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Swinderby All Saints Church of England Primary School.
Attendance, Registration and Punctuality Policy

The aim of the school policy is: to ensure good attendance and punctuality to enable the children the best chances in life.
The staff and governors of Swinderby All Saints CE Primary School regard good attendance and punctuality as a high priority. We are committed to a whole school approach to attendance and punctuality. Swinderby All Saints CE Primary School regards education as paramount whilst being sympathetic and supportive to individual family circumstances. Our aim is to ensure that our school works in partnership with parents, our local community and the Local Authority to support and promote good attendance and punctuality.
 
In order to achieve these aims the school will:
· Offer a safe and supportive environment, which welcomes children regardless of race, gender 
or ability.
· Establish clear and effective procedures for administration.
· Foster a climate where the school community, teachers, parents/carers, governors and pupils 
value attendance and punctuality.
· Comply with legal requirements.
· Ensure any child presenting poor levels of attendance and punctuality are noted, monitored and appropriate action taken to ensure they are safeguarded. 
· Keep parents/carers informed about their child’s attendance through established procedures.
· Support governors in taking an active role in promoting good attendance.
· Work in partnerships with parents/carers, the Education Welfare Service, Social Care and 
other outside agencies.

Expectations
The school expects its pupils:
· To attend regularly and on time.
· To be prepared adequately for the school day.
· To comply with school policies and procedures.
 
The school expects its parents/carers:
· To encourage their children to attend school every day and on time.
· To contact the school every day of absence.
· To arrange holidays and medical appointments outside school hours.
· To meet with the Head teacher should you be considering booking a family holiday in term time.
· To regularly update emergency contact details.



Registration
The register is a legal document and as such can be used in a court of law (e.g. to establish a pupil’s attendance or absence at a particular time on a precise day.)
 
The registers are marked at the beginning of each session, morning and afternoon. Registers are marked in the first 10 minutes of the start of the school day. Registers are submitted to the office by 9.10 am.
 
School begins from 08.45am prompt. Class 4 and Class 3 start at 8.45am, Class 2 8.50am and Class 1 8.50am. The Green Gate closes at 9.10 am. School finishes at 3:20 for Class 3, 4, and 3.25pm for Class 1 and Class 2.

Pupils arriving after the start of the school day must enter the school via the main entrance at the front of the building where they will be met by a member of staff. They will record the pupil’s name, time of arrival and reason for lateness. It is vital that any pupil arriving late is signed in, in order to comply with Health and Safety procedures. Pupils arriving after 9:10 am will be marked with a late (L) mark.
 
The registers are closed at 9:25am. Any pupils arriving after this time will be regarded as absent for the full morning session even though they are present in school. In these cases, the Late Book must be signed. This will be coded as an unauthorised absence (U) in the register. We all have a responsibility to encourage punctuality. It is important that every child arrives in school on time as Literacy and Numeracy are taught at the beginning of the school day and are fundamental to a pupil’s educational needs.

Registration will be taken again at the beginning of the afternoon session, 1:00 pm.
 
Authorised Absence
Absence may be authorised for the following reasons:
· Sickness
· Religious Observance in accordance with Local Authority guidelines.
· Medical or dental appointments which cannot be arranged outside of school hours. Where possible parents/carers should try to arrange these appointments outside of school hours.
· Special circumstances (authorised by the Head teacher)
· Permanent or fixed term exclusions.
 
Unauthorised Absences
Absences may be recorded as unauthorised for the following reasons:
· From the 1st September 2013, the new law gave no entitlement to parents to take their child on holiday during term time. 
Any application for leave must only be in exceptional circumstances and the Head teacher must be satisfied that the circumstances are exceptional and warrant the granting of leave. The school expects parents to arrange a meeting with the Head teacher prior to booking a holiday. Following this meeting a written Fixed Penalty warning could be issued.  Parents can be fined by the Local Authority for taking their child on holiday during term time without consent from school. If the holiday is booked, and longer than 10 sessions (5 days) a Fixed Penalty Notice may be issued. 

· Truancy – a pupil is away from school without authority from the Head teacher. This includes parentally condoned absences.
· Late after registration is closed i.e. after 9:25am (unless the pupil or parent provides a legitimate reason or evidence for the absence)
· Any absence which the school has not been informed about, either by letter or telephone.
· Staying at home to look after a siblings or sick relatives.
· Going shopping, travelling to an airport to meet relatives or having haircut etc.
 
Patterns of Absence 
      First day of absence:
If a child is absent from school the parent/carer should contact the school on 01522 868287 or leave a message to the school telephone number. If a parent/carer does not inform the school a member of staff will ring the parental home to ascertain why the child is absent.

