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Attendance and Punctuality
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	Spring Term 2012 Summer Term 2014
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	Summer Term 2016


Introduction

The legal framework governing attendance at schools is set by successive Education Acts.

Legal Obligations

Section 444 of the Education Act 1996 states that where children of compulsory school age (5-16) are registered at a school, they should attend regularly.  Unless a child is engaged in an approved educational activity away from school site or absent with the school’s authority, they should be at school.

Christchurch Primary School works in close partnership with the LEA to ensure that all pupils attend regularly.  The LEA exercises its responsibility through the Education Welfare Service and its Education Welfare Officer (EWO)  The EWO visits school regularly .  Class teachers are required to inform the head teacher of  any child absent for 3 days without notification, although this acts as a check as non-attendance is addressed on the first day of absence.  The EWO also checks the registers at regular intervals throughout the year.

The law states that the school has a duty to keep an admission register of all pupils, which serves as the school roll, and an attendance register. (Section 434 of Education Act 1996).  Attendance registers must be called twice daily, at the start of the morning and start of/once during the afternoon session.  The register must show whether each child is present, engaged in an approved educational activity off site, or absent.  In addition, where a pupil of compulsory school age is absent, the register must show whether the absence was authorised by the school or unauthorised.  Authorised absence means that either the school has given approval in advance, or that a satisfactory explanation has been given afterwards.

Registers for morning and afternoon sessions must be kept up to date.  These close at 9.30am / 1.20pm.   Pupils arriving after 8.50 but before 9.00 will be recorded in the late book.  The Attendance Officer will monitor the frequency of late arrivals and offer support.   Pupils arriving after 9.00 but before 9.30 will be marked as ’L’. Pupils arriving after 9.30 will be marked as ‘U’. Christchurch Primary School uses computerised attendance registers.  Print outs are provided weekly and reasons for absence recorded.  Hard copies of the register are sent to the office by 9.30 daily for fire regulations.

The Governing Body is required to produce an annual report for parents including reference to the school’s attendance figures.   

At Christchurch Primary School we aim –

· To ensure that parents are informed of our expectations for regular attendance.  (School Prospectus, Home School Agreement, regular awareness raising initiatives) 

· To ensure that parents also realise the importance of punctuality.

· To ensure that parents see themselves as partners with school in the education of their children.

· To impress upon children the importance of regular, punctual attendance.

· To ensure that parents are aware of the procedure for notifying school of a child’s absence.  (School Prospectus)

· To ensure that all registers are correctly marked.

· To ensure that all teachers realise their statutory duties relating to registration procedures.

· To ensure that staff are aware of the work of the EWO.

· To maintain a close working relationship with our EWO.

How do we achieve the above?

1. Parents are informed of the importance of regular attendance and punctuality via The School Prospectus, Home School Agreement and by regular reminders (see Appendix 2).

2. If a problem seems to be developing with a certain child or family, this may initially be dealt with by the class teacher.  The Headteacher may also become involved.  At all stages, the matter is dealt with sensitively.  We appreciate that often there are genuine reasons for lateness or absenteeism developing which, perhaps the parent/s will find difficulty discussing.  School may be in a position to help and input from the EWO is sought early on.

3. Children are made aware of the importance of punctuality by their class teacher and through school assemblies.  All late arrivals must report to the office and a book of reasons for late arrival will be filled in.

4. Teachers will take great care in marking their registers, adopting the procedures outlined in detail by our EWO.  The importance of careful, consistent registration cannot be over-emphasised .

5. Parents are expected to inform the school of non attendance on the first day of a pupil’s absence.

6. If a child is away from school without an explanation for the absence being received by school, parents are contacted by telephone immediately through a ‘first day response’ phone call. In other cases, if an absence is still unexplained after three days the telephone call is followed up by a letter and the EWO alerted. 

7. Letters of explanation for absences should be carefully retained by the teacher.  These may be kept in the class register.  Registers must be called twice a day (Section 434 of the Education Act 1996) and must show whether each pupil is present, engaged in an approved off site activity or absent.

