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This policy is to be used in conjunction with all other policies at St. John’s C. of E. Primary School and Nursery

Rationale

We expect all children on roll to attend every day, when the school is open, as long as they are fit and healthy enough to do so. We believe that the most important factor in promoting good attendance is development of positive attitudes towards school. We do all we can to encourage the children to attend, and to put in place appropriate procedures. 

At St. John’s we recognise the importance of good attendance at school to maximise the learning experience to ensure all children reach their potential. Although parents/carers have the legal responsibility for ensuring their child’s good attendance, all staff and Governors at our school work together with other professionals and agencies to ensure that all pupils are encouraged