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Attendance and Punctuality Policy

Be here to learn!

Darnhall Primary School

Grange Community Primary School

Hebden Green School

Oaklands School

Over Hall Community School

Over St. John’s Church of England Primary School

St. Chad’s Church of England Primary School

St. Joseph’s Catholic Primary School

 The Winsford Academy

Wharton Church of England Primary School

Willow Wood Community Primary School

Winsford High Street Primary School

Rationale
As Winsford Education Partnership, all school leaders are keen to adopt a consistent approach to managing attendance and punctuality in our schools. We want all pupils to be treated equally and by implementing a shared policy we are ensuring that parents and carers are clear on the expectations and processes that all WEP schools have adopted.

Please note sections pertinent to secondary school students only are signposted.

Introduction

Our aim as the Winsford Education Partnership is for every child and young person to aspire, learn and achieve.  For our pupils to gain the greatest benefit from their education it is vital that they attend regularly and arrive at school, on time, every day the school is open unless the reason for the absence is unavoidable.

The expectation is that pupils will attend for at least 96%.

The school has a legal duty to publish its absence figures to parents/carers and to promote attendance. Equally, parents/carers have a duty to make sure that their children attend.

All school staff are committed to working with parents/carers and pupils as the best way to ensure as high a level of attendance as possible and that every child’s welfare and life opportunities are promoted.
Parents are primarily responsible for ensuring that children attend school.  
Parents/carers should make sure that their child attends regularly and this policy sets out how parents/carers and the school will work together to achieve this.

Why Regular Attendance is so important
Learning
Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their learning. Any pupil’s absence disrupts teaching routines, so may affect the learning of others in the same class.

Ensuring a pupil’s regular attendance at school is parents’ or carers’ legal responsibility. Permitting absence from school without a good reason creates an offence in law and may result in prosecution.

Safeguarding
A pupil may be at risk of harm if he or she does not attend school regularly. Safeguarding the interests of each pupil is everyone’s responsibility and within the context of this school, promoting the welfare and life opportunities for every child encompasses:-

· Attendance

· Behaviour Management

· Health and Safety

· Access to the Curriculum

· Anti- bullying

Failing to attend this school on a regular basis will be considered as a safeguarding matter.

Promoting Regular Attendance
Helping to create a pattern of regular attendance is everybody’s responsibility, parents, students and all members of school staff and governors.

To help us all to focus on this we will:
· Give all parents and carers details on their child’s attendance via school progress reporting methods;
· Report to parents and carers if their child’s attendance becomes a cause for concern;
· Celebrate good attendance by displaying and rewarding individual and class achievements.
The Law Relating to Attendance
Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory school age shall cause him / her to receive efficient full time education suitable:-

(a) to age, ability and aptitude and
(b) to any special educational needs he/ she may have

Either by regular attendance at school or otherwise’
Section 444 of the Education Act 1996, makes it a criminal offence for a parent to fail to secure their child’s attendance at the school at which they are registered, where that absence is not authorised by the school.

The Law Relating to Safeguarding
Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to have regard to guidance issued by the Secretary of State on safeguarding and promoting the welfare of children and students under the age of 18.
Understanding Types of Absence
Every half-day absence from school has to be classified by the school (not by the parents/carers), as either AUTHORISED or UNAUTHORISED. This is why information about the cause of any absence is always required, by phone call or in writing.
Authorised absences are mornings and afternoons away from school for a good reason like illness, medical/dental appointments which unavoidably fall in school time, emergencies or other unavoidable cause.

Whilst any pupil may be absent from school because they are ill, sometimes a child can be reluctant to attend school. Any problems with regular attendance are best sorted out between the school, the parents/carers and the pupil.  If a pupil is reluctant to attend, it is never in that pupil’s interests 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 usually make things worse.
Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has been given. This type of absence can lead to sanctions and/or legal proceedings.  This includes:

· Parents/carers keeping children off school unnecessarily during the school day;
· Absences which have never been properly explained;
· Shopping, looking after other children or birthdays;
· Day trips and holidays in term time that have not been agreed by the Principal/ Head Teacher.
Leave of Absence from School
There is no entitlement in law to time off in school time to go on holiday.
Amendments to the Education (Student Registration) (England) Regulations 2006, in force from 1 September 2013, make clear that Head Teachers may not grant any leave of absence during term time unless there are exceptional circumstances.  In exceptional circumstances, when leave of absence is granted, the Principal/Head Teacher will determine the number of school days a child or young person can be away from school.

Parents should not plan for their child to be absent from school without gaining prior agreement. Requests for a planned leave of absence under exceptional circumstances should be made at least 4 weeks in advance of the start date of the requested absence, by writing to the School (Leave of Absence forms are available – appendix 1). The Principal/ Head Teacher cannot retrospectively authorise a planned absence.

