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Kingsley St John’s Church of England Aided Primary School
Love; Learn; Aspire; Achieve
Attendance Policy      October 2017    

Rationale 

This Policy outlines the underlying philosophy, purpose, nature, organisation and management of pupil attendance at Kingsley St John’s CE Aided Primary School. The Policy is a result of consultation with the wider school community and an analysis of existing attendance data to establish current absence trends. These trends showed that during 2014-15 our school attendance dipped to 94.2% which is significantly below the expected school attendance of 95%. This information is reported to the Department for Education and forms part of our Ofsted. It aims to ensure the enjoyment and achievement for all pupils at Kingsley St John’s CE Aided Primary School.

Principles 

The Governors, Head Teacher and staff wish to ensure every child has the opportunity to: 

1. Fully participate in school life 

2. Enjoy and achieve 

3. Feel a valued member of the school community 

Aims 

( To reduce persistent absence in line with the national average 

( To improve attendance to be in line with the national expectation of 96% 

( To ensure there is a whole school, graduated response to improving punctuality and attendance 

( To identify groups of pupils and individuals whose absence causes concern 

( To identify pupils persistently absent from school 

( To track pupils’ attendance and monitor and evaluate progress 

( To identify main causes of absence and take action to address them Legal Responsibilities Relating to School Attendance Under Section 7 of the 1996 Education Act, a parent is responsible for ensuring that a child of compulsory school age receives an efficient full time education that is suitable to the child’s age, aptitude and ability and any special educational needs a child might have. This Attendance Policy has been drawn up with reference to the DfE ‘Advice on School Attendance’ document, July 2013. From 1st September 2013 the new law by the DfE does not give any entitlement to allow parents to take their child on holiday during term time. A request for holidays in term time is not believed, by the current government, to be an ‘exceptional circumstance’. Please refer to www.dfe.gov.uk. 

Parental Responsibilities Relating to School Attendance 

Parents must: 

( Contact school on each day of absence to provide a reason for non-attendance 

( Work with the school and any other agency to resolve any difficulties which may affect regular school attendance School Responsibilities Relating to School Attendance.  The Headteacher is the school attendance leader.

As the attendance leader of the school, alongside the Bursar, will ensure: 

( Registers are accurately marked and maintained in accordance with the Education (Pupil Registration) (England) Regulations 2006 

( A whole school approach to reinforce good attendance, teaching and learning to encourage all pupils to attend and achieve 

( Individuals or group attendance targets are set and understood by staff, parents and pupils 

Registration 

Parents should ensure pupils are in school for 8.50am for morning registration and 1.00pm for class 2 and 3 and 1.15pm for class 1 for afternoon registration. A pupil arriving after 8.50am and 1.00pm/1.15pm will be marked late. Parents of children persistently arriving after 8.50am will be invited in to school to discuss the lateness and seek a resolution. Where school action fails to bring about an improvement, the matter will be discussed with Education Welfare Service and consideration given to issuing a Penalty Notice. Please see Appendix A for protocol.  Registers close at 9.15am and arrival after this time will be recorded as unauthorised absence.
Categorisation of Authorised and Unauthorised Absence 

The parent must provide an explanation for any period of absence from school, it is the responsibility of the Head Teacher to decide whether or not the absence will be authorised. 

School will usually authorise absences where a pupil is: - 

· Unable to attend school due to illness. This will be coded ‘I’.  

· Requires emergency dental/medical appointments. (Wherever possible routine dental/medical appointments should be made after school or during school holidays.) This will be coded ‘M’. 

Absent due to ‘special’ circumstances. This will be coded as a ‘C’ code and an example of this may be to attend a funeral of a close family member, to visit a close family member who is seriously ill or there has been a death or significant trauma in the family. 

Leave of absence for a holiday will only be authorised for children whose parents are in the Armed Forces and are either going or returning from tour including breaks of leave during tours. This will be coded ‘H’. 

School will not authorise absence for: - Shopping - Birthdays - Days out - Looking after brothers/sisters - Or holidays.  If the holiday in term time is not agreed by the school, but the pupil is absent on the requested dates, the absence will be recorded as ‘G’ (family holiday not agreed), this will mean that the absence has been recorded on the school attendance register as unauthorised. The Educational Welfare Officer will be notified and a fixed penalty notice may be issued. Where a pupil is taken out of school for the purpose of a holiday in term time without the prior permission of the school, the parent/carer (you and your partner), in accordance with section 444 of the Education Act 1996, may be issued with a Fixed Penalty Notice, currently £60 per child where the amount is paid within 21 days or £120 where the amount is paid within 28 days. If the fixed penalty notice remains unpaid this could lead to prosecution in the Magistrates Court. 

