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Attendance Policy

Aim
To ensure that children receive their full entitlement to teaching and learning opportunities at Parkgate Primary School by punctual and the maximum possible attendance.
Aspects of this policy will be addressed in the PSHE curriculum via the following themes:

· Rights and Responsibilities

· Restorative Approaches 

· Protective Behaviours

· Identity (inc. British Values)

· Healthy Lifestyles

· Relationships

· Changes

There are also regular opportunities for pupils to share their views within a cycle of consultation. 

The Law and Regulations
The government expectation for attendance is 96%. 96%+ is deemed to be the level of attendance that gives pupils the greatest opportunity to achieve to the best of their potential in school both academically and socially.  Anything less than this gives our school cause for concern.  

Parkgate Primary firmly believes that it is important for pupils to attend regularly and on time each day in order for them to:

· To ensure that every pupil receives their full educational entitlement.

· To encourage, secure and increase punctual attendance levels to meet the local Authority annual absence /attendance targets.

· To reduce the incidence of unauthorised absence

· To reduce numbers of term-time holidays

· To rewards good or significant improved attendance

· To regularly monitor attendance at school and individual’s progress levels.

· To enhance opportunities for all pupils.

· To improve punctuality.

In the development of this policy we have identified the following as important elements:
· The use of a computerised attendance system

· The maintenance of close working relationships with the Children and Families First Service
· Raising the profile of attendance across the whole school ( prize draws and certificates)

· The support and involvement of parents

· The involvement of the school’s ‘Overcoming Barriers to Learning’ Team (OB2L) who liaise directly with families.

Parental responsibilities

Parkgate Primary School believes that the involvement of parents is a key factor in addressing attendance issues and will ensure that all school parents and carers are made aware of their responsibilities with regard to attendance.  It is the aim and expectation of Parkgate Primary School that all parents will understand that, 'In addition to securing regular attendance they also have a responsibility to ensure that their children arrive on time, properly attired and in a condition to learn.' (Government Guidelines).
The importance placed on regular attendance and punctuality is explained to parents when they first enrol their child in the school. At different times through the school year attendance issues are also reiterated in School Newsletters and Website. 
Parents are informed and regularly reminded of the school dates and times in a number of different ways during the year. It is pointed out to parents that poor punctuality gives the pupil who is late a difficult and negative start to their day and disrupts the teaching and learning of the whole class.  The importance of the registration time in school as a time for greetings, sharing news and preparing the class ready for the business of learning, is stressed to parents.

Sickness
Parents are regularly informed that should their child be unavoidably absent they should telephone the office on the first day of absence and a note sent with their child on the day they return to school explaining the absence. 
Contact from the parent is essential for the authorisation of absence.  Should no contact be forth coming, the school will contact the parents by telephone or by text. 
If this is unsuccessful or repeated absences without permission occur, then the school will involve the Children & Families First Service, school nurse referral.

Medical Appointments

Wherever possible medical or dental appointments should be made in holiday time or outside of the school day.

Procedures for completing Registers
The legal status of school registers is regularly stressed to all school staff and meticulous effort is made to ensure they are accurately kept.  New Staff are provided with training in both the detail of accurate register marking, and methods and strategies for encouraging pupils to be punctual and regular in their attendance. School Staff are reminded that the authorisation of absence is at the Head Teacher's discretion not the parents.
An authorised absence is one where the school has accepted the explanation offered as a satisfactory justification for the absence. Examples of authorised absence would include:
· Illness, medical and dental appointments

· Days of religious observance

· Interviews for school places

· Dual registration with a special school, The Keys or other educational establishment 

· Exclusion

· Music exams

Other absences are likely to be unauthorised. Where teachers are uncertain they must seek advice from the Headteacher or Overcoming Barriers to Learning (OB2L) Team Manager who co-ordinate attendance.
Children who register after 8.55 will be marked late and their names entered into the Punctuality Book together with a reason for lateness.
Registers are closed at 9.30am and after this time children are recorded as a ‘U’ ‘late after registration closed’ and this is an unauthorised absence.  Where children receive 10 ‘U’ codes in a 5 week period school will make an application for a penalty notice.
Reports
· Individual attendance and punctuality data is recorded on pupil's reports and specific attendance data on parents evening.