The following will not be deemed to be exceptional circumstances:

· Family holiday

· Availability of less expensive holiday
· Availability of holiday accommodation

· Parent\carer’s working commitments

· Overlap with the beginning or the end of a term or a half term

Taking holidays in term time will affect a pupil’s schooling as much as any other absence and we expect parents/carers to help us by not taking their children away in school time.

Appeals should be directed to the Principal/ Head Teacher who will decide whether they should be granted. The school will only grant leave of absence during term time in exceptional circumstances, in line with statutory regulations.
Pupil Absence

When a pupil is absent, a telephone call must be made on the first day of absence to the school and each day thereafter, depending on circumstances. A record of the call must be kept by the school.

Absence will not be authorised on the first or last day of any half term if medical evidence is not provided.

The Attendance Team will deal with persistent and long-term absences.
Pupils having medical or dental appointments must bring a card or note from their parent/carers, which should be authorised by a member of the Attendance Team.  Appointments during school time will only be authorised if a letter or appointment notification is provided from the medical practice or hospital. Where possible, every effort should be made to arrange appointments outside of school hours, especially for ongoing treatment.

Secondary school only - Students who are unwell during the day must report to the attendance office with a pass from their teacher. If students are going home due to illness the attendance team will need to contact parents/carers directly. Pupils should never contact their parents directly and make arrangements to be collected or leave site. Absence may not be authorised when pupils and parents/carers make their own arrangements over the phone during the school day. 
Absence Procedures
Guidance for Parents
If your child is absent we will:
· Telephone or text you on the first day of absence if we have not heard from you;
· Invite you in to discuss the situation if absences persist;
· Request medical evidence as necessary;
· Refer the matter to the school attendance team if attendance becomes a concern;
· Complete registers accurately and in a timely fashion to ensure safeguarding of all pupils;
· Refer to the Attendance Welfare Service for legal advice if attendance deteriorates;
· Home visits will be carried out when deemed in the best interest of the pupil.

Academy Attendance procedures- Secondary school only

The following actions will be taken if a student is absent:
· On first day of absence an Attendance Officer will telephone/text the student’s parent/carer;
· The form tutor will notify the Attendance Officer of any persistent or long-term absence in their form group;
· Heads of Year and Attendance Officers will monitor attendance and feedback to the form tutor;
· Heads of Year and/or the Vice Principal in charge of attendance meet with Attendance Manager regularly to monitor attendance;
· Form group Attendance is celebrated in assemblies to promote positive attitudes.

Telephone numbers
There are times when we need to contact parents/ carers about lots of things, including absence, so we need to have your contact numbers at all times. Help us to help you and your child by making sure we always have an up to date number – if we don’t, then something important may be missed. You can update your information by contacting us at school.
Monitoring Absence
It is the duty of parents/carers, teachers and governors to see that pupils attend regularly and see the benefit of attending regularly.  Where pupils have irregular attendance, the school will meet with parents/ carers and pupils to help improve their attendance. If necessary legal action will be taken.

Attendance is closely monitored by a member of the School Attendance Team. 
Penalty Notices
Under the Anti-Social Behaviour Act (2003), the local authority and schools have statutory powers to tackle poor school attendance and/or unauthorised absences. An unauthorised absence is any absence that the Principal/ Head Teacher has not given permission for or where an explanation has not been provided by the parent/carer. If your child accrues 10 sessions of unauthorised absence you may be liable for a penalty notice (one days absence equals two sessions and a five day absence is equal to 10 sessions etc).

Penalty Notices will be used as a deterrent to prevent a pattern of unauthorised absences developing. They will be issued by post directly to the home of a parent/carer after possibly just one warning, or in the case of absences without acceptable cause, warnings may not be given. This includes pupils caught on truancy sweeps, persistent late arrival after the close of registration or absence that has not been authorised as an absence from school for exceptional circumstances. In these cases the warning is given on the absence request form and no written warning will be given. Fines are issued by the Local Authority for unauthorised absence of 5 or more days and each school day is divided into 2 registration periods.

For example: if your child is absent for one day, this equals 2 sessions and a five day absence is equal to 10 sessions.

If a request is declined and the pupil is still taken out of school, each parent within the household may be issued with a £60 penalty notice for each child that has been taken out of school. If a penalty notice remains unpaid after 21 days it will increase to £120. If after 28 days it remains unpaid parents may be summonsed to appear before Magistrates to explain why your child has unauthorised school absences and you may be liable for a fine of up to £1000.

