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Portobello Primary School 
Policy & Guidelines for Attendance and Punctuality

June 2015

Introduction

· Excellent attendance and punctuality is important if children are to benefit from everything school has to offer. 

· There is a clear link between attendance, punctuality and achievement.

· We recognise that excellent attendance is not always a priority among some parents and we work, together  with a number of outside agencies, to try to alter attitudes where this is the case.

· Excellent attendance is important if children are to be encouraged to be valuable members of society. 

· There is a clear link between non-attendance and social exclusion; this can lead to involvement in crime. 

· This policy should be read in conjunction with guidelines on exclusion, behaviour, anti bullying and other documentation referring to social inclusion.

Aims

· To have a manageable whole school approach to attendance procedures.

· To promote excellent attendance and punctuality in order to ensure continuity of education and maximise children’s academic potential.

· To ensure that parents are aware of their responsibilities regarding attendance and to work with parents if difficulties arise.

· To work alongside other agencies, including Educational Welfare, if difficulties arise so that effective action can be put into place.

· To ensure children understand the importance of good attendance and punctuality by rewarding children who achieve it.

· To monitor attendance and punctuality effectively so difficulties are quickly highlighted.

· To make everyone aware of the detrimental effect of absences and lateness on the education of our children.

Inclusion

· We are committed to providing an inclusive school where all children have the opportunity to maximise their potential.
· Staff should respond appropriately to children’s diverse needs and be aware of the needs of children with differing: genders, special educational needs, disabilities and cultural ethnic and social backgrounds.

· Teachers are aware of the need to overcome potential barriers to learning and the importance of attendance and punctuality as an aspect of this.

· We are committed to the principle of equality of opportunity and this is reflected in the conduct of staff and pupils and how attendance and punctuality is managed within the school.

Absence

Absence is categorised as authorised or unauthorised.

Authorised Absence:

· Genuine illness – although, if the length, or pattern of illness is considered to be unreasonable, this will be followed up by the Headteacher. 

· Medical and dental appointments - where it is unavoidable that they take place in school time (appointment cards should always be seen). 
· Family Bereavements - for an agreed period of time.

· Days of religious observance - advance notice should be given in this case.

· Temporary exclusion - as a result of a specific action by the Headteacher.

· Permanent exclusion - while the appeal process is ongoing.

· Attendance at a Pupil Referral Unit - where attendance is dual registered.

· Late arrival before registers close (indicated by an L on the register).

· Late arrival after registers close (indicated by a U on the register).
Unauthorised Absence:

· Unexplained absences - the School Business Manager sends a letter to the parents/carers, in the first instance, if no explanation is provided.

· Truanting - Staying off school for haircuts, purchase of party clothes, shoes etc

· Holidays in Term Time (HITT) without authorisation 
Procedures for Teachers

· Electronic Registers must be taken at 8.55am and 1:10pm.

· The list of attendance codes (Appendix 1) must be strictly adhered to.

· All children should be marked either present or absent.

· Registers close at 9.15am and at 1:15pm.

Absences

· All notes explaining absences should be recorded electronically on the individual pupils file. 

· Notes explaining absence should be placed in the plastic pocket and the electronic absence report filled in appropriately.

· Verbal explanations should also be on the absence report as appropriate.

· No explanations - at the end of the week the School Business Manager will ensure that a letter (containing an explanation slip for return) is sent, by first class post, to parents.  If the explanation slip is not returned and there is still no explanation, the absence should be marked unauthorised.

Concerns about Absence and lateness
The Headteacher, School Business Manager and Attendance Link Governor meet half termly to monitor attendance. A printout of attendance of 93% and below is scrutinised and acted upon.

From September 2015 it is expected that the Government will set a new rate of below 90% as the persistent absentee level.  Portobello Primary School will follow a staged response for any pupil whose attendance falls below 93% to prevent pupils falling into this category.

Procedures for Dealing with Absence and Lateness

· On the first day of absence parents must inform the school of the reason for their child’s absence.

· This reason must be recorded on SIMS.

· If no message is received, a member of the admin team will telephone the parents/carers from 9:20am onwards and record explanations on SIMS.

· If no response is forthcoming this should be recorded on SIMS.

· Where a pupil’s attendance is of concern, absence will only be authorised with medical evidence; this may take the form of an appointment card, viewing prescribed medication etc. 

· The late book will be used to record the names of all children who are late and who must report to the school office.

· Trends in absences are scrutinised by the Head Teacher, School Business Manager and Attendance Link Governor half termly.  Where a specific pupil’s attendance is of concern this will be more frequent.
Staged Response – see parents / carers flow chart in Appendix 2
· Persistent lateness is monitored by the School Business Manager and discussed with the Head Teacher at the weekly meeting Senior Management Meeting.

· Half termly checks will be made to ascertain any children whose attendance is below 90% (93% in September 2015). In this case the following procedures are followed:
1. Letter from school advising that attendance has fallen below satisfactory level and offering support
2. Monitor for two weeks 
3. Invitation into school to discuss issues and arrange CAF where appropriate 
4. Monitor for two weeks 
5. Visit to home by Headteacher and Governor Attendance Link 
6. Monitor for one week 
7. Formal Governors’ Attendance Working Party meeting in school 

8. Monitor for one week
9. Formal proceedings: referral to Local Authority for Legal Intervention
10. LEGAL INTERVENTION – HOME VISIT BY LA WHICH MAY RESULT IN PACE (POLICE AND CRIMINAL EVIDENCE) INTERVIEW 

Attendance Rewards

· Every child that has 100% attendance for a whole term receives a certificate at the end of term or the beginning of the next term.