· The Head Teacher will report on attendance as part of their termly report to governors. 

· The school will discuss attendance statistics with the Children & Families First Service
· Parkgate Primary School attendance data will be reported by the DfES by means of the on-line School Profile. 

Raising the profile of School Attendance.

Rewards and strategies.
We believe that good attendance or improving attendance should be rewarded at an individual and class level. 
The achievement of pupils with an attendance of 95%+ will be celebrated on a regular basis, as will that of pupils who make significant improvements in their attendance.
Reward systems will be reviewed regularly to ensure they are kept fresh, motivational and inclusive. 
The school will look for every opportunity to raise the profile of the importance of good attendance with pupils and parents.  The school also aims to help pupils develop their own motivation for daily, punctual attendance. 

Removal of pupils names from the Register
In the event of school transfer or a pupil moving to another area, a pupil will normally remain on roll until notification is received from a receiving school.  Should no notification be received, the school will make every effort to locate the pupil in conjunction with the Children & Families First Service
If a child ‘disappears’ without explanation, i.e. the school has not been notified of any absence or sickness, then the Children & Families First Service will be informed within 2 days and all attempts to locate the child. This might involve phoning emergency contacts previously given to the school or home visiting the child maybe identified as a missing person.  A missing person form must be completed and sent to the Local Authority and the Social Services will be informed and asked to take further action.
If a pupils changes to Education at Home, we will ask the Children & Families First Service to visit before removing a child’s name from the register in order to confirm the place of education. 
If a pupil fails to return to school within 10 days of the agreed return date following a holiday they also may be removed from roll.

The School and the Children & Families First Service
The school and the Children & Families First Service work very closely to promote good attendance.  

When staff are concerned about a child’s attendance we will contact the Children & Families First Service who will investigate, usually by visiting the home. The outcome of the referral is communicated to the OB2L Team Manager who will alert the Headteacher and class teacher and a record will be kept on file.
Children whose attendance or punctuality is of concern are placed on the targeted children list and their attendance is monitored weekly.
Those children whose attendance falls below 85% are identified. A range of strategies employed to improve attendance: 

· Informal conversations with parents when arriving late with children to discuss the importance of attendance.

· Awareness raising letter to apparent with a computerised print out showing pattern and percentage of absence.

· Home visit from Children & Families First Service
· Invitation to parent to attend an interview with the Headteacher/OB2L Team Manager to discuss ways of improving attendance.

· Collaborative work with the school nurse to work with parents whose children have frequent absence due to medicals reasons. 

In the event of persistent unauthorised absence from school when strategies set up for improvement have failed the Children & Families First Service  will send formal letters warning of prosecution and prepare and present prosecution files to court for non-attendance. Persistent lateness or unauthorised absence can lead to a penalty Notice being served (see procedures for completing registers above).
The school, Children & Families First Service / OB2L Team Manager in consultation with Headteacher may also provide a range of other support:

· Intensive support work for individual pupils

· Group work with pupils identified as being vulnerable

· Work with parents supporting those in difficulties over their child’s attendance or over a broader range of problems.

· Co-ordination of interagency meetings involving other agencies such as Behaviour Support Services, Child and Mental Health Services, Social care

· In-service training for staff.

Holidays in Term time.
The Governing Body of Parkgate Primary School has agreed to adopt fully the penalty notice and procedures and guidance set out at the back of this policy (Appendix 1).  In summary the following principles will be applied in all cases.

Our family of primary schools within the ‘Building Futures’ Network have agreed a ‘zero tolerance’ approach to all requests for leave of absence during term time. Our local Secondary and Special schools are supportive of this.
The application of ‘Exceptional Circumstances’ will only be made in very rare circumstances.

All un-authorised holidays will result in a penalty notice being issued. A penalty notice is a £60 fine payable within 21 days.  It will increase to £120 if paid after 21 days but within 28 days.  Failure to pay a penalty notice could result in Coventry City Council starting legal proceedings against you for the offence of failing to ensure your child’s regular attendance at school.

It is for the headteacher and Chair of Governors to determine if any requests for leave of absence are reasonable. Each request will be judged on a case by case basis.  Families should seek to contact the Headteacher directly to discuss the manner of their request.
We will respond to requests in writing, giving the reasons for the decision. Our letters will clearly state; 
· the expected date of return; 

· That the parents are expected to contact the school if anything delays the pupil returning to school when expected; and 

· The action that will be taken if the pupil fails to return when expected. 

