Chapel-en-le-Frith C of E VC Primary School

Attendance Policy and Incentive Scheme

Introduction:  

The staff and Governors of Chapel-en-le-Frith C of E VC Primary School are committed to providing the finest education possible.  We believe that means enabling every pupil to learn to use their basic skills as well as to promote achievement in a wide range of other subjects.  This takes place in a school where everyone believes in the importance of taking an increasing degree of responsibility for ones behaviour and learning. 

Good attendance is essential if pupils are to take full advantage of all aspects of school life, acquire the skills they need and develop good habits.
The school has a collective commitment to ensure it provides an inclusive education for all pupils.  In order to benefit from this education pupils need to attend school regularly and punctually.  It is recognised that there are many reasons for poor attendance and this attendance policy outlines the strategies adopted by the school to encourage all children to attend school on a regular basis.  There is a clear correlation between regular attendance and achievement.  As attendance deteriorates, so will performance and achievement, further poor attendance can lead to social exclusion and, in some cases, to anti-social behaviour and crime.
Our Aims
· To encourage children to maintain high attendance and punctuality at all times

· To encourage parents to support their children in achieving 100% attendance
· Implement a whole school incentive scheme 

· Improve the attendance of those pupils whose attendance figures fall below the school/local authority guidelines 

School Attendance Policy  

Attending school is vitally important for all children to take advantage of the educational opportunities offered to them at Chapel-en-le-Frith C of E VC Primary School.  It is the legal duty of every parent to ensure that their children receive an education by attending regularly and punctually.  Parents/carers are at risk of prosecution under Section 444 of the Education Act 1996 if they fail in their duty to ensure regular attendance.

Key Commitments


In order to achieve the best attendance by pupils, the school will: 

	• 
	Set targets for the improvement of attendance, reviewed annually. The school is judged in Ofsted Inspections on its authorised/unauthorised attendance statistics.

	•
	LA will support the school in setting our targets for improvement.

	• 
	LA will support schools in the development of policies and procedures to secure agreed levels of attendance by their pupils.

	• 
	LA will support us and identified pupils whose attendance gives cause for concern.

	• 
	LA will support parent/carers through the individual casework undertaken by the ESO (Educational Social Officer) and other agencies.

	• 
	LA will prioritise the attendance of Looked After Children, accepting their role as corporate parents.

	
	

	• 
	LA will provide appropriate resources.


	• 
	Establishing good working relationships with the parents/carers of all pupils in order to encourage them to have positive attitudes to education and to support us by ensuring that their children attend regularly.  Having a clear policy about attendance and punctuality that is understood by pupils, their parents/carers and by the staff.

	•
	Celebrating good attendance annually.

	• 
	Having robust internal procedures to monitor the attendance and punctuality of individual pupils in order to identify those who may have difficulties.

	• 
	Involving the ESO and other relevant staff at the earliest possible stage with pupils who have difficulties to ensure that sufficient support/challenge is available to enable the interventions to be effectively managed.

	• 
	Providing such information about attendance and punctuality to the Governing Body, County Council and Ofsted that is necessary for the monitoring and evaluation of performance and the effective use of specifically allocated resources.

	• 
	Continuing to develop the curriculum and teaching that ensures we engage pupils positively in their learning experiences.


Home/School Partnership
Chapel-en-le-Frith C of E VC Primary School believes that there should be close partnership between the parents/carers and school.  The Headteacher and staff will encourage open and honest dialogue with parents/carers, and follow up concerns.  It is the parent’s responsibility to inform school by telephone as soon as possible on the first day of absence.  If a reason has not been given, a letter, written by the parent/carer stating the reason for absence, should be sent on the first day the child returns to school.  Absences may be authorised or unauthorised.  Only school can approve absence.
Early Years
Nursery

Nursery children are below statutory school age and therefore many of the attendance regulations do not apply.  However the Nursery maintains a waiting list of children requiring places and in the event of a child not attending regularly for inappropriate reasons, the Headteacher will consider withdrawing the place to provide an opportunity for a child on the waiting list.

