
Holt Community Primary  School

Whole School Attendance Policy

Introduction
Our school is committed to provide a full and efficient educational experience to all pupils.  We believe that if pupils are to benefit from education, punctuality and good attendance are crucial.  As a school, we will organise and do all we can to ensure maximum attendance for all pupils.  Any problems that impede punctuality and regular attendance will be identified and addressed as speedily as possible.

It is the policy of our school to celebrate achievement. Attendance is a critical factor to a productive and successful school career.  Our school will actively promote and encourage 100% attendance for all our pupils.

Our school will give a high priority to conveying to parents and pupils the importance of regular and punctual attendance.  We recognise that parents have a vital role to play and there is a need to establish strong home/school links and communication systems that can be utilised whenever there is concern about attendance.  Home/school agreements are useful to press home this message.

If there are problems which affect a pupil’s attendance we will investigate, identify and strive in partnership with parents and pupils to resolve those problems as quickly and efficiently as possible.  We will adopt a clear, focussed, approach aimed at returning the pupils to full attendance.
Principles

The school will:

· Ensure that all staff are aware of the registration procedures, registration regulations and education law.

· Complete registers accurately at the beginning of each morning and afternoon session.

· Stress to parents/carers the importance of contacting school early on the first day of absence.

· SMT/Admin Officer to contact parents/carers on first day of absence to establish reason and possible return date.

· Reward good attendance of all pupils by presentation of Certificates termly and for whole year.
· Promote positive staff attitudes to pupils returning after absence.

· Consult with all members of the school community including the ESW Service in developing and maintaining the whole school attendance policy.

· Ensure regular evaluation of attendance procedures by senior managers and the school governors.

· Include overall attendance rates in annual report to parents.

· Set attendance targets in line with WAG regulations.

· Work towards ensuring that all pupils feel supported and valued.  We will send a clear message that if a pupil is absent, she/he will be missed.

· Have in place procedures which allow absentees to catch up on missed work without disrupting the learning of other class members.
Procedures

If no contact is received from the parents/carers of an absent pupil on the first morning of absence we will:

· Contact the parent by telephone or if the parent is unavailable send a standard letter requesting information.

· Contact the parent again by phone or send a second letter if an explanation still has not been received after three days of unexplained absence.

· Refer to the school’s ESW if no response is received after 5 days of absence.

· Invite the parents into school after a maximum of 10 days absence, unless other action is planned.  This meeting will include a senior member of staff, (Head or Deputy) and the parent.  The aim of this meeting will be to identify and resolve the difficulties that are preventing the pupil from attending school.  The parents/carers will be made aware of the legal requirements regarding school attendance.
· If attendance continues to cause concern, parents will be invited to attend a meeting with a senior member of staff and the ESW. The aim of this meeting will be to identify and resolve the difficulties that are preventing the pupil from attending school.  The parents/carers will be made aware of the legal requirements regarding school attendance.

· Help the pupil’s re-integration where a pupil is returning to school after an absence of longer than two weeks.  In the event of a pupil returning after a long term absence then an Individual Reintegration Programme will be implemented.

· Reward good and improved attendance.
In order to ensure the success of this policy every member of the school staff will make attendance a priority and convey to the pupils the importance of their education.

Performance

It is important to set realistic targets.  The school will look at those interventions which have been successful as part of the evaluation process.

When evaluating success the school will consider whether or not:

· Attendance has improved.

· Punctuality has improved.

· Parental response to absences has improved.

· Re-integration plans have been successful.

· The school has been successful in raising the profile of attendance within the school community.

· Parents and pupils are fully aware of the importance of punctuality and regular attendance and the attendance procedures operating within the school.

· Attendance issues have been included as topics in school assemblies, Personal and Social Education lessons or as a theme for other lessons.

Practice

The school will recognise the importance of good practice by:

· Keeping and maintaining registers accurately.

· Maintaining a consistent approach to marking registers.

· Regularly analysing attendance data.

· Ensuring prompt follow-up action in cases of non-school attendance.

· Liaising closely with the school’s ESW.

· Recording carefully, all telephone messages.

Keeping Registers

The register is a legal document and must be kept accurately and neatly.  The register may be requested in a court of law as evidence in a prosecution for non-attendance.  It will also contribute data to pupils’ end of term reports and statistical returns to the LA and WG.

