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St. Ethelbert’s RCP School

Attendance Policy

Love, Care, Share…

Love learning as friends;

Care for our community as neighbours;

Share our faith in Jesus as disciples.
 Rationale:

The law entitles every child of compulsory school age to a full-time education. It is the legal responsibility of every parent to make sure their child receives that education either by attendance at school or by education otherwise than at school. Where a parent decides to have their child registered at school, they have an additional legal duty to ensure that their child attends regularly. This means that their child must attend every day the school is open, except in a small number of authorised circumstances, such as being too ill to attend or being given permission for an absence in advance by the school. 

In line with our Mission Statement, St. Ethelbert’s RCP School is committed to supporting the attendance of our pupils and responds to difficulties and issues which might lead to non-attendance, so that each child is able to reach his/her full potential. The school has a positive and proactive approach towards attendance matters and encourages parents to take an active role in the schooling of their children. Through this whole school culture, we aspire to promote and improve levels of attendance and punctuality and reduce absenteeism.
In developing and implementing this policy, the school understands its obligations under the Equality Act 2010.
The school adheres to the legal requirements laid down by the DFE and:

· is open to all pupils for 380 sessions each school year

· maintains computerised attendance registers in accordance with regulations 

· accurately records and monitors all absenteeism and lateness

· clearly distinguishes between absence which is authorised and absence which is unauthorised according to criteria laid down by the DFE

· submits absence returns and publishes information relating to levels of attendance and absence in reports to governors

Responsibilities:

Mrs Messham, the Headteacher has overall responsibility for attendance and will:

· regularly communicate attendance information to parents through the school website, through letters, through parents’ evenings or through other media

· collect and make effective use of attendance data to monitor progress/trends and set targets for improvement – for individuals, classes, year groups and the whole school

· provide clear guidance to staff on the practice of registration and on such connected issues as the appropriate categorisation of absence (see Appendix 1)

· identify clear procedures to identify and follow up all absence and lateness (allocating individual staff roles and responsibilities) (see Appendix 1)

· make provision for first-day of absence contact in relation to pupils who are known to be poor attendees or who might otherwise be considered to be at risk (see Appendix 1)

· identify a range of both proactive and reactive strategies to promote attendance and address absenteeism, especially persistent  and severe absenteeism (see Appendix 2)

· provide for a clear and unambiguous hierarchy of sanctions(see Appendix 3)

· develop strategies which recognise and celebrate pupils’ attendance achievements

· set up effective networks for liaising with other involved agencies and services such as the Early Intervention Team (EIT)

· stress to parents the importance of continuity of learning, particularly in relation to family holidays during term-time 

· help create an ethos and culture which encourages good attendance, addressing school-based causes of poor attendance such as bullying, racism, an inappropriate curriculum, etc.
The Attendance Officer will:

· Support the overall strategic approach to attendance in school

· Support the Headteacher in developing a clear vision for improving attendance

· Monitor attendance and the impact of interventions

· Analyse attendance data and identify areas of intervention and improvement

· Communicate with pupils and parents with regard to attendance

· Follow up on incidents of persistent poor attendance

Staff will:

· take the attendance register at the start of the morning and afternoon sessions in accordance with appropriate guidance (see Appendix 1)

· inform the Office Staff of  any absentees, particularly those who are a cause for concern

· where reasons for pupil absence are unknown, to follow up reasons on their return to school and change the register code appropriately

The Office Staff will:

· take telephone messages from parents/carers on the first day of absence and record reasons for absence on the electronic register

· telephone / text parents to find out reasons for absence when no notification has been given, particularly with children who are a cause for concern

· notify the LA Early Intervention team if follow-up is required, following consultation with the Headteacher

· monitor registers to ensure guidelines are followed and entries are accurate

· produce electronic reports where appropriate 

· Maintain a ‘late gate’ list in order to monitor punctuality and to encourage parents to arrive at school on time

· Collect the names of absentees each morning; patterns will be analysed. 

