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Pray, Play and Prosper with God at our side
Encourage one another and build each other up. 
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This policy will be reviewed annually
 
Our school is committed to providing a full and efficient educational experience to all pupils. We believe that if pupils are to benefit fully from education then good attendance and punctuality are crucial.

Our school will give a high priority to conveying to parents the importance of regular and punctual attendance. Pupils will know that their presence is important and we will offer an environment in which they feel valued and welcome. 

We recognise that parents play a vital role and we will establish strong home-school links and communications systems with them.

It is the policy of our school to celebrate success and attendance is a critical contributory factor. We will actively promote and encourage full attendance for all our pupils. There are a variety of reward schemes in place to promote and encourage good attendance and punctuality. 


Parental Responsibility
Under Section 444.1 of the Education Act of 1996, parents or those with parental responsibility for children of school age, are required to ensure that their children are in receipt of full time education. Children are required to attend and stay at school.

This responsibility also extends to ensuring that the children attend school regularly, punctually, suitably dressed and in a fit condition to learn.

Attendance issues will be raised through Parents’ Evenings, newsletters and in cases of non-compliance, through letters addressed to specific parents. The Educational Welfare Officer may also support parents to improve their child’s attendance. 

Parents will be promptly informed over any concerns regarding attendance and given the opportunity to discuss these matters with the Head Teacher and if appropriate the Education Welfare Officer.

It is also the parent’s responsibility to inform school of the reasons for their child’s non-attendance as soon as possible on the first day of absence.

Procedures for reporting absence
The school should be notified on the first day of absence
· By telephone – parents should ensure they have the school phone number.
· By letter
· In person
· By showing an appointment card or letter
· By informing staff

Authorised absence
The Head Teacher has the ultimate responsibility for authorising absences and will do so when a valid reason is given for the child’s absence. A pupil’s absence from school will be considered unauthorised until a satisfactory explanation is received.

Unauthorised absence
An unauthorised absence will be given when a child does not attend school and a valid reason is not given for their absence, or the Governors refuse to authorise a holiday request.

Medical and dental appointments
We expect parents to make medical and dental appointments for their children before or after school or during the school holidays. If this is not possible then authorisation will be given where confirmation of the appointment is received via one of the methods already listed. A signing in/out book is kept in the office. Children are expected to attend school prior to the appointment and parents are expected to return their children to school following the appointment whenever possible.


Special occasions
A request for a child to attend a special occasion during school time, e.g. family wedding must be made in advance and the Head Teacher will make the decision as whether to authorise the absence. Parents will be notified of the Head’s decision.

Bereavement
The school is sensitive to family requests for a child’s attendance at funerals or associated events. The Head Teacher will offer the family advice over absence in this instance.

Days of Religious Observance
Up to three days attendance at a religious observance held by a religious body will be granted as an authorised absence. The Head Teacher should be consulted in advance of the event. Where more than three days per academic year is required then a leave of absence form should be submitted for authorisation.


Family Holidays
Holidays during term time will not be authorised as holidays are not deemed to be exceptional circumstances. If a request is declined and the holiday is still taken, the Headteacher will submit a request for a Fixed Penalty Notice.

Lateness
Children can get very easily upset when they arrive late at school after the bell has gone. This causes them distress and they will miss the first part of the morning lesson.

Children are expected to arrive between 8:40 and 8:45am, for the start of the school day. The school gates are locked at 8:45am and children arriving after this must report to the school office. The registers are taken at 8:45. Children that arrive after this time will be given a late mark. Any child arriving after 9.30am will be given an unauthorised absence mark in the register. 

A Fixed Penalty Notice can be issued if a child has arrived late on 10 occasions over a period of 12 school weeks, excluding holidays. These late episodes do not need to be consecutive.

School Procedures
In managing the attendance and punctuality of its pupils the school will keep appropriate attendance records. Registers are taken at the beginning of each morning and afternoon session. Accurate information on attendance is available to designated staff and data gathered will be used to inform the Governing Body of attendance and punctuality trends.

Reporting Absence
When a child’s absence has not been reported the school will contact the parents, via phone call, on the first day of absence.

Monitor Patterns of Attendance
The Head Teacher, in liaison with the Local Support Team and the EWO, will regularly review registers and the late book in order to work with families whose patterns of attendance or punctuality are causing concerns. All parents will be informed, via the annual report and assessment profiles, of their child’s overall attendance and their attendance compared to the average for the school. The Head teacher and governors monitor attendance on a termly basis. 

The school encourages good attendance through clear communication with parents including leaflets about the effects of non-attendance or regular lateness.

If there is cause for concern then the following procedures will be followed:
· A letter will be sent home to parents of all children whose attendance falls below 95%
· If attendance falls below 95% without good reason, then any illness, or absence,
will not be authorised unless medical evidence is provided.
· When a child’s attendance falls below 95% a Request for a Fixed Penalty Notice can be submitted. However, the school will work with parents and families to improve attendance in the first instance.


Penalty Notice
From February 2004, the law gives powers to the Local Authority and other designated bodies to issue Fixed Penalty Notices where a parent/carer is considered able but unwilling to ensure their child’s school attendance. Reducing absence from school is a key priority nationally and locally because missing school damages a pupil’s attainment levels, disrupts school routines and the learning of others, and can leave a pupil vulnerable to anti-social behaviour and youth crime.

Parents/carers commit an offence if a child fails to attend school regularly and those absences are classed as unauthorised. 

Depending on the circumstances, such cases may result in prosecution under Section 444 of the Education Act 1996. This can include the following criteria:

· There are at least 20 sessions (10 school days) lost due to unauthorised absence over a period of 12 school weeks. These absences do not need to be consecutive.
· There is a period of absence not authorised by the Headteacher or in excess of the period authorised by the Headteacher
· Persistent late arrival at school, i.e. after the register has closed. ‘Persistent’ means at least 10 sessions of unauthorised late arrival over a period of 12 school weeks, excluding holidays. These late episodes do not need to be consecutive.
· The presence of an excluded child in a public place during school hours in that child’s first five days of exclusion. An ‘excluded child’ is one who has been excluded from school for a given period under the Education and Inspections Act 2006.
· A Penalty Notice will not be issued in respect of children in care of the Local Authority with whom other interventions will be used.
· There will be no limit on the number of times a Penalty Notice for unauthorised leave of absence can be used in an academic year.
· In cases where there is more than one child in a family with unauthorised absences, Penalty Notices may be issued for more than one child.

For a First offence the Penalty Notice fine would be: 
£80 per parent, per child if paid within 21 days, rising to
£160 per parent, per child if paid between 21-28 days.
 
For a Second offence within 3-years of the first penalty notice being issued, the penalty notice fine would be:
£160 per parent, per child if paid between 28 days.
Following the second offence every new offence within the 3-year period, will be prosecuted under S444.1 of the Education Act 1996. I must advise you that if the prosecution takes place, the maximum fine is £1,000 per parent, per child. This reflects the seriousness of unauthorised absence from school. 
 

Rewards and incentives
Certificates and prizes will be issued for good attendance. This will take place during our celebration Assembly at the end of term.