An accurate and consistent registration system is crucial if poor attendance and punctuality within a school are to be tackled.  It is vital that pupils and parents are aware that registration is a significant part of the school day.

Marking the Register

· No pupil should be marked present unless actually in the room when the register is called or unless he or she has been given permission to be absent by the registering teacher.

· Spaces must not be left in the register.

· Registers should be closed at an agreed time each day.  

· When a pupil arrives late but the register is till open, the pupil should be marked as late but counted as present for that session.

Computerised Registration

Using a computerised system will not, by itself, improve attendance.  It does, however, provide an accessible, accurate and easy to use record of information relating to the individual pupil or whole school attendance in the form of:

· An official monthly register which codes all absences allowing the reader to quickly identify patterns and trends in authorised and unauthorised absences.
· An individual registration certificate which can be produced at any time in the school year and includes information on total percentage attendance and absence.
· An absence-mapping facility which can be used to check a pupil’s attendance against another pupil, or a group of pupil’s attendance if there is a suspicion of multiple truancy.
· A record of attendance for each class over any given period of time which will provide a percentage attendance figure for each session and data which could identify patterns of absence for individuals as well as the whole class.
Analysis of Attendance Data

School hold a great deal of information about attendance.  This information can be of great use in managing attendance issues more effectively.  Analysis can draw attention to the deterioration or improvement in the attendance of individual pupils.  The analysis can help to target intervention more selectively and help to establish the cause(s) of absence(s).  By identifying those levels which the school considers are indicators of persistent absenteeism or irregular attendance, it will be possible to identify the extent of the problem.  The school can then target time provided by the E.S.W. more effectively by producing:

· Individual attendance records which highlight reasons for absence and the pattern and rate of unauthorised absence.

· Quickly obtain lists of all pupils with unexplained absence which can be fed back to the Headteacher.

The Headteacher will then be able to identify those pupils who give cause for concern and so implement relevant strategies to address the problem(s).
Types of Absence

Authorised Absences
Only a Headteacher can authorise an absence.  Parents and the LA do not have the power to authorise absences.

THE KEY POINTS SCHOOLS SHOULD CONSIDER WHEN DECIDING TO AUTHORISE ABSENCE ARE:

· It is a legal requirement that registered pupils of compulsory school age attend regularly and punctually
· Schools are not obliged to accept a parental explanation for pupil absence where there is doubt as to the validity of that explanation

· Parents should be aware that only the school has the right to agree family holidays in term time; each application for leave should be considered in view of the specific circumstances of the family

· Schools should always expect regular and punctual attendance, even when the school is aware of family difficulties

· Minding the house, looking after siblings, shopping or going on a trip will not normally be acceptable reasons for absence

· An explanation for every absence is required; if one is not forthcoming the absence should be treated as unauthorised

· Where absence is authorised, schools should remain vigilant to emerging patterns of non-attendance

· Lateness should be actively discouraged and persistent lateness treated in the same way as irregular attendance

· Schools should develop a close working relationship with the ESW in order to promote regular school attendance.  The ESW is based at Darland/Ysgol Rhiwabon and is currently Ms Deborah Thomas Contact numbers Darland:01244 570588 Ruabon: 01978 841912. Mobile 07753771826
Unauthorised Absence

Unauthorised absence is absence without approval from an authorised representative of the school and includes all unexplained absences.

If a child is absent with the approval of the school, for whatever reason, no offence is deemed to have been committed.  Thus, the decision taken by the school to give, or withhold, authorisation for an absence will be a critical factor in determining the LA’s decision to prosecute parents.

The school will need to exercise caution in the authorisation of absence.  If there are suspicions of the explanation given by parents, the absence will be further investigated and left unauthorised until the matter has been clarified to the satisfaction of the school.  The decision taken by the school to authorise absence or not, is of critical importance in determining the level of involvement of the ESW service.  If the school has authorised a pupil’s absence, leave has been given, therefore there is no case in law for the parents to answer.

The Local Authority will have powers to issue Fixed Penalty Notices of £60 for unauthorised absence from school with effect from September 2014. These Fixed Penalty Notices could be issued to address any unauthorised absences from school in excess of five school days in one term. An information leaflet will soon be produced by Wrexham County Borough Council to provided further details
Parentally Condoned Absence

Parentally condoned absence is, in many ways, more difficult to identify than any other form of pupil absence.  This form of absence is equally as damaging to the pupil’s educational experience as any other form of absence.  The parents, in many cases, perceive that they are keeping their child away from school for legitimate reasons; they may feel that they are protecting their children.  It is essential that, when school staff feel that a worrying pattern of non-attendance is emerging, they work closely with the educational, social and health support services to ensure that the most appropriate and effective intervention is available to the pupil and parents.