8. Accurate registration, preservation and security of registers are important.  It must always be remembered that registers may be used in evidence in cases where e.g. parents are being prosecuted for school attendance offences, or, as evidence in a divorce case where there is a dispute over custody of the child/children.  If unsure of the exact procedure of marking, consult the Headteacher, the Deputy Headteacher or refer to appendix 1.

9. Any concern relating to a child’s attendance should be relayed to the Headteacher or a senior member of staff who will decide upon the appropriate action.

10. 
All children who arrive in school on time, every day, receive a raffle ticket.  One ticket is drawn every week for a prize from our prize table.  Awards are given termly for 100 % attendance and good improvement.

Holidays in Term Time:

Taking holidays in term time will affect your child’s schooling as much as any other absence and we expect parents/guardians to help us by not to take children away in school time.

Remember that any savings you think you may make by taking a holiday in school time are offset by the cost to your child’s education. 

There is no automatic entitlement in law to time off in school time to go on holiday.

All applications (appendix 3) for leave must be made in advance and at the discretion of the school. All absences due to holidays will be recorded as unauthorised.  

It is important that parents/guardians understand the circumstances when leave in term time will not be agreed by us: 

When a pupil has already been granted 10 discretionary days.

When a pupil’s attendance record already includes a high level of unauthorised absences. 

Where a pupil’s attendance rate is already below 90% or will fall to or below that level as a result of taking holiday leave.

Any period of leave taken without the agreement of the school, or in excess of that agreed, will be classed as unauthorised and may mean EWO intervention. 

Monitoring attendance – a summary

The head teacher is the school’s Attendance Officer and should be informed immediately any concerns arise regarding a pupil’s attendance. Class teachers are responsible for monitoring pupil attendance and/or punctuality, and for noting any unexplained absences, unauthorized absences and emerging patterns which provide cause for concern. 

The head teacher will then liaise with parents / the EWO, as necessary in order to work towards a solution. 

Registers should be marked regularly, i.e. at the start of morning and afternoon sessions.

The Education Welfare Service
Circular 45/91 stated that “the principle function of the Education Welfare Service is to help parents and LEA’s meet their statutory obligations on school attendance”.

The Service is empowered to approach a child’s family to make enquiries where it is thought that a child is absent without good reason.  When an EWO is dissatisfied with the reasons given for absence, he or she can initiate court proceedings.  However, the role of the EWO is mainly to provide a supportive role between a pupil’s home and school.

Whenever possible our EWO makes contact on a weekly basis.   However, should there be any concern or question that requires an immediate answer, our EWO can be contacted by telephone.

Evaluation

The effectiveness of the Policy should be evaluated every two years, or sooner, if deemed necessary.  

Penalty notice statement for school to include in their attendance policies and websites.

The Welsh Government (WG) Education (Penalty Notice)(Wales) Regulations 2013 states that Local Authorities (LA’s) are required by law to adhere to the Education Act 1996 section 444 to include penalty notices as one of the interventions to promote better school attendance. 

Sections 444A and 444B of the Education Act 1996 provide that certain cases of unauthorised absences can be dealt with by way of a penalty notice. A penalty notice is a fine of up to £120 and may be issued to a parent / carer as a result of a child’s regular non-attendance at school / educational provision. 

The school adheres to the code of conduct for penalty notices as issued by ERW and agreed by your Local Authority, and therefore may request the local authority to issue a penalty notice in certain cases. 
APPENDIX 1

	CODE
	DESCRIPTION
	MEANING

	
	
	

	/
	Present (AM)
	Present

	\
	Present (PM)
	Present

	B
	Educated off site (NOT Dual registration)
	Approved Education Activity

	C
	Other Authorised Circumstances (not covered by another appropriate code/description)
	Authorised absence

	D
	Dual registration (i.e. pupil attending other establishment)
	Approved Education Activity

	E
	Excluded (no alternative provision made)
	Authorised absence

	F
	Extended family holiday (agreed)
	Authorised absence

	G
	Family holiday (NOT agreed or days in excess of agreement)
	Unauthorised absence

	H
	Family holiday (agreed)
	Authorised absence

	I
	Illness (NOT medical or dental etc. appointments)
	Authorised absence

	J
	Interview
	Approved Education Activity

	L
	Late (before registers closed)
	Present

	M
	Medical/Dental appointments
	Authorised absence

	N
	No reason yet provided for absence
	Unauthorised absence

	O
	Unauthorised absence (not covered by any other code/description)
	Unauthorised absence