Similarly, a letter refusing a request should explain the reasons for the refusal and what action will be taken if the parents ignore the refusal and keep their child away.
Should a parent(s) take family holidays/leave of absence without prior permission, the school will also put this in writing, explaining the consequences. 
Within our policy, Penalty Notices may be issued: 

· If parents have not sought permission from the headteacher before taking their child out of school for a holiday in term-time; 
· If the headteacher has refused the request but the absence occurs anyway; 
· If a pupil has not returned to school by the agreed date with no satisfactory explanation and the pupil remains on the roll of the school. (Penalty Notices cannot be issued when a child has been removed from roll)
AND 
· Where the absence has been recorded by the school as unauthorised in the attendance register on at least 10 sessions (5 school days).
· Penalty Notices will not be issued for term-time holiday with less than 5 days (10 sessions) unauthorised absence.

· Penalty Notices cannot be issued if the parents are known to be out of the country

· Penalty Notices cannot be issued against the parents of children who are not of statutory school age

Appendix 1 

Absences
Coventry City Council

Holidays in Term Time

Penalty Notice Procedures and Guidance

September 2013

This guidance reflects the changes to the Pupil Registration Regulations which came into force from September 2013  

1. Introduction 

It is well recognised that good, consistent attendance at school is crucial to a child or young person’s future prospects. Reducing absence from school continues to be a priority both nationally and locally, because missing school damages pupils’ attainment levels, disrupts school routines, affects the learning of others and can leave young people vulnerable to anti-social behaviour and crime.

To support schools in improving attendance the Children and Families First Service has revised the protocol for issuing Penalty Notices in respect of unauthorised absence due to holidays in term time.

This document sets out the procedures for schools to follow where they believe it is appropriate to issue a penalty notice due to holidays in term time.

2. DfE Guidance Term-time holiday

The Education (Pupil Registration) (England) Regulations 2006 previously allowed headteachers to grant leave of absence for the purpose of a family holiday during term time in “special circumstances” of up to ten school days leave per year. Headteachers can also grant extended leave for more than ten school days in exceptional circumstances.

Amendments to the 2006 regulations remove references to family holiday and extended leave as well as the statutory threshold of ten school days. The amendments make clear that headteachers may not grant any leave of absence during term time unless there are exceptional circumstances. Headteachers should determine the number of school days a child can be away from school if the leave is granted.

Schools should have in place a clear attendance policy that is communicated to all parents which sets out the schools ethos toward holidays/leave of absence in term time. The policy should give clear guidance to parents on how they should apply for permission for leave of absence in term time.

The policy should also inform parents of the possible consequences of taking their children out of school without first seeking permission or if the take children out of school after permission has been denied or if more days than have been authorised are taken 

It is for headteachers to determine if the requests for leave of absence are reasonable. Each request should be judged on a case by case basis, and we expect that head teachers will use their discretion sparingly. Headteachers should not confine their discretion by applying policies (for example, blanket bans) which prevent assessment of each application on its individual merits. 

Where family holidays or leave of absence are taken without the permission of the school, parents can be given a Penalty Notice for periods of unauthorised holidays. 

3. Good Practice 
In line with DfE guidance, it is good practice to respond to all requests for leave of absence in writing, giving the reasons for the decision. It is particularly important that letters approving a request clearly state: 

· the expected date of return; 

· That the parents are expected to contact the school if anything delays the pupil returning to school when expected; and 

· The action that will be taken if the pupil fails to return when expected. 

Similarly, a letter refusing a request should explain the reasons for the refusal and what action will be taken if the parents ignore the refusal and keep their child away 

Should the parent(s) take family holidays/leave of absence without prior permission, the school should also put this in writing, explaining the consequences. 

5. Recording the absence 

From September 2013 the appropriate coding is:

Code C: Leave of absence authorised by the school 

Only exceptional circumstances warrant an authorised leave of absence. Schools should consider each request individually taking into account the circumstances, such as: the nature of the event for which leave is sought; the frequency of the request; whether the parent gave advance notice; and the pupil’s attainment, attendance and ability to catch up on missed schooling. 