Parents of children from different cultures may feel that the school is not a safe, or proper, environment for their child.  It is vital that schools investigate and endeavour to recognise cultural issues which may prevent a pupil from attending school.  There is a range of specialist support services which will assist and advise schools and parents on ways forward when these difficulties arise.

Lateness

A pupil’s punctuality is a legal requirement and the parents/carers of a pupil who is persistently late are guilty of an offence.  The law treats persistent lateness in the same way as irregular attendance and parents can be prosecuted if late arrival is not resolved.  Persistent lateness can be damaging to a pupil’s school career as persistent absence.  Pupils who arrive late disrupt not only their own education but that of others.  Chronic lateness (time needs defining) may result in a pupil losing his/her attendance mark for the session and the absence will be noted as unauthorised.

Where a situation at home makes it difficult for a pupil to arrive on time, consideration will be given to an appropriate referral to the ESW.
Family Holidays During Term-Time

Regulation 9 of the Education (Pupil Registration) Regulations 1995 (amended) gives schools discretionary power to grant leave for the purpose of an annual family holiday during term time.  Parents do not have an automatic right to withdraw pupils from school for a holiday and, in law, have to apply for permission in advance.  Such permission is granted in accordance with arrangements made by the governing body of the school.  Only in exceptional circumstances may the amount of leave granted exceed (in total) more than ten days in any one year.

Welsh Government guidelines clearly state that the reference to exceptional circumstances means that the parent must make out a strong case for taking the child away for more than two weeks a year.  Parents should not expect, or be led to expect, that the school will agree to family holidays during term-time.

Leave of absence for more than two weeks must be seen as exceptional.  If following an interview with parents it is deemed that the absence is to be sanctioned, it is counted as an authorised absence.

When parents fail to abide by the agreement reached with the school and keep a child away from school in excess of the period agreed or, when parents fail to apply for permission, the extra time taken should be treated as an unauthorised absence.

All requests for holiday leave should be in writing and the application should be made by parent/parents with day-to-day care of the child even if they are not actually going on holiday themselves.  If the parents’ with whom the child lives does not give consent to the holiday, leave cannot be given lawfully by the school except by a court order.

Extended Overseas Trips

When making judgements about extend absence for pupils from ethnic minority families, the school will ensure that full account is taken, not only of the regulations and WG guidelines, but also of the situation of the minority ethnic families in general and the particular circumstances relating to each individual case.  The school will endeavour to show an understanding of the parents’ perspective even though the school may not be able to comply with request for absence.
The school will take account of the following:

· A visit involving family overseas has an entirely different significant from the normal associations with ‘holiday’ which is the category recognised by the Welsh Government.
· Visits may be very important in terms of children’s identity and self-esteem as they grow up.
· Parents may feel that the planned visit outweighs the importance of their child’s uninterrupted attendance at school – maintaining family links may involve greater significance and greater pressure in some societies than it does in many western societies.
The reasons for parents making a visit may be similar to those for indigenous parents, e.g. family illness, bereavement, etc.

However, the school will explain to parents that:

· Advanced permission must be agreed.
· The absence should be planned carefully with the school.
· Where possible, extended visits should be made during school holidays.
· If holidays must be taken during term time, absence should not exceed more than two weeks.
· Children who miss school for six weeks or more fall behind in school work by a full term.
· Some children never catch up and will under-perform in their examinations.
· Their child’s name may be removed from the register if he/she has not returned to school within two weeks of the expected day of return.
If absence is agreed, the school will consider:

· The potential educational value of the visit.
· The amount of school work missed and how parents and school can help their child catch up on his/her return to school.
· Preparing a study pack.
· Asking pupils to make notes/observations in relation to a current or forthcoming class topic.
· Going through any work that has been completed by the pupil on return to school.
Measures to encourage and sustain good attendance:
The school is committed to achieving high levels of attendance.

Rewards for good attendance and improved punctuality are awarded with:  

· Certificates for good attendance, which are taken home.

· Special celebration assemblies.