	P
	Approved sporting activity
	Approved Education Activity

	R
	Religious observance
	Authorised absence

	S
	Study leave
	Authorised absence

	T
	Traveller absence
	Authorised absence

	U
	Late (after registers closed)
	Unauthorised absence

	V
	Educational visit or trip
	Approved Education Activity

	W
	Work experience
	Approved Education Activity

	X
	Non-compulsory school age absence
	Not counted in possible attendances

	Y
	Enforced closure
	Not counted in possible attendances

	Z
	Pupil not yet on roll
	Not counted in possible attendances

	#
	School closed to pupils
	Not counted in possible attendances


APPENDIX 2

CITY AND COUNTY OF SWANSEA
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Rodney Street

Swansea

SA1 3UA

ACTING  HEADTEACHER   


                          ( 01792 510900

Mrs. H. Davies, B.ed., M.ed.


              

24.1.12

Dear Parent/Guardian,

Following a meeting this week with the Education Welfare Officer (EWO), I need to raise a few issues of concern and changes to our attendance policy.

· All children should be in school ready to line up when the bell rings at 8.50AM (Nursery AM 9.00, Nursery PM 12.45).  Any child arriving after registration but before 9.30, will be marked in as late.  Any children arriving after 9.30 will be marked as an unauthorised absence. Persistent late arrivals will be followed up by the EWO.

· If your child is not going to be in school for any reason, you need to inform school by 9.30 AM at the latest.  Any absent children who we do not receive a call from by 9.30 AM will receive a ‘First Day Response’ phone call from school. This is to ensure the well-being of all our children.

· We cannot authorise more than 10 days holiday per academic year.  If you plan to take your child on holiday during term time, you need to fill in a holiday authorisation form.  We recommend that where possible holidays are taken during the school holidays.

· The EWO visits school on a weekly basis.  If your child’s attendance falls below 85% it is flagged up and queried by the EWO. Letters informing you of your child’s low attendance will be sent home. If your child’s attendance is flagged up as a concern frequently you will receive a home visit from the EWO.

All children who arrive in school on time, every day, receive a raffle ticket.  One ticket is drawn every week for a prize from our prize table.  I would like to thank you for your co-operation in helping us to raise our attendance percentage and ensuring that your child reaches their full potential.

Yours Sincerely,

Mrs Helen-Marie Davies

Head teacher
Home School Contract

Absences in Term Time 2014-2015
	Name of Pupil/s:

School Year


	
	Year/DOB

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Name of School:
	

	Head teacher:
	

	Name of parent/carer:
	

	Contact number/s:
	

	Place of Visit:
	

	Date of Visit:
	From:
	To:

	Address/contact details for visit
	

	Has flight information/ destination information been confirmed: 
	

	The date the pupil will return to school:
	

	Mobile Phone:
	

	UK contact details 

(name, address and contact number of a relative or friend who we can make contact with if you do not return on the stated date)
	


Please note that the decision has been taken at Consortium level that all absences due to holidays and extended visits should not be authorised by any Head Teachers within the six Local Authorities in the South West and Mid Wales consortium. 

If, however, there is extended absence, then the parent/s or guardian/s will discuss with the school about taking work to ensure that the child keeps up with their education during the absence.

If the pupil/s do/does not return by the agreed date they are at risk of losing their school place/s and they will be removed from the school register in accordance with the admission guidance Education (Pupil Registration) (Wales) Regulations 2010 section 4 which states ‘the pupils has ceased to attend the school and no longer resides within a reasonable distance from the school’.

Please note that we cannot guarantee that a place will be available for your child in the school of your choice on your return but you will be offered a place at the nearest school with room available in the year group. 

Failure to return on the agreed date will prompt welfare concerns; a child who goes missing from education may be considered to be at risk of significant harm. Any such concerns will immediately be referred to the statutory authorities for consideration.

Signed:_________________________ Parent or Guardian
                     Date:__________

Signed:_________________________ Head teacher
                     Date:__________
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