· Work alongside the Headteacher in monitoring patterns of absence

· Where appropriate, visit homes to carry out follow-up visits where there are concerns; this will include absences above three days for all pupils, even when a reason for absence has been given

Governors will:

· review the Attendance Policy on an annual basis; they will monitor the implementation of the policy and all relevant procedures across school
· Have regard to ‘Keeping Children Safe in Education, 2023’ when making arrangements to safeguard and promote the welfare of children

· review attendance data, including trends and patterns at their termly Curriculum, Pupil Welfare and Community Committee meetings, acting upon any issues which arise

· ensure that attendance information is communicated to parents through the school website
Parents should:

· ensure that their children attend the school regularly, on time, properly dressed and in a fit condition to learn, as required by law 

· ensure that their child only misses school for reasons which are unavoidable or justified, such as illness or days of religious observance

· always notify the school as soon as possible - preferably on the first morning - of any absence
· not book family holidays during term-time; where this is unavoidable, parents should put their request in writing to the Headteacher, outlining the reasons for the absence

· talk to the school if they are concerned that their child may be reluctant to attend, so that problems can be dealt with at an early stage

Appendices below:

Appendix 1 – Registration Procedures

Appendix 2 – Requesting Leave of Absence

Appendix 3 – Strategies to Reduce Persistent & Severe Absence

Appendix 4 – Late Pick-Ups

This policy was reviewed by the governors of the Curriculum, Pupil Welfare & Community Committee at their meeting on 8th December 2022.
Policy Updated – October 2023

It will be reviewed by Governors at their inaugural Local Governing Board meeting in January 2024
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APPENDIX 1

REGISTRATION PROCEDURES

· The attendance register will be taken electronically at the beginning of the morning and afternoon sessions by the Class Teacher or by another adult if the Class Teacher is absent.

· If the electronic register is not available for any reason, teachers must request a class list from the office and take the register in written form, sending this to the office on completion.

· The register should be called within the first ten minutes of the morning and afternoon sessions. Any child arriving after the register has been closed but arriving within 30 minutes of the start time should be marked as ‘Late Present’ (L). Any child arriving after this time will be marked ‘Late Absent’ (U) – which will count as an unauthorised absence.
· Children’s names must be called out and children must answer to ensure the accuracy of the register.

· Teachers will use the appropriate codes as outlined below. 

· The register must be saved immediately so that the office manager can access the data in order to update codes in the light of any telephone messages etc. and, in the case of the mornings, complete the electronic dinner registers.
Registration Codes:

	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

	E
	Excluded (no alternative provision made)
	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

	D
	Dual registration (i.e. pupil attending other establishment)
	Not counted in possible attendances

	X
	Un-timetabled sessions for non-compulsory school-age pupils 
	Not counted in possible attendances

	Y
	Enforced and partial 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


· Where no reason for absence has been given, class teachers must make enquiries and change the ‘N’ code as appropriate on the child’s return to school.
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APPENDIX 2

REQUESTING LEAVE OF ABSENCE

Children need to be in school every day, so that they can make the best possible progress. However, the school understands that there may be circumstances under which a parent or carer may legitimately need to request leave of absence for their child.

In these circumstances, parents should put their request in writing to the Headteacher, giving as much detail and as much notice as possible.

Medical-Related Absence

Every effort should be made to arrange medical appointments outside of school hours. However, it is recognised that this isn’t always possible. An appointment card or verification from the GP, dentist or hospital should be brought into school, so that the absence can be authorised. Depending on the time of the appointment, the child should return to school to continue with their learning.

If a child is absent due to vomiting, then they must not return to school 48 hours after the last time they have been sick. This is to reduce the risk of infection to other children and adults in school. 
Holidays in Term-Time / Extended Leave
Since September 2013, the Headteacher is unable to grant any leave of absence during term time, unless there are exceptional circumstances. Parents will have to provide concrete evidence that their circumstances are exceptional. Affordability of holidays cannot and will not be accepted as a valid reason. It is important that parents inform school if they are going on holiday – as all absences of three days or longer will result in a house visit, parents should be truthful regarding holidays in term-time and not use ‘sickness’ as an excuse. Parents are responsible for checking the school’s holiday pattern on the website.
Penalty Notices

If a parent takes a child on an unauthorised holiday of five days or more during term time, then a penalty notice will be issued by the Local Authority; the penalty is currently £60 per child, per parent within 21 days or £120 within 28 days. Failure to pay may result in a prosecution through the courts.

Penalty notices will also be considered when a child has had 10 sessions (the equivalent of five days) – consecutive or otherwise- of unauthorised absence over the period of two consecutive half terms.
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APPENDIX 3

STRATEGIES TO REDUCE PERSISTENT & SEVERE ABSENCE

The following strategies will be used where a child’s attendance drops below expected levels over time. In the Autumn term, when a child has been in school for a shorter period of time, any absence can have a significant impact on the data. Therefore, it is important that a full picture of the child’s circumstances is gathered before implementing any of the strategies below. 