Reception Class

Although many children are below statutory school age when starting school, good attendance is expected on the same basis as after five years old. 
Please note that if the school admits a child to a Reception class before the normal Derbyshire admission date, then the parents will have the option of the child having a part-time place until the normal Derbyshire date is passed.  The attendance statistics would be based on either the part-time or full-time place.
Reporting Absences

It is parent’s responsibility to inform schools of the reason for a child's absence as soon as possible.  If the school is not informed of the reason for the absence then it will be classed as unauthorised.  The school will remind parents who do not provide a reason for absence.  Any unauthorised absence is serious and could provoke a ‘fixed penalty notice’ from the Local Authority - £100 per parent per child for taking their children out of school without permission.
The Headteacher will not authorise any holiday absence if there are outstanding unauthorised absences, due to a parental explanation not being provided to the school. Parents providing explanations for absence that cannot be authorised by the school for example ‘shopping for new shoes’ will adversely effect the point scoring system and could risk a ‘fixed penalty notice’  - £100 per parent per child for taking their children out of school without permission.
At Chapel-en-le-Frith C of E VC Primary School parents are expected to contact the school office on the first day of absence giving as much information as is available at that time. If the absence is prolonged, interim information would be appreciated, so that the school can help with homework or other necessary arrangements.

On their return to school children should bring a letter from their parents confirming the reason for their absence and giving any other appropriate information, unless a telephone call has previously been made to school during the absence.
· In the event of no contact being made by telephone or letter regarding a child's absence the parents will be contacted by the school office by lunchtime on the first day of absence unless concerns have been previously raised.
· If the absence continues or general attendance falls below 90%, a first letter will be sent by the school Appendix 1
· If absence continues or general attendance falls below 85% then a letter will be sent requesting a meeting between the school and the parent/carer Appendix 2
· If the school continues to be concerned regarding attendance the assistance of the ESO will be enlisted.

· The School has a named Education Social Worker (ESW) whose role it is to provide advice and support on attendance and welfare matters.

If however the school is informed of reasons for the absence that can be authorised by the school then the above letter and meeting system will not be used.

Registration

Under Regulation 3 of the Pupils' Registration Regulations 1956, all schools must keep an attendance register on which, at the beginning of each morning and afternoon session, pupils are marked present or absent.  The 1991 Regulations also state that registers must state whether an absence is authorised or unauthorised.

The session times for Chapel-en-le-Frith C of E VC Primary School are:

	
	Nursery
	Reception  / KS1
	KS2

	Morning session
	9.00am – 12.00am
	9.00am
	9.00am

	Afternoon session
	12.15pm – 3.15pm
	3.15pm
	3.20pm


The register is closed ten minutes after the start of the morning and afternoon school sessions.

(The school can provide fuller details of the registration practice).
Authorised/Unauthorised Absence

Only the school, within the context of the law, can approve absence, not parents. (Section 199 of the Education Act 1993).

The question of authorised and unauthorised absence is a fairly recent issue and to help parents distinguish between the two the following guidelines are included.  If after reading these guidelines you are still in doubt please contact the Headteacher.
Authorised Absences

a. Illness, Medical and Dental Appointments - If the school is satisfied that a pupil of compulsory school age is prevented from attending school by reason of illness then the absence will be treated as authorised.  Leave for medical or dental appointments may be given (i.e. the absence may be authorised) where confirmation has been received from the parents (either in person, in writing or by a telephone call) or on production of an appointments card.  A book is maintained by the School Office for the purpose of recording pupils leaving or returning to the site during the school day.








b. Lateness - The school policy is to encourage punctuality and to actively discourage lateness as it can seriously disrupt lessons and adversely affect the child’s progress.  If a child is late and misses registration, a late mark will be recorded (this is classed as an unauthorised absence). Obviously the school will be sympathetic if this is for a good reason.  If however a pattern of lateness starts to emerge, parents will be invited to discuss the matter with the class teacher/Headteacher in order to reach a satisfactory solution.  Late is ten minutes after the start of the morning and afternoon school sessions.  
c. Special Occasions - It is for schools to determine whether an absence in this category should be authorised or not: much will depend on the circumstances of the particular case.  Generally the rule should be that only truly exceptional occasions should be sanctioned through authorised absence after discussion with the Headteacher. 





d. Family Bereavements - The death of a family member can be a particularly traumatic event in any young person's life.  Schools have discretion to authorise absence to attend funerals or associated events and any request would be dealt with sympathetically.

e. Family Holidays - Under regulation 12 of the Education (Schools and Further Education) Regulations 1981, there is a discretionary power for leave to be granted for the purpose of any annual family holiday during term time.  Only in exceptional circumstances may the amount of leave granted exceed (in total) more than ten school days.
· Requests for leave of absence for up to ten school days should be made on a Holiday Request Form copies of which can be obtained from the School Office. Appendix 3

· Applications for leave of absence will only be considered a maximum of 3 weeks prior to the first day of absence and with not less than 2 weeks notice being given. This is so that the point scoring system is on an equal and fair basis.

· The Local Authority now operates a points scoring system which scores aspects of the child’s attendance. Appendix 4
· The Headteacher can only authorise a maximum of ten school days holiday per academic year but can put in details of any mitigation/aggravation if parents request more.

