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Rationale
This Policy outlines the underlying philosophy, purpose, nature, organisation and management of pupil attendance at Halebank C of E Primary School.

The Policy is a result of consultation with the wider school community and an analysis of existing attendance data to establish current absence trends. It aims to ensure the enjoyment and achievement for all pupils at Halebank C of E Primary School.

Principles
The Governors, Head Teachers and staff wish to ensure every child has the opportunity to:
1. Fully participate in school life

2. Enjoy and achieve

3. Feel a valued member of the school community

Aims
· To ensure that persistent absence (national average currently 2.4% primary) is no more than 2% 

· For all children to achieve at least 95% attendance 

· To ensure there is a whole school, graduated response to improving punctuality and attendance

· To identify groups of pupils and individuals whose absence causes concern

· To identify pupils persistently absent from school (10% or more absence)

· To track pupils’ attendance and monitor and evaluate progress

· To identify main causes of absence and take action to address them

Legal responsibilities relating to school attendance
Under Section 7 of the 1996 Education Act, a parent is responsible for ensuring that a child of compulsory school age receives an efficient full time education that is suitable to the child’s age, aptitude and ability and any special educational needs a child might have.

Parental responsibilities relating to school attendance
Parents must:

· Contact school before 9am on first day of absence to provide a reason for non-attendance

· Update the school on the third day of non- attendance if the absence is expected to continue

· Request leave in advance for holidays/extended absences in term time. However, family holidays will not usually be authorised.

· Work with the school and any other agency to resolve any difficulties which may affect regular school attendance

School responsibilities relating to school attendance
School will ensure:

· Registers are accurately marked and maintained in accordance with the Education (Pupil Registration England) Regulations 2006

· A whole school approach to reinforce good attendance, teaching and learning to encourage all pupils to attend and achieve

· Individuals or group attendance targets are set and understood by staff, parents and pupils
Registration
· Parents should ensure pupils are in school for 8.55am for morning registration

· Gates will be locked at 8.55 am therefore anyone arriving after this time must enter through the main front office

· A pupil arriving after 9.00am will be marked as late 

· The register closes at 9.30am
· Phone calls and messages home will be sent from 9.15 to those parents whose children are not in school

· Any lateness after 9.30am will be regarded as an unauthorised absence for the session.

· Parents whose child(ren) are persistently arriving after 9.00 am on 4 or more occasions in a calendar month will be written to and informed of our concerns with a request to improve attendance.

· Where this action fails to bring about an improvement, parents will be invited into school to discuss the lateness and seek a resolution. This will initially be in the form of an action plan. 

· Where this further action fails to bring about an improvement, the matter will be discussed with Education Welfare Service and consideration given to issuing a Penalty Notice.

Categorisation of authorised and unauthorised absence
The parent must provide an explanation for any period of absence from school, it is the responsibility of the Head Teacher to decide whether or not the absence will be authorised.

School will usually authorise absences where a pupil is:

- Unable to attend school due to illness

- Requires emergency dental/medical appointments. Where ever possible routine dental/medical appointments should be made after school or during school holidays.
  School will request evidence for all medical appointments taken during the school day.
- Absent due to other exceptional circumstances.

School will not authorise absence for:

- Shopping

- Birthdays

- Days out

- Looking after brothers/sisters

- Family holidays in term time

School will request medical verification where a pupil’s attendance falls below 95%.

School systems for promoting regular attendance
School will:

· Contact parents on first day of a pupil’s absence, where no notification has been received from the parent/carer by 9.15am to ensure the safety of the pupil 
· If first point of contact cannot be made, other recorded contacts will be tried. If no telephone contact can be made the Headteacher will do a home visit.
· Analyse individual attendance pupil data to identify patterns of absence causing concern

· Contact parents by letter when pupils’ attendance falls below 95% to highlight concerns

· Invite parents in to school for a discussion when a pupil’s attendance is below 93%

· Invite parents to an Attendance Meeting with Head Teacher, Education Welfare Officer, Class Teacher, where attendance falls below 90% 

