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ECCLESTON LANE ENDS PRIMARY SCHOOL

ATTENDANCE AND PUNCTUALITY POLICY
MISSION STATEMENT Working with each other and for each other
ECCLESTON LANE ENDS PRIMARY SCHOOL seeks to ensure that all its pupils receive a full-time education which maximises opportunities for each pupil to realise his/her true potential. 

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’

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 with regard to safeguarding and promoting the welfare of children and students under the age of 18.
The school will strive to provide a welcoming, caring environment, whereby each member of the school community feels wanted and secure.

All school staff will work with pupils and their families to ensure each pupil attends school regularly and punctually.

The school will establish an effective system of incentives and rewards which acknowledges the efforts of pupils to improve their attendance and timekeeping and will challenge the behaviour of those pupils and parents who give low priority to attendance and punctuality.

To meet these objectives Eccleston Lane Ends Primary School will establish an effective and efficient system of communication with pupils, parents and appropriate agencies to provide mutual information, advice and support. 
Understanding types of absence:

Every half-day absence from school has to be classified by the school (not by the parents), as either AUTHORISED or UNAUTHORISED. This is why information about the cause of any absence is always required, preferably in writing. 

Authorised absences are mornings or afternoons away from school for a good reason like illness, medical/dental appointments which unavoidably fall in school time, emergencies or other unavoidable cause. 

Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has been given.  This includes: 

· Parents/carers keeping children off school unnecessarily 

· absences which have never been properly explained 

· shopping  or birthdays

· day trips and holidays in term time which have not been agreed.  

Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend school. Any problems with regular attendance are best sorted out between the school, the parents and the child.  If your child is reluctant to attend, it is never better 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. 

Persistent Absenteeism (PA):

A pupil becomes a ‘persistent absentee’ when they miss 15% or more schooling across the school year for whatever reason. Absence at this level is doing considerable damage to any child’s educational prospects and we need parents’ 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.
PA pupils are tracked and monitored carefully through our pastoral system and we will support you with an action plan to help to improve attendance.  Support may come in the form of a referral to school nurse, a parenting class, the Behaviour Improvement Team, the EWO or the Children and Young People Services.
Penalty Notices

With effect from 5th February 2014 the school Governors have agreed to follow Local Authority Policy and issue fixed penalty notices (fines). These can be issued for unauthorised holidays within school time, twenty sessions (two weeks) of unauthorised absence within a ten week period of time or arriving late to school on twenty occasions within a ten week school period.
Penalty notices may be requested from the Local Authority for:

· Truancy

· Parentally condoned absences

· Repeated lateness after registration has closed

Examples of unauthorised absence:

· Holidays taken in term time

· Family events

· Looking after siblings/family member

· Refusal to attend school

Examples of authorised absence:

· Genuine illness (school may request a doctor’s note)
· Religious observance

· Medical appointments (that could not be arranged outside the school day)

Applications for leave of absence can be requested in writing from the headteacher  with notice given.  Forms can be found in the entrance hall.

Holidays in Term Time:

With effect from 1st September 2013, the school is unable to authorise any requests for absence relating to holidays in term time.  This has been brought about by an amendment to the Education (Pupil Registration) (England) Regulations 2006, which has removed reference to holidays and the ten day period.  The amendments make clear that Head Teachers may not grant leave of absence during term time unless there are exceptional circumstances.

WHOLE SCHOOL POLICY FOR SCHOOL ATTENDANCE – AIMS

1. To improve the overall percentage of pupils at school.

2. To make attendance and punctuality a priority for all those associated with the school including pupils, parents, teachers and governors.

3. To make use of the Local Authority Framework which defines agreed roles and responsibilities and promotes consistency in carrying out designated tasks.

4. To provide support, advice and guidance to parents and pupils.

5. To sustain systematic approach to gathering and analysing attendance related data.

6. To further develop positive and consistent communication between home and school.

7. To implement  systems of rewards and sanctions as appropriate

8. To promote effective partnerships with the E.W.O. and other services and agencies.

9. To recognise the needs of the individual pupil when planning reintegration following significant periods of absence.

AIM NO 1

To improve the overall percentage attendance of pupils at school

1. Apply Attendance and Punctuality Policy consistently.

2. Establish and maintain a high profile for attendance and punctuality.

3. Relate attendance issues directly to the school’s values, ethos and curriculum.

4. Monitor progress in attendance measurable outcomes.

AIM No 2

To make attendance and punctuality a priority for all those associated with the school including pupils, parents, teachers and governors

1. To have DFE  literature available.

2. Produce annual reports to parents and governors.

3. Hold induction Reception events for parents/pupils.

4. Produce newsletters.

5. Provide INSET training for appointed/promoted staff.

6. Display materials at focal points.
7. Discuss attendance issues in regular meetings.
8. Promote award systems, including: termly 100% attendance certificates for individual children; annual medals for 100% attendance for individual children; weekly attendance reward for classes.
9. To write to parents formally if a child is recorded as having more than 6 late marks in one half term.  This can roll consecutively for following half terms if there is a persistent issue (see appendix).
AIM NO 3

To develop a framework which defines agreed roles and responsibilities and promotes consistency in carrying out designated tasks

1. Maintain unambiguous procedures for statutory registration.

2. Make phone contact, using designated school staff, on first day of absence. 

3. Ensure clearly defined late registration procedures.  All children arriving after 8.50 will be recorded in the SIMS system.  Pupils arriving after 9.20am will be recorded as late after register has closed.
4. Respond swiftly to lateness (in respect of both pupils and parents).
5. Review attendance regularly.