Persistent Absenteeism (PA)
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year for whatever reason. Absence at this level is doing considerable damage to any pupil’s educational prospects and we need parents/carers’ fullest support and co-operation to tackle this.

We monitor all absence thoroughly. Any case that is seen to have reached the PA mark or is at risk of moving towards that mark is given priority and you will be informed of this immediately.

All PA pupils are tracked and monitored carefully through our pastoral system. Some acute PA students and their parents/carers are subject to an Action Plan. All PA cases are also automatically made known to the School Attendance Team.

Pupil Punctuality
Poor punctuality is not acceptable. If your child misses the start of the day they can miss work and do not spend time with their class teacher getting vital information and news for the day. Late arriving pupils also disrupt lessons, can be embarrassing and can also encourage absence.

Secondary school procedures – see appendix 2
How we manage lateness - see appendix 3
The school day:
Doors open at 8.45am
Register taken at 8.50am
Registers close 9.00am
In accordance with the Regulations, if your child arrives after registers close they will receive a mark that shows them to be on site, but this will not count as a present mark and it will mean they have an unauthorised absence. This may mean that you could face the possibility of a Penalty Notice if the problem persists.

If your child has a persistent late record you will be invited to a meeting to resolve the issues. However you can approach us at any time if you are having problems getting your child to school on time and we will offer support and advice.
This policy was ratified/reviewed: 
Date:  September 2018 
Frequency of review:  Every 2 years
Appendix 1 – Leave of Absence Form
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Request for Term Time Absence from Willow Wood Community Nursery and Primary School
Child’s Name…………………………………………………………………………………………………………………………………….
	


Class ………………………………………………………………………………………………………………………………………………..
I/We request permission for my/our child to be absent from school from 

…................................................................…………to ………..………………………………………………………………
My/Our child will be back in school on …………………………………………………………………………………………….
Number of School days my/our child will be absent ………………………………………………………………………..
Reason for request; please give as much detail as possible to enable the school to make an informed decision:

…………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………

Signed ……………………………………………………………       Date ……………………………………………………….
Please note:

· Any absence within the academic year will be classed as unauthorised, unless permission has been granted by the Head Teacher.

· We follow the guidelines which state that we may in special circumstances authorise an absence in term time.

· Authorisation must be applied for in advance. Authorisation will not be given retrospectively.
To be completed by school

Discussion notes:

Telephone/ Meeting/ Letter (please delete as appropriate)

	


Outcomes

1. This request will be an unauthorised absence and will incur a fine.

2. This request will be an unauthorised absence.

3. This request will be an authorised absence.

Signed………………………………………………………………………………………………
Attendance Officer/ Deputy Head Teacher/ Head Teacher (Delete as appropriate)   

Date………………..……….

Attach a copy of letter to parent where applicable.
Appendix 2 – Punctuality Procedures
Secondary school - Punctual arrival at Academy registrations in the morning and afternoon, as well as to lessons, is important as this instils good working practices in the student both inside and outside of the Academy.  It also portrays a serious approach to studying and making the greatest use of opportunities available to them.

· All students to arrive promptly at each lesson to enable maximum learning - Secondary school only
· Sanctions will be applied to students who are continually late to the Academy or class as this disrupts the learning of others as well as themselves - Secondary school only
· Punctuality procedures- Secondary school only
Coaches should arrive at their form rooms punctually for registration to set a professional example to students. 

The following actions will be taken if a student is late:

· Head of Year will sanction students arriving late to school with a detention on the same day.

· Legal action may be triggered when support and sanctions have made no significant improvement.

· Subject Teachers and Subject Leaders will take appropriate action with persistent latecomers to lessons.

· Parents/carers will ensure that their child leaves home in sufficient time to be punctual.

· Parents/carers will be informed by form tutors/subject areas of students arriving persistently late to lessons.

· Parents/carers will be required to meet with students’ Subject Leaders/Pastoral Leaders where there is no sustained improvement.      

Sanctions Available

Repeatedly late to Registration  

· Head of Year Late Detention / weekday detentions by senior staff

Repeatedly late to Class


· Subject Area Detention

Appendix 3 – How we manage lateness
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REGISTER – KS1 and KS2


All children are expected to be in the playground ready for the 8.45am bell.



Registers should be taken at 8.50am and sent to the office.  Any children who are not present for the register should be marked N.



If a child arrives later than 8.50am, after the classroom doors have closed then they will have to report to the main office and will be marked as late, L in the register.

If a child arrives extremely late which is after 9.00am then they will have unauthorised lateness which is marked as U in the register.

Darnhall Community Primary School, High Street Community Primary School





Darnhall Community Primary School, High Street Community Primary School
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