· Consider referral to Education Welfare when school action has failed to bring about an improvement in the pupil’s attendance

· Use Individual Attendance Support Plans for pupils with attendance difficulties

· In partnership with LA use a full range of strategies, including legal interventions, to support improvement of attendance 

· Provide appropriate support to pupils to ensure successful reintegration following long term absence

· Complete a MAP where complex and significant factors requiring a multi-agency response is identified

· Implement a range of rewards for pupils with high levels of attendance and those improving attendance

· Work proactively to engage with parents and carers to resolve any difficulties which may be affecting school attendance, through parents evenings, pupil reviews and home-school agreements

· Provide a full and diverse curriculum to engage and motivate pupils, including the promotion of pupil emotional well-being

· Make parents aware of the impact of poor attendance on attainment

Appendices 
1. Initial concerns regarding lateness letter to parents

2. Further concerns regarding lateness-letter to invite parents in to discuss lateness

3. Action plan for lateness

4. Letter to inform of EWO involvement regarding lateness

5. Attendance below 95% letter to parents

6. Attendance below 93% letter to invite parents to school to complete action plan

7. Action plan for below 90% attendance

8. Letter to inform of EWO involvement regarding attendance
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Dear                                  

	Name:
	
	DOB:
	

	
	
	
	

	School:
	Halebank C of E  Primary School


Having reviewed our registers, I am writing to inform you of my concerns regarding the number of late marks __________________________ has received. 

As is our school policy, parents are contacted after a child has had 4 late marks, in a calendar month, to ensure that there is an opportunity for improvement.

If there are no further late marks, then no further action will be taken.

Please be aware if the lateness continues, you will be invited into school and an action plan will be put in place. Following this, the Educational Welfare Officer will become involved.

If there are any circumstances, of which the school is unaware, that are affecting lateness at school, please contact us to discuss your concerns and seek to resolve any difficulties.

I would like to take this opportunity to remind you that it is your legal responsibility to ensure the regular and punctual attendance of your child at school. I now look forward to your co-operation in ensuring an improvement in punctuality.

Kind Regards

Claire Warner
Headteacher
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Dear

	Name:
	
	DOB:
	

	
	
	
	

	School:
	Halebank C of E  Primary School


Having reviewed our registers, I am writing to inform you of my further concerns regarding the number of late marks __________________________ has received. 
As there has been no significant improvement since I last wrote to you, I am now inviting you to come to school to discuss the issues around lateness. We will put an action plan in place to ensure that _______________________________ is receiving his/her full entitlement to a broad and balanced curriculum.

Please be aware if the lateness continues, the Educational Welfare Officer will become involved.

Can you please come to see myself and                     at:

_______________________________________________________________________

I would like to take this opportunity to remind you that it is your legal responsibility to ensure the regular and punctual attendance of your child at school. I now look forward to your co-operation in ensuring an improvement in punctuality.
Kind Regards
Claire Warner
Headteacher
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Pupil Action Plan

The purpose of this action plan is to enable….................................... to have a positive school experience and succeed in his/her learning.

Pupil’s Name:…………………………… Class:……………………: Year:……………..

Lateness Action Plan

	Action from child
	Action from parents/carers
	Action from school


We expect…………………………(name): to:

	· Arrive punctually by 8.55am with correct equipment/kit

· Be ready to start lessons promptly


	· Ensure children are transported/walked to school in plenty of time for registration at 8.55am
· Ensure children are supplied with the correct equipment/kit for each day
	· Monitor late marks and attendance over the next 4 week period

· Communicate further concerns with parents/carers

· Praise for child where lateness improves


THE TARGET FOR THE NEXT 4 WEEKS IS FOR ______________________ TO ARRIVE AT SCHOOL ON TIME (8.55am) EVERY DAY.

I agree that this Action plan is fair:

Pupil:……………………………………………………….