Code G: Holiday not authorised by the school or in excess of the period determined by the head teacher. 

If a school does not authorise a leave of absence for the purpose of a holiday but the parents still take the child out of school, or the child is kept away for longer than was agreed, the absence is unauthorised. The regulations do not allow schools to give retrospective approval. If the parents did not apply for leave of absence in advance, the absence must be recorded as unauthorised. 

Code H: Holiday authorised by the school 

Head teachers should not grant leave of absence unless in exceptional circumstances. The application must be made in advance and the head teacher must be satisfied that there are exceptional circumstances which warrant the leave. Where a leave of absence is granted, the head teacher will determine the number of days a pupil can be away from school. A leave of absence is granted entirely at the head teacher’s discretion. 

5. Deletions from the Register

Schools can delete pupils who fail to return within 10 school days of the agreed return date or after 20 days of unauthorised absence if holiday/leave of absence has not been agreed. However, it is essential that the school check that the pupils do not have a good reason for their delayed return, such as disrupted travel arrangements or illness, before deleting the pupil.  The school must make reasonable enquiries to locate the pupil before the deletion is made.

If the decision is to delete the pupil from the register the school should write to parents informing them of this and a Children Missing Education referral should be made to the Children and Families First Service address.  

6. Penalty Notices for Unauthorised Holidays 

DfE’s “Advice on School Attendance” – April 2013 states that all Penalty Notices must be issued in accordance with the Local Code of Conduct. 

Under the Code, all Coventry schools are required to have a written school attendance policy which includes: 

• The school policy in relation to term time holidays; 

• The criteria to be used when deciding whether to authorise holiday absence; 

• The information required from parents requesting term time holiday; 

• The sanctions to be used if agreements are not kept - this could include requesting that a penalty notice be issued. 

A summary of the school’s policy on term time holidays must be included in the school brochure/prospectus and parents should be reminded annually of the policy and of the procedure to request term time holiday or other exceptional leave. 

Under the Code, Penalty Notices may be issued: 

· If parents have not sought permission from the headteacher before taking their child out of school for a holiday in term-time; 

· If the headteacher has refused the request but the absence occurs anyway; 

· If a pupil has not returned to school by the agreed date with no satisfactory explanation and the pupil remains on the roll of the school. (Penalty Notices cannot be issued when a child has been removed from roll)

AND 
· Where the absence has been recorded by the school as unauthorised in the attendance register on at least 10 sessions (5 school days).

· Penalty Notices will not be issued for term-time holiday with less than 5 days (10 sessions) unauthorised absence.

· Penalty Notices cannot be issued if the parents are known to be out of the country

· Penalty Notices cannot be issued against the parents of children who are not of statutory school age

7. Procedure for requesting a Penalty Notice for Holiday in term time

Please complete the following forms to request a Penalty Notice: 

· ‘Request for Penalty Notice’ Please note that the first and last names of both parents/carers are needed, as Penalty Notices are issued against both parents/carers;

· Definition of a Parent –

· All natural parents, whether they are married or not

· Any person who has parental responsibility for a child or young person

· Any person who has care of the child or young person i.e lives with and looks after the child.

· Please also submit a copy of the letter to the parents/carers advising them that the holiday request had been refused (if applicable), and/or a copy of the letter to the parents/carers advising them that a Penalty Notice will be issued to each parent of each child. Please note that the Children and Families First Service will NOT issue a Penalty Notice without copies of such letters, as there needs to be clear evidence that the parents were fully aware of the potential consequences of the unauthorised absence. 
· Please note it is important that all letters to parents are dated

· Please also include an attendance printout detailing attendance for the current academic year which includes the period of unauthorised holiday/leave of absence

Please submit Penalty Notice Requests as soon as possible after the child and family have returned. Should the fine go unpaid and the matter has to be taken before the Magistrates Court, then the case must be lodged with the court within 6 months of the first day of absence.

8. Prosecution

Should the Penalty Notice not be paid, the Children and Families First Service will submit the case for prosecution in the magistrate’s court. (Please see Coventry City Councils Code of Practice for Penalty Notices).

The school will be notified that the Penalty Notice has not been paid and will be informed of the outcome of the prosecution.
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