	PERCENTAGE ATTENDANCE
	POSSIBLE SCHOOL ACTION(S)

	100 %

100-96%
Outstanding
	· Certificates / names on Roll of Honour
· Praise on written report to parents

	95-91%
Cause for Concern
	· Pupils identified through analysis and further absence monitored

· Undertake pupil profile link absence to effect on attainment

· Class teacher to speak to parents, where appropriate

	90-86%

Serious Concern

N.B. At this point a pupil falls into the PA category
	· Pupils identified through analysis

· Letter to parents with registration certificate attached

· Undertake pupil profile link absence to effect on attainment
· If no improvement, parents invited into school to meet with the Headteacher to discuss possible barriers to good attendance

· Support provided

	Below 85%

Critical


	· Pupils identified through analysis 

· Letter to parents with registration certificate attached

· Parents invited into school to meet with the Headteacher to discuss possible barriers to good attendance

· Meeting with Trust Attendance Officer

· Early Help

· Support provided

· Parental contract

· Child in Need meetings

· Child Protection meetings (if a serious safeguarding issue)

· Other external support (e.g. Family Support; Social Care)


If appropriate, then penalty notices will be enforced, if all other measures have not secured an improvement.
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APPENDIX 4

LATE PICK UPS

Late collection of children at home time
Children must be collected promptly at their finishing time each day.  School understands that on occasions, incidents happen (e.g. traffic) which mean that a parent might be slightly late at home time. However, there are some parents who are persistently late, often only picking up their children well after the end of the school day.
If parents/carers know that they are unable to collect their child on time, they should arrange for another appropriate adult to collect their child, and inform the school beforehand. 

If a child is not collected on time they will be looked after by their teacher until their parent/carer arrives.  A daily record will be kept on our Inventry signing-in system of children who are collected late and the time when they are collected. 

 The following penalties will incur for parents/carers of children who are collected late on a persistent basis.

	Incident
	Penalty

	First occasion
	Warning issued by class teacher

	Second occasion
	Warning issued by Assistant/Deputy Headteacher

	Third occasion
	Warning letter issued by Headteacher

	Fourth occasion
	Charge incurred (see below)


Charges

Child care charges will be incurred on the fourth occasion, and any subsequent occasions, that a child is collected late.  

Ten minutes after their designated finishing time, parents/carers will be charged £1 for every minute they are late i.e. if a Y3 child is collected at 3:20pm a charge will be incurred of £10; at 3:45pm it will be £35.  If a child is collected after 4:10pm, the charge will be £60.   These charges are based on the cost to the school of providing unplanned childcare.  

If children are persistently left in the care of the school, we are under an obligation to report this to social services as evidence of neglect.

Late collection of children from Nursery (morning session only)

Children who attend St. Ethelbert’s RCP School Nursery for the morning session need to be collected promptly at 11:50am.  The charges above will also apply to Nursery children who are persistently collected late.   

The School Day:





The children are brought into class from the playground at 8.50am.





Morning Sessions:


Nursery: 8.50am-11.50am


Reception, Y1 & Y2 – 8.50am – 12.00pm


Y3, Y4, Y5 & Y6 – 8.50am-12.15pm





Afternoon Sessions:


Nursery: 12.00pm – 3.00pm (Full-time Nursery pupils have a lunch break from 11.30am-12.15pm)


Reception, Y1 & Y2 – 12.45pm-3.00pm


Y3, Y4, Y5 & Y6 – 1.00pm – 3.00pm



































What is expected of parents & carers?





Parents of children who arrive after the doors have closed, will be expected to electronically sign their children in at the office.


Parents will be required to contact the school office on 01204 333036 on the first day of the child’s absence, providing an explanation of the absence and an estimation of how long the absence will last.


Where a child is absent, and the parent has not contacted the school by the close of the morning register on the first day of absence, the office staff will contact the parent, initially by text. If the parents still does not make contact, then a telephone call will be made.


If the school still receives no response, then a home visit will be carried out.


If a child has been absent for three days, even when a reason has been given, a home visit will be carried out. Staff will ask to see the child but will not enter the property, unless invited in. This is to ensure that the child is safeguarded.


Where a child is a persistent absentee, arrangements will be made for parents to meet with the Headteacher and / or Trust Attendance Officer. Where appropriate, a parental contract will be signed and the child’s attendance monitored over a four week period. Where there is no improvement, a referral to Bolton’s Early Intervention Team will be made.


In the event of a child being absent for twenty consecutive school days, the school will follow the guidance from the Children Missing Education team. Reasonable enquiries will be made to establish the whereabouts of the child. If the absence meets the criteria laid down by the DfE, then the child will be removed from the school’s roll.
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