· In each academic year any holiday requests which total more than 10 days (whether this is in one request or more) will result in the holiday request exceeding the 10 day limit being denied.  If the holiday is still taken it will be recorded as unauthorised which in turn may result in a fixed penalty fine.  

· Holiday requests for the month of September are unlikely to be authorised unless a pupil’s attendance has been above 94.9% in the previous academic year.  Requests for holidays in September must be submitted during the last week of the Summer term 6.  Failure to return to school at the start of Autumn term 1, due to being on holiday, will result in the holiday being recorded as unauthorised, which may result in a fixed penalty fine.

· Each case will be judged on an individual basis and the parents may be issued with a ‘fixed penalty notice’ from the LA - £100 per parent per child for taking their children out of school without permission. (i.e. unauthorised holiday requests and taking children out of school without permission).


f. Days of Religious Observance - Absence of a pupil for participation in a day set aside exclusively for religious observation by the religious body to which the parents belong is classified as authorised absence.  It would be helpful if the school could be given advance notice of religious observance days.
g. Excluded pupils
Unauthorised Absence (Examples only)
· Looking after the home, brothers and sisters

· Shopping during School hours

· Birthdays

Attendance Incentive Scheme 
· Pupils to be greeted each morning during registration period by a member of staff. 
· Classes achieving 100% attendance for the week receive a certificate in Monday’s assembly.
· Pupils who have achieved 100% attendance throughout the year are presented with a special certificate. Awards for good attendance will also be made to individual children at regular periods throughout the year.
· The school office will monitor the registers daily to ensure that attendance and punctuality issues are dealt with promptly.
Appendix 1 – Letter 1 

· Attendance below 90% without good explanation
· No parental explanation for an absence
· Pattern of poor attendance emerging – e.g. every Friday off

· Lateness x 5 in a four week / monthly  monitoring period

Dear

The school office carries out regular analysis of all attendance and informs me if there are any concerns compared to what the school would expect your child’s attendance to be.

The following concerns have been brought to my attention: (Please delete as necessary)
· We have not received an explanation for your child’s absence on ……..

· Your child’s attendance has dropped below 90% and we would urge you to try and improve it or provide an explanation that the school can authorise

· A pattern of absence has been noted .. ………..

· Your child has been late for school twice or more in the last two week monitoring period

I am sure that you understand the importance of your child attending school regularly and on time.  If they are not at school, or miss important parts of lessons due to lateness, this will affect their progress and achievement.

I would be grateful if you could try to improve the situation.  If the school can be of any help or you would like to discuss the reasons for the absence please do not hesitate to contact the class teacher or telephone me.

If there is a good explanation for the situation that the school has been informed about – please ignore this letter.

I am sure that we will continue to work together to ensure that your child has the best possible education that they can.

Please do not hesitate to contact should you wish more information or wish to discuss anything further.

Yours sincerely

Headteacher. 
Appendix 2 – Letter 2 
Please note letter 1 must have been sent first
· No improvement/attendance below 85% without good explanation

· No parental explanation for further absences in any further four week monthly monitoring period

· No improvement / pattern of poor attendance continuing – e.g. every Friday off 2 in any further four week / monthly monitoring period
· Lateness x 5 in any further four week / monthly monitoring period

Dear

I wrote to on …..                with concerns about your child’s attendance.  I am sorry to say that the school has seen little or no improvement and I feel that it is now necessary for you to make an appointment to see me.  
At that meeting we can discuss any problems that you might be experiencing and see if the school is able to offer any support.  It is in everyone’s interest for your child to be attending school regularly and on time.

If I do not hear from you in the near future, then I will have no option but to refer your case to the EWO Service.  (Education Social Worker)
            I look forward to hearing from you so that we can discuss the situation and agree a plan for improvement.
Yours sincerely

Headteacher

Appendix 3 – copy of school holiday form
Chapel-en-le-Frith C of E VC Primary School

Family Holiday Request

Please note that there is no automatic right for pupils to be granted authorised absences for family holidays.  Chapel-en-le-Frith C of E VC Primary School considers every request for holiday leave in relation to the individual pupil’s attendance and educational attainment.

	Name of Pupil


	Date of Birth………………………

Class  ……………….….....

	Address…………………………………………………………………………………

…………………………………………………………………………………………...

…………………………………………………………………………………………...



	Holiday requested from date:……………………… to date………………………..

                                                                                                             (inclusive)

      

	Reason for term time holiday request... …………………………………………….

…………………………………………………………………………………………...

…………………………………………………………………………………………...