· Every child that has 100% attendance for the whole school year receives a certificate and a reward on the last day of the summer term.

· The class with the best attendance each week receives the attendance certificate in Friday morning’s assembly and has additional reward e.g. looking after school pets / additional time on play rota.

· The class with the best attendance over a whole term receives a reward e.g. visit to the local cinema, football ground, bowling etc.

· Portobello Primary will participate in attendance promotion initiatives e.g. Hays Travel scheme

Holidays during Term Time

· Parents may only apply for holiday during term time in exceptional circumstances. 
· Each application is assessed on individual circumstance taking into consideration the educational needs of the child, their attendance record and the needs of the family
· If the holiday is taken without written permission the absence is unauthorised and parents / carers may be given a Penalty Notice through the Local Authority. This may result in a warning, fine or court appearance. 
Parents and Carers
Attendance is mentioned in every weekly newsletter to parents. Posters showing the effects of attendance and lateness are on display throughout the school.

Penalty Notices 
If a child is taken out of school without the Head Teacher’s authorisation, it will be recorded as unauthorised absence. This may lead to the issuing of a penalty notice and legal action being taken. 
Section 23(1) Anti-Social Behaviour Act 2007: 
Penalty notices may be issued to the parent of pupils who have unauthorised absence from school. The amount of the penalty is £60. If this is not paid within 21 days the amount rises to £120. If not paid within 28 days the Local Authority will prosecute under section 444(1) unless it comes to our attention that the penalty notice had been issued in error. 
Section 444(1) Education Act 1996: 
“If you are the parent of a child of compulsory school age who fails to attend school regularly, you are guilty of an offence.” 

The court can fine each parent up to £1,000 per child, order payment of the prosecution costs and/or make a Parenting Order. Please note that penalties and prosecutions are in respect of each parent for each child. 

These prosecutions are criminal proceedings and could result in you having a criminal record.
Role of Governors

Governors determine, support and review school policies. They support the aims of this policy by making resources available wherever possible. They receive termly reports concerning attendance, which they use for monitoring purposes. Governors meet with parents/carers at Governors’ Attendance Working Parties. 
Evaluation and Review

Next review: June 2016
Appendix 1 – Register Codes
	Code
	School Meaning
	Statistical Meaning
	Physical Meaning

	/
	Present (AM)
	Present
	In for whole session

	\
	Present (PM)
	Present
	In for whole session

	@
	Do not use
	Unauthorised Absence
	Late for session

	B
	Educated off site (not Dual reg)
	Approved Educational Activity
	Out for whole session

	C
	Other authorised circumstances
	Authorised Absence
	Out for whole session

	D
	Dual Registration
	Approved Educational Activity
	Out for whole session

	E
	Excluded (No alternative provision made)
	Authorised Absence
	Out for whole session

	F
	Extended family holiday (agreed)
	Authorised Absence
	Out for whole session

	G
	Family Holiday (not agreed or days in excess)
	Unauthorised Absence
	Out for whole session

	H
	Annual family holiday (agreed)
	Authorised Absence
	Out for whole session

	I
	Illness (not medical/dental appointments)
	Authorised Absence
	Out for whole session

	J
	Interview
	Approved Educational Activity
	Out for whole session

	L
	Late (before reg closed)
	Present
	Late for session

	M
	Medical/Dental
	Authorised Absence
	Out for whole session

	N
	No reason yet provided for absence
	Unauthorised Absence
	Out for whole session

	O
	Unauthorised Abs (not covered by any other code)
	Unauthorised Absence
	Out for whole session

	P
	Approved sporting activity
	Approved Educational Activity
	Out for whole session

	R
	Religious observance
	Authorised Absence
	Out for whole session

	S
	Study leave
	Authorised Absence
	Out for whole session

	T
	Traveller absence
	Authorised Absence
	Out for whole session

	U 
	Late (after registers closed)
	Unauthorised Absence
	Late for session

	V
	Educational visit or trip
	Approved Educational Activity
	Out for whole session

	W
	Work experience
	Approved Educational Activity
	Out for whole session

	X
	Non-compulsory school age absence
	Attendance not required
	Out for whole session

	Y
	Enforced closure
	Attendance not required
	Out for whole session

	Z
	Pupil not on roll
	Attendance not required
	Out for whole session

	-
	All should attend / No mark recorded
	No mark
	No mark for session

	#
	School closed to pupils & staff
	Attendance not required
	Out for whole session
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Attendance improves 





No improvement 


Formal Governor meeting 





1 week monitoring








2 weeks monitoring








School meeting and CAF plan agreed





Attendance improves above 92%





Attendance stays below 92%





2 weeks monitoring





1 week monitoring











No improvement 


Referral to Local Authority for Legal Intervention  





Attendance improves 





No Improvement 


Home visit by Headteacher and link Governor 





Attendance falls below 92%





Letter to advise parents and offer support 





Attendance above 92%
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