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AIMS:
To raise the profile of attendance by encouraging and promoting a positive attitude in order that all children can achieve a good rate of attendance throughout their time at school.

OBJECTIVES:
· To foster a high expectation of pupils’ attendance in school on a regular basis.

· To raise family awareness of the importance of a child’s regular attendance at school.

· To inform parents or carers as to the legitimate reasons for absence.

· To maintain an accurate attendance and registration system and a mechanism for monitoring and controlling attendance.

· To maintain a clear policy on attendance which is known to all staff, pupils, parents or carers.
· To maintain clear and effective communication on attendance issues both within the school and between school and parents or carers. 
Under Section 44 of the Education Act 1996, parents of a child of compulsory school age are under a legal duty to ensure the regular attendance of that child at the school where he or she is a registered pupil.  Failure to discharge this duty may result in the Local Authority prosecuting the parents and each parent may be fined.

Absences are considered either to be:
        Authorised absences are mornings or afternoons away from school for a good reason and that the school has either given approval in advance for the pupil to be away or that the explanation given afterwards is accepted as satisfactory justification.  

        Unauthorised absences are those, which the school does not consider reasonable and for which no “leave” has been given.  This includes keeping children off school unnecessarily, truancy, absences, which have not been properly explained and children who arrive at school too late to receive a mark in the register.  

The Headteacher has responsibility for deciding if an absence is authorised or unauthorised. School staff need not accept a parental explanation for a child’s absence, whether written, telephoned or given in person, if they doubt the explanation.
Absences should be reported to the school office before 9.30am on the first day of absence. In the large majority of cases the transport escort will record that a pupil is absent in the Absence Record folder in the school entrance. The school transport escort will be informed by the parent/carer that a child is not coming into school when they call to collect them in the morning or by a telephone call from a parent preceding that.  Other parents, particularly those who transport their own child to school will contact the school direct to report the child’s absence  
If the school were not informed by an escort or a parent a member of staff will phone to confirm the absence.  

Parents are expected to contact school at an early stage of the absence and to work with the staff in resolving problems together.  This is nearly always successful. If a child is reluctant to attend, it is never better to cover up or ignore their absence, it gives the impression that attendance does not matter and may make the situation worse.
Pupil’s attendance that falls below 90% is looked at by the Headteacher. Particular attention is given where there are no known underlying health issues. When necessary the Headteacher will contact parents to discuss their child’s attendance and to raise any concerns he has about the regularity or level of absence.  
If problems with a pupil’s absence persist the Headteacher will contact the school’s Education Social Worker (ESW) to discuss his concerns and the action taken by the school so far.  The Headteacher and ESW will then plan a strategy and actions to try to resolve the attendance problem. This usually involves a meeting in school between the Headteacher, the ESW, the parents and any other key professionals. On some occasions the ESW will instead arrange a meeting with the parents in the child’s home. 
The aim of these meetings is to try and resolve the problem by agreement.

If ways of trying to improve the child’s attendance fail, Local Authority Officers could use Court proceedings to prosecute parents/carers or to seek an Education Supervision Order on the child.

PROCEDURES FOR MANAGEING ABSENCE AND ATTENDANCE ISSUES
The school applies the following procedures when dealing with individual absences:

Illness.  
If a child has been sick they should stay at home for 48 hours to lessen the risk of infecting others.

Term Time Holidays. 
The Head Teacher is no longer authorised to grant any time off for holidays during term time Schools can no longer approve leave of absence during term time for pupils unless there are exceptional circumstances. 
If a parent or carer contacts the school to request a leave of absence for their child to go on holiday it will be explained to them that the Headteacher cannot routinely authorise such non-attendance. If the parent or carer believes that their circumstances are exceptional they will be asked to explain these to the Headteacher who will then decide if the circumstances are exceptional and justified. If so, then, the absence will be authorised.  If the Headteacher does not believe the circumstances are exceptional he will explain this to the parents and will point out that if they take their child out of school to go on holiday it will be unauthorised absence and they may be fined through the issuing of a Penalty Notice. 
There are no hard and fast rules governing what would be viewed as exceptional circumstances. Each case would be considered carefully on its merits. Two possible examples of absence that may be authorised as exceptional circumstances are
1. A parent is in the armed services overseas and returns home from on leave and wants to take the family on holiday before be posted back to front line duty.  

2. The family win a holiday in a competition that can only be taken on particular dates.

Lateness.  
Children must attend on time to be given a mark for that session, unless the lateness is unavoidable. Parents are expected to ensure that children are present at registration.  Arrival at Foxfield is between 8.45-9.00am. After these times without good reason it is counted as an unauthorised absence. 
A pupil arriving late may seriously disrupt not only his or her continuity of learning but also that of others.  
Should a pupil arrive late and has missed registration, he or she will need to be “signed in” at the School Reception Office for purposes      of emergency evacuation.

The class teacher marks a registration print-out form twice daily (morning and afternoon).  Each pupil is marked /\ (present) or O (absent).

Should a pupil be late before registration is closed he/she will receive a “late before registration closed” mark.

Should a pupil be late after registration is closed he/she will be marked as “absent” but will be “signed in” by the parent/carer at the School Office in order that the school has knowledge of his/her late attendance and reason in school.

The school’s attendance register is complied and produced by a computerised registration system (Attendance Module – within SIMS.net.)

Administration staff will input the information onto the School’s computerised administration system, which calculates pupils’ attendance marks. The computer software is used to record pupils’ attendance and gives the name of each child and the dates of the absence and non-attendance reasons. This information then gives the overall attendance figures and history for individual pupils, whole school attendance or for any sub group required.
Parents/carers or carers may have telephoned the school with a reason for the child’s absence and this is recorded in the register and used as evidence for absence.  Parents/carers are asked to send a written note or put a note in a pupil’s home- school link book to explain the absence of the child on their return to school.  
The School’s official register is printed weekly. This exceeds the minimum requirements by law.

Letters are sent home periodically reminding parents about authorised and unauthorised absences as listed above.
PENALTY NOTICES 

The 2007 Regulations set out the procedures for issuing penalty notices (fines) to each parent who fails to ensure their children’s regular attendance at school or fails to ensure that their excluded child is not in a public place during the first five days of exclusion.  Parents must pay £60 if they pay within 28 days; or £120 if they pay within 42 days.

The Amendments to the 2007 Regulations will reduce the timescales for paying a penalty notice. From 1 September 2013, Parents must pay £60 within 21 days or £120 within 28 days.  This brings attendance penalty notices into line with other types of penalty notices and allows local authorities to move quickly on prosecutions.  
There have also been additional changes to legislation and the updated guidance can be found under 'Advice on school attendance' at: 

http://www.education.gov.uk/schools/pupilsupport/behaviour/attendance 

This guidance relates to changes regarding:

Pupil registers and attendance codes;

School day and year;

Statutory guidance on education related parenting contracts, parenting orders and penalty notices.
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