	Name of Parent /Carer



	Signature


	Date


Holiday absences which have not been agreed will be marked as unauthorised absences; these may be referred to the Local Authority for consideration of a Penalty Notice or other action.










_____________
For School Use:

Attendance %…………..

Previous Holiday Leave this Academic Year
Yes/No*

                                                                            No. of days……..

Arrange to meet with parent/carer


Yes/No*

*Delete as appropriate









                                                                      See notes overleaf

LEAVE OF ABSENCE

Guidance for Parents

Applications for leave of absence will only be considered a maximum of three weeks prior to the first day of absence.  

A minimum of two weeks notice for any leave of absence is required.
Only the school can give permission for leave of absence and then only for the following activities providing that the activity:

· cannot take place out of school hours

· will not jeopardise the child’s education

· is essential for the child’s general welfare

ANNUAL FAMILY HOLIDAYS – maximum ten school days in any one academic year only if the holiday cannot be taken in the school holidays.  No parent can demand leave of absence for a holiday as a right. 

Please note:

If the number of days holiday requested exceeds the DfE limit of 10 days in an academic year none of the requested holiday will be authorised. 
EXTENDED VISIT OVERSEAS FOR FAMILY REASONS i.e. to visit relatives.

Maximum one term, providing arrangements including the expected return date have been made with school in advance.

exceptional family reasons/special reasons e.g. visiting relatives in hospital, funeral of a close family member, brother or sister’s graduation etc.

PARTICIPATION IN AN APPROVED PUBLIC PERFORMANCE

DAYS OF RELIGIOUS OBSERVATION – maximum of three days.
* Please note that leave of absence will not be granted for:

· Shopping trips

· Minding the house or looking after brothers or sisters

· Birthday treats

· Statutory Tests

Every case will be judged on an individual basis taking into account attendance and punctuality levels.  Please be aware, parents who take their children out of school without the school’s permission are likely to incur a ‘fixed penalty notice’ from the LEA.  £100 per parent per child.

Appendix 4 – copies of the Local Authority Point Scoring Holiday System
	Holiday Authorisation Calculation Chart

	Name of Pupil ……………………………..………………….……..….....    Class…………….……..

Holiday requested from …………..….….. to ……...…………    Number of school days …...........

Number of school days authorised holiday already agreed (H) this academic year ......…...…….

Please note:

If the number of days of authorised holiday already agreed plus the number of days requested exceeds the DfE limit of 10 days in an academic year none of the requested holiday should be authorised.

The merits of each individual request should be evaluated by providing answers to ALL the following questions and scoring accordingly.

Holiday that falls during exam periods will not be authorised.



	
	Points Score
	Points 

	When is the holiday planned for?
	Other than September = 1

September = 3
	

	As defined by Ofsted the pupil’s attendance level is?

(Up until the end of Autumn 2 use the attendance level from the previous academic year.)
	High = 1

Above Average = 2

Average = 3

Low = 4
	

	How long before a SATs assessment or other examination is the holiday?
	More than 16 weeks = 1

More than 8 weeks & up to16 weeks = 2

More than 4 weeks & up to 8 weeks = 3

Less than 4 weeks = 4
	

	How many days holiday have already been authorised in the current academic year?
	         1 day = 1

2 to 4 days = 2

5 to 7 days = 3

8 or 9 days = 4
	

	Subtotal
	

	Any mitigating or aggravating circumstances which indicate that a holiday should be authorised or should not be authorised contrary to the score indicated above e.g.  Religious and cultural considerations, crucial curriculum modules, low attendance or term time holiday taken in the previous academic year. 
	Subtract or add 2 points.
	

	Details of mitigation/aggravation …



	Where the total is 6 or more term time holiday should NOT be authorised.  Total
	

	If the Education Welfare Service has current involvement with a pupil please contact your Education Welfare Officer before authorising term time holiday.
DELETE WHERE APPROPRIATE:-      REQUEST APPROVED /  REQUEST DENIED



	Completed by …….……………………………………………         Date …………………………


Pupil attendance: Grade indicators taken from Ofsted “Inspecting attendance: guidance January 2011, No. 090191”

	Attendance grade indicator
	Primary schools (including middle deemed primary)
	Secondary schools (including middle deemed secondary, academies and so on
	Holiday Authorisation Calculation Chart

	High
	Equal to and above 95.7%
	Equal to and above 93.9%
	1

	Above average
	94.9% - 95.6%
	92.9% – 93.8%
	2

	Average
	94% - 94.8%
	91.8% - 92.8%
	3

	Low
	Below 94%
	Below 91.8%
	4


Agreed:
2 October 2006

Reviewed:
27 June 2011


Review:
Term 6  2014  
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