The school is aiming to achieve an attendance target of 95%. If a pupil’s attendance falls below 90% and a parent/carer fails to inform school there is a clear strategy of intervention in place- the school will take the following action:-
 
Escalation of Intervention
Every child in school will have their attendance data reported half termly.
If a pupil’s attendance falls below 95% (AMBER STAGE)
· A letter is sent home raising the concern as to the child’s attendance dipping
· The pupil’s percentage attendance will be monitored for the next half term.
 
If a pupil’s attendance falls below 90% (RED STAGE) 
· A letter will be sent home to the parents and they will be invited into school to discuss their child’s attendance with the Head teacher.
· A Fixed penalty notice warning will be given.
 
If a pupil’s attendance falls below 85% (Persistent Absentee)
· Parents will be invited into school to an Attendance Panel meeting with the Chair of Governors and Head teacher.
· An action plan will be set up.
· A school attendance contract and support plan will be incorporated and Penalty Notice will be discussed.
· Outside agencies may be involved.
· If there is no significant improvement in attendance over a 4 week period a fixed penalty notice will be served.
· Further absences may only be authorised if evidence is provided.

FIXED PENALTY NOTICES
In law, an offence occurs if a parent/carer fails to secure a child’s attendance at a school at which they are registered.  Penalty Notices supplement the existing sanctions currently available under Sec 444 of the Education Act 1996 or Sec 36 of The Children Act 1989, to enforce attendance at school where appropriate.
10 sessions (5 days) of unauthorised absence would warrant a penalty warning. If improvement is made no further action is taken. However, if there is no improvement after a period of 30 sessions (15 days), and the child has any further absence, then a penalty notice may be issued.
Penalty notices are £60 per child, to be paid within 21 days or £120 if paid between 21 and 28 days. 
 
There will be no restriction on the number of times a parent/carer may receive a formal warning of a possible issue of a Penalty Notice. 
The issuing of a Penalty Notice is considered appropriate in the following circumstances:
· The child has been absent from school for more than 10 unauthorised sessions in any term.
· The child/young person has been stopped during an attendance & exclusion sweep (accompanied or unaccompanied). 
· Failure to return a child to school following fixed-term exclusion.
· General poor school attendance. (Below 85%)
· Excessive delayed return from extended holidays without prior school agreement.
· Persistent late arrival at school after the register has closed.
· Failure to ensure attendance at any alternative educational provision.
· A parent fails to ensure that their child is not in a public place during the first five days of exclusion from school.
 
Procedure for Withdrawing Penalty Notice:
Once issued, a Penalty Notice will only be withdrawn in the following circumstances;
· The Penalty Notice was issued to the wrong person.
· The use of a Penalty Notice did not conform to the terms of this Code of Practice.
· When it becomes apparent that no offence has been committed.
· It contains a material error.
 
Payments of Penalty Notices
Arrangements for payments will be detailed on the Penalty Notice.
Payment of a Penalty Notice discharges the parent/carer of liability for the period in question and they cannot subsequently be prosecuted under other enforcement powers for the period covered by the Penalty Notice.
Payment of a Penalty Notice within 21 days is £60*.
Payment after this time, between 21 and 28 days, is £120*.

*figures correct at time of policy production.

The LA retains any revenue from Penalty Notices to cover enforcement costs (collection or prosecuting in the event of non-payment) not the school.
 
Non-Payment of Penalty Notices
Non-payment of a Penalty Notice may result in prosecution under the provisions of Sec 444 of the Education Act 1996.
 
Failure of a parent / carer to return a child from a Fixed-Term Exclusion.
If a parent/carer is given clear notice and an appointment time for the return of their child after a fixed-term exclusion and the child then accrues at least 10 sessions of absence, a Penalty Notice may be applied for, for failing to secure regular attendance. 
Fixed Penalty Notices
Regular and punctual attendance at school is both a legal requirement and essential for pupils to maximise their educational opportunities.

Guidance relating to holidays during term time.
· Parents do not have the right to take their children out of school during term time.  
· Each request for leave of absence is considered individually taking account of mitigating and 
extenuating circumstances. These are considered sensitively, on an individual basis by the Head teacher. If the parent is unhappy with the decision then the parent may approach the Chair of Governors to consider the absence. 
· Unauthorised holidays could lead to an automatic Penalty Notice being served.

 The School’s Approach to Promoting Good Attendance and Punctuality
· Half termly newsletters will be published containing class attendance. This will also be shown on the school website
· Every half term each child receives a letter to let parents/child know the child’s attendance levels.
· Attendance displays are clearly visible throughout the school and a list of school holidays is 
sent home at the start of every year and is also available on the school website all year round. The local authority requires the school to monitor attendance.
·  Rewards for children with excellent attendance or improved attendance may be given at the discretion of the Head teacher.
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