Parent/Carer:……………………………………………………………

Headteacher/Pastoral lead:………………………………………………
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Dear                                 

	Name:
	
	DOB:
	

	
	
	
	

	School:
	Halebank C of E Primary School


Having reviewed our registers, I am writing to inform you of my serious concerns regarding the number of late marks __________________________ has received. 

As there has been no significant improvement since I last wrote to you, I am left with no choice but to involve the Educational Welfare Officer.

They will be contacting you soon to arrange for you to come into school to meet with them, or may do a home visit to speak to you there.

I would like to take this opportunity to remind you that it is your legal responsibility to ensure the regular and punctual attendance of your child at school. I now look forward to your co-operation in ensuring an improvement in punctuality.

Kind Regards

Claire Warner
Headteacher
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Dear
	Name:
	
	DOB:
	

	
	
	
	

	School:
	Halebank C of E  Primary School


Having reviewed the registers at Halebank Primary School, we have noticed a dip in attendance for _____________________. 

His/Her current attendance percentage stands at ________________, which falls below our 95% expected level. 

Could I remind you that it is your legal responsibility to ensure the regular and punctual attendance of your child at school. 

If __________________ attendance does not improve then I will need to invite you into school to put together an Action Plan. Following this, the EWO will need to become involved. I now look forward to your co-operation in ensuring an improvement in __________________attendance.

If there are any circumstances, of which the school is unaware, that are affecting __________________________ attendance at school, please contact the school to discuss your concerns and seek to resolve any difficulties.

Yours sincerely

Claire Warner
Headteacher
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Dear

	Name:
	
	DOB:
	

	
	
	
	

	School:
	Halebank C of E Primary School


Having reviewed the registers at Halebank Primary School, we have noticed a further dip in attendance for _____________________. 

His/Her current attendance percentage stands at ________________, which falls well below our 95% expected level. 

Could I remind you that it is your legal responsibility to ensure the regular and punctual attendance of your child at school. 

As the attendance has now dropped below 93%, I am inviting you into school to put together an Action Plan. If no further improvement is made, the EWO will need to become involved. 

Can you please come into school to see myself and                      , class teacher at:

I now look forward to your co-operation in ensuring an improvement in __________________attendance.

Yours sincerely

Claire Warner
Headteacher
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Pupil Action Plan
The purpose of this action plan is to enable….................................... to have a positive school experience and succeed in his/her learning.

Pupil’s Name:…………………………… Class:……………………: Year:……………..

Attendance Action Plan

	Action from child
	Action from parents/carers
	Action from school


We expect…………………………(name): to:

	· To be in school every day except for illness/appointments where medical evidence is provided

· To arrive punctually at 8.55am with correct equipment/kit

· Be ready to start lessons promptly


	· Ensure medical evidence is provided for any absence (appointment cards, dated prescriptions, hospital letters etc) 

· Ensure children are transported/walked to school in plenty of time for registration at 8.55am

· Ensure children are supplied with the correct equipment/kit for each day
	· Monitor attendance percentages over the next 4 week period

· Request medical evidence for all absences

· Communicate further concerns with parents/carers

· Praise for child where attendance improves


THE TARGET FOR THE NEXT 4 WEEKS IS FOR _______________________________ TO ACHIEVE AT LEAST 95% ATTENDANCE.

I agree that this Action plan is fair:

Pupil:……………………………………………………….

Parent/Carer:………………………………………………

Headteacher/Class teacher:………………………………………………
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Dear                                  
	Name:
	
	DOB:
	

	
	
	
	

	School:
	Halebank C of E  Primary School


Having reviewed our registers, I am writing to inform you of my serious concerns regarding the number of absences__________________________ has received. 
As there has been no significant improvement since I last wrote to you, I am left with no choice but to involve the Educational Welfare Officer.

They will be contacting you soon to arrange for you to come into school to meet with them, or may do a home visit to speak to you there.

I would like to take this opportunity to remind you that it is your legal responsibility to ensure the regular and punctual attendance of your child at school. I now look forward to your co-operation in ensuring an improvement in punctuality.
Kind Regards
Claire Warner
Headteacher
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