-pri.northants-ecl.gov.uk) on the first day of absence as early as possible before 9:30am giving the reason. This will ensure that the absence is recorded as ‘authorised’
· If a pupil is ill for a second day then the parent/carer needs to contact the school again
· [image: ]If the parent/carer knows the pupil will be absent for several days, the school should be informed the time-period and no further calls will be needed
· If a pupil is ill beyond the time-period given, the school should be contacted otherwise the absence will be recorded as unauthorised 
· If a pupil has a medical appointment (although parents should be encouraged to make these out of school hours wherever possible, and to return their child to school immediately afterwards – or send him/her to school beforehand) then the parent/carer should notify the school in advance by telephone or e-mail

Frequent Absence

Information received from parents explaining absences and lateness are noted and kept for the remainder of the academic year. If there are attendance concerns about the pupil, that may require further investigation, then the notes may need to be retained for a longer period.

In cases where a pupil begins to develop a pattern of absences, the school will try to resolve the problem with the parent/s. If this is unsuccessful the school will refer to the School Health Adviser if the problem appears to be a medical one. In other cases the school will seek advice from the school’s Educational Welfare Officer (EWO).


Arrangements for dropping off and collecting children from the school

On admission to the school, parents provide accurate information about who holds parental responsibility for their children i.e. names, addresses, telephone numbers and information for emergency contact persons.

Children in Reception and Y1, Y2 and 3 will be dropped at the beginning, and collected by parents/carers at the end of the school day. Children will be brought out onto the school playground by the class teacher. Parents will ensure that their child’s class teacher is fully notified as to who will pick up/drop off children and give information if anyone other than the primary parent/carer is to pick up their child from school. In emergencies, the school office can be contacted and we will let your child’s class teacher know.

Children in Y4, Y5 and Y6: children can be dropped off/collected by parents as above, notifying the school of any changes. If you wish your child to walk to and from school on their own, then the school requires that you provide written permission.

Parents should ensure that their children know which adult is collecting them, or whether, where appropriate, they are walking home, or for example, attending an after-school club. If a child is collected by a parent or other approved adult, between the hours of 9am and 3.15pm then the adult should report to the school office so that the child can be collected and signed out.


Protocols when children are not collected

· [image: ]If any child is not collected from school within 15 minutes after the end of the day, the Headteacher or class teacher will telephone the parents/carers.
· If there is no response, emergency contacts will then be telephoned.
· If, after 60 minutes, it has not been possible to contact parents/carers or emergency contacts then the local police will be contacted; the
· Headteacher will also contact the referral team of the local social services office to inform them of a possible concern
· Police will liaise with social services and the school to make arrangements for someone to collect and care for the child. Detailed, timed records of the action taken and calls made by the Headteacher/teacher will be kept. Consideration should be given to notifying the social services to investigate the circumstances under child protection or child welfare procedures/services.


Promoting attendance

Each year the school will examine its attendance figures and set attendance/absence targets. These will reflect both national and Northamptonshire attendance targets. The school will use opportunities as they arise to remind parents/carers, that it is their responsibility to ensure that their children receive their education, as is stated in the Home/School agreement. The school will review its systems for improving attendance at regular intervals to ensure that it is achieving set goals.



Reviewed and agreed by Governors: June 2016
Next review June 2018
To be reviewed  biennially
Committee responsible: Teaching & Learning
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Appendix 1

Register Codes

The school currently uses a manual paper register from which data is inputted into the school computerised system for keeping the school attendance records. The following national codes are used to record attendance information.

	CODE
	DESCRIPTION
	MEANING
	CODE
	DESCRIPTION
	MEANING

	/
	Present (AM)
	Present
	N
	No reason yet provided for absence
	Unauthorised absence

	\
	Present (PM)
	Present
	O
	Unauthorised absence (not covered by any
other code/description)
	Unauthorised absence

	B
	Educated off site (NOT Dual registration)
	Approved Education Activity
	P
	Approved sporting activity
	Approved Education
Activity

	C
	Other Authorised
Circumstances (not covered by another appropriate code/description)
	Authorised absence
	R
	Religious observance
	Authorised absence

	D
	Dual registration (i.e. pupil
attending other establishment)
	Approved Education Activity
	S
	Study leave
	Authorised absence

	E
	Excluded (no alternative
provision made)
	Authorised absence
	T
	Traveller absence
	Authorised absence

	F
	Extended family holiday
(agreed)
	Authorised absence
	U
	Late (after registers closed)
	Unauthorised absence

	G
	Family holiday (NOT agreed
or days in excess of agreement)
	Unauthorised absence
	V
	Educational visit or trip
	Approved Education
Activity

	H
	Family holiday (agreed)
	Authorised absence
	W
	Work experience
	Approved Education
Activity

	I
	Illness (NOT medical or
dental etc. appointments)
	Authorised absence
	X
	Untimetabled sessions for non-compulsory
school-age pupils
	Not counted in possible
attendances

	J
	Interview
	Approved Education Activity
	Y
	Enforced closure
	Not counted in possible attendances



Appendix 2

Attendance: A Guide For Parents

1. What time does my child need to be in School?
Your child should be at school in good time for registration at 8.55am. You should not leave your child at the school before 08.45 unless they are attending breakfast club.  The morning register will be called promptly at 8.55 am and the afternoon register at 1:15pm.

2. What happens if my child is late?
Parents are asked to contact the school if they know that their child will be late for school due to a medical appointment or other good reason. If the school has not been advised that a child will be late then the session will be marked as an ‘unauthorised absence’. Morning registration will take place at the start of school at 8.55am and finishes at 9am in the morning and 1:15pm in the afternoon.
The registers will remain open for 30 minutes. Any pupil arriving after this time will be marked as having an unauthorised absence unless there is an acceptable explanation in which case the appropriate authorised absence code will be entered.
Pupils arriving after the start of school but before the end of the registration period will be coded as late before registers close. Children who arrive at school late are noted in a school record which is monitored closely. Parents of children who are persistently late will be contacted by the school: (a) receiving a letter highlighting the school’s concern and (b) the school will request a meeting to explore issues and ways in which lateness can be addressed.

3. Does the school need letters explaining my child’s absence or will a phone call do?
We would expect a parent to telephone or e-mail (admin@roade-pri.northants-ecl.gov.uk) the school as early as possible (and before close of registers at 9.30am) on the first day of absence. We will record the reason given. If we do not receive an explanation, or if the explanation is unsatisfactory, we will not authorise the absence, and this will be shown on your child’s end of year report

4. What reasons will the school accept for absences?
• Illness
• Emergency dental / medical appointment (please make routine appointments after school or during the holidays)
• Day of religious observance
• Family bereavement

Except in the case of illness, you should, where appropriate, ask for permission for your child to miss school well in advance, giving full details. In cases of recurring absences through illness you may be asked to produce a medical certificate.

5. Can holidays be authorised in term time?
No. In line with new legislation holidays are not authorised and almost all holidays taken during term time will be coded as unauthorised absences. There is no entitlement for parents to remove their child from school for a family holiday during term time, even in circumstances where the parents’ employers refuse to grant holidays outside of the school term. Parents who wish to claim exceptional circumstances as a reason for taking holidays in term time should complete the appropriate form available in the school office, giving dates and stating the exceptional circumstance which makes the absence necessary (see appendix 1). This must be received by the school at least four weeks before the holiday commences. All requests will be considered on an individual basis and any request authorised for another pupil or granted on a previous occasion cannot be treated as a precedent. Legislation states that parents can be fined by the local authority for taking their child on holiday during term time.  Please see the Code of Conduct-Regulation 14 The Education (Penalty Notices) (England) Regulations 2007 for more detailed information and visit the Department for Education website:
http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance
Absences, both authorised and unauthorised will be recorded on the child’s Annual Report to Parents.

6. Will the School contact me if my child is absent?
If your child is absent and the school is not notified, we will contact you at home when registers close (after 9.30am).
If we are concerned about aspects of your child’s overall attendance or punctuality we will contact you to discuss the best way forward.

7. What can I do to encourage my child to attend School?
Make sure your child gets enough sleep and gets up in plenty of time each morning. Show your child, by your interest, that you value his / her education.

8. My child is trying to avoid coming to School. What should I do?
Contact your child’s class teacher and openly discuss your worries. Your child could be avoiding school for a number of reasons – difficulties with school work, bullying, friendship problems, family difficulties. It is important that we identify the reason for your child’s reluctance to attend school and work together to tackle the problem.

In some cases you may find it helpful to discuss the circumstances of your child’s difficulties with an Education Welfare Officer. The school may also refer you to an Education Welfare Officer who works with staff and families if difficulties with attendance arise.

9. Will I receive a letter?
Each long term the school will calculate which children have an attendance lower than 90%. A letter informing the families of the actual attendance and bring to their attention the importance of regular school attendance will be sent out. Even if your child has had an illness preventing them from attending school you will still receive a letter as part of your record keeping. 

Appendix 3

Letter to parents

 
Dear 


[bookmark: _GoBack]Your child:………………………….

I am writing to inform you that your child’s attendance is currently below 90%. Roade Primary School is dedicated to ensure that every child matters and attendance at school is essential in giving your child the best academic start and the best overall start in life.

You child’s current attendance is:…………………………

Currently our school average attendance is …………………..%, as you can see the attendance of your child is causing concern as they are both significantly below our school average, the school warning of 90% and the local authority concern of 85%
Attendance at school is vital in enabling your child to achieve their potential. This letter is designed to bring your attention to this important issue. These letters are only sent to families whose child’s attendance is less than 90%. As a county guide line, a child whose absence drops below 85% is a cause for county concern and the Educational Entitlement Service will be contacted to visit the family to offer support and guidance.

Attendance over One School Year
If a student had:
98% attendance = less than 4 days absent from school
95% attendance = less than 10 days absent from school
90% attendance = 4 weeks absent from school
85% attendance = 5 ½ weeks absent from school
80% attendance = 7 ½ weeks absent from school
Attendance over 5 years (Years 7-11) …
If a student had:
85-90% attendance = having about half a year off school!
80% attendance = 38 weeks off school = one whole school year missed!

Please make every effort to bring your child to school on time every day. If your child is ill, please contact the school office on the morning of your child’s absence. We hope to see your child’s attendance improve over the remainder of the year.

Yours sincerely,


Mark Currell
image3.png




image4.png




image5.png




image1.png
(3

Roade
Primary
.t/ School




image2.png