6. Be familiar with the Education Welfare Officer’s referral and recording system.

AIMS NO 4

To provide support, advice and guidance to parents and pupils

1. Highlight attendance in:

· PSHE

· Assemblies
· Newsletters

· Prospectus
· Breakfast and after school club
2. Public support offered by schools.

3. Set aside area/time for parents to speak to staff.

4. Sustain effective communication with parents eg when parents ring in

5. Provide accurate and up-to-date contact information for parents.

6. Involve parents from earliest stage.

AIM NO 5

To sustain systematic approach in gathering and analysing attendance related data

1. Sustain use of computerised registration.

2. Standardise recording of:

· authorised/unauthorised absence 

· educational activity

· presence

Making use of Local Authority Guidelines.

3. Be consistent in the collection and provision of information.

4. Continue to share evidence with partners as appropriate

· governors

· pastoral staff

· other school staff

· parents

· pupils (individual or groups)

· E.W.O.

· school nurse

5. Identify developing patterns of irregular attendance and lateness.
AIM NO 6 

To further develop positive and consistent communication between home and school

1. Regular reinforcement of first day response contact via newsletter.

2. Make full use of computer generated letters (SIMS).

3. Promote expectation of absence letters/phone calls from parents.
4. Provide information in a user-friendly way (may include languages other than English, and non-written).

5. Encourage all parents into school.

AIM NO 7

To sustain system of rewards and sanctions

1. Make full use of system of rewards.

2. Actively promote attendance and associated reward and effective sanctions.  All holidays taken during term time will be recorded as unauthorised unless there are exceptional circumstances agreed by the head teacher.  
3. Ensure fair and consistent implementation.

4. Involve pupils in system evaluation through the School Council.

AIM NO 8

To promote effective partnerships with the education social work service and with other services and agencies

1. A member of S.L.T to be available for liaison with support agencies.

2. School to carry out initial enquiries/intervention prior to referral.

3. Gather and record relevant information to assist completion of referrals.
4. Hold half termly attendance reviews at a Senior Leadership level.
5. Arrange multi-agency liaison meetings as appropriate.

6. Maintain list of named contacts within the local community eg community police contact officer.

7. Encourage active involvement of other services and agencies in the life of the school.

8. Develop understanding of agency constraints and operating environments.

AIM NO 9

To recognise the needs of the individual pupil when planning reintegration following significant periods of absence

1. Be sensitive to the individual needs and circumstances of returning pupils.

2. Involve/inform all staff in/or reintegration process.

3. Provide opportunities for counselling and feedback.

4. Use peer support and mentoring.

5. Involve parents as far as possible.

6. Agree timescale for review of reintegration plan.

7. Include outside agencies, parents and pupil in reintegration plan.

ECCLESTON LANE ENDS PRIMARY SCHOOL

NOTIFICATION OF ABSENCE

Should you have planned an absence from school such as a hospital stay for your child, kindly complete the information below for our records.  

Please note that since September 2013 Head teachers must ensure that ALL holidays taken during term time are unauthorised, unless there are exceptional circumstances.  

Please see reverse for examples of what is or is not considered to be exceptional.

	Child’s name:                                                        Class:

	Inclusive dates of absence

From:                                                                    To:

	Reason for absence during term time:



	Parent/Carer Signature:                                                Date:

	For office use only:

Current Attendance of pupil         %

Headteacher’s response:

A copy of this response will be forwarded to parents


ST HELENS LOCAL AUTHORITY GUIDANCE

ON LEAVE OF ABSENCE FOR TERM TIME HOLIDAYS

Authorisation will be considered in the following exceptional circumstances:

· The parent has provided evidence that they are unable to take their holiday during a period of school closure due to their employment.

· The absence is a unique occasion that can only take place at the time requested 

e.g. family wedding.

· There has been a bereavement, separation or other traumatic event in the child’s life and it is considered that an immediate holiday might have a positive impact on the pupil’s well being.

The following circumstances are considered to be situations where the Head Teacher may consider that the application for leave of absence may not be granted

· The parent has not indicated any exceptional circumstances for the request.

· The period of the holiday clashes with school tests, SATs, or important revision periods prior to them.

· Where the pupils attendance at school is below 94%.

· Where the request is based on the cost of the holiday in relation to periods of school closure.

· Where valuable group work is being undertaken with other pupils in school that cannot be repeated.

· During the first two weeks of a new school on induction, transition or transfer where the child needs to familiarise themselves with the new school layout and new peer groups are forming.

· During the early part of the first year in a new school when pupils are building new relationships and may experience difficulties settling in.

· There have been previous periods of absence due to holidays.

A minimum of four weeks notice must be provided for any absences authorised through the above exceptional circumstances.
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