School may request medical verification where a pupil’s attendance falls below 90%. Please see Appendix A for protocol. 

School Systems for Promoting Regular Attendance 

School will: 

( Contact parents on each day of a pupil’s absence, where no notification has been received from the parent/carer by 9.30 am to ensure the safety of the pupil

( Analyse individual attendance pupil data to identify patterns of absence causing concern 

( Contact parents by telephone to explain concerns and a general letter when pupils’ attendance falls below 95% to highlight concerns 

( Contact parents when a pupil’s attendance is below 90% and explain the next procedure to support all medical absence with evidence.  (such as appointment card, prescription label etc!) ( Please see Appendix A for protocol and Appendices 1, 2 and 3 for examples of letters which will be sent out. 
If attendance does not improve a further letter is sent out and referral will be made to the Education Welfare Officer. 
The following are examples of the support which school can offer to increase a pupil’s attendance: 
( Use Individual Attendance Support Plans for pupils with attendance difficulties
( Use Parenting Contracts where exclusion or behavioural issues are affecting a pupil’s attendance in school 
( In partnership with LA use a full range of strategies, including legal interventions, to support improvement to attendance 
( Provide appropriate support to pupils to ensure successful reintegration following long term absence 
( Complete a TAF where complex and significant factors requiring a multi-agency response is identified 
( Work proactively to engage with parents and carers to resolve any difficulties which may be affecting school attendance, through parents evenings, pupil reviews and home-school agreements 
( Make parents aware of the impact of poor attendance on attainment 
Nursery Provision

Attendance is recorded daily in the register by the Class Teacher and symbols indicate absence. 

All parents must contact school on the first day of absence with the reason for that absence.

If the school receives no reason for absence the Key Worker or Early Years Foundation Stage Leader will contact the family if a child has not attended for a session. 

Children subject to a Child Protection plan will be contacted on the day of absence. The School Office Manager will collect the weekly register and keep it safe so that it can be accessed when necessary. 

If a child is regularly absent, we will be asked to demonstrate to an auditor the reasons that we have claimed funding for that child for those days. Irregular or non-attendance of funded sessions are monitored in the nursery provision. 

The EYFS Leader and Head teacher will monitor patterns of regular absence and where necessary ascertain reasons for this and seek to remedy the situation if appropriate or refer to other agencies. If there is no satisfactory reason for absence the child’s name may be removed from the school register and parents informed to that effect. If a child continuously fails to access a ‘funded’ session, the offer will be withdrawn and offered to another eligible child from the waiting list.
Children Looked After

Absence is monitored very closely.  Where needed calls are made to the care team.  Welfare calls are made regularly for CLA.
Persons responsible for attendance in Kingsley St John’s

( Head Teacher – Attendance leader 
( Assistant SENCO – Assistant attendance officer 
( Lynne McCoy - First day contact link 
Review of Policy 
This policy will be formally reviewed every year. The principles of this policy will be raised in the school newsletter regularly throughout the year.  Any complaints arising from the implementation of this policy should be addressed to the Head Teacher in the first instance.
Signature and date

  Policy last reviewed January 2016

Next review date January 2018
Headteacher        .....……………………..

Chair of Governors………………………
Appendix A 

How attendance at Kingsley St John’s will be monitored 

1. Attendance will be checked weekly and any unauthorised absences or any child who was late more than twice in a week will receive a ‘Reason for Absence/Lateness’ form. 

2. Attendance will be checked during the last week of every half term by the admin team and the headteacher. All children below 96% will be monitored. 

( Letter 1 (Appendix 2) will be sent out to all children showing less than 95% attendance. 

( Letter 2 (Appendix 3) will be sent out if a child’s absence falls below 90%. 
3. Any child who continues to be off school without sufficient medical evidence will be referred to the Education Welfare Officer for further investigation. (See Appendix 4)

Late children Parents of children who are persistently late will be sent a letter explaining that the Education Welfare Officer will monitor their child’s attendance and punctuality. 
Parents will be made aware of how much learning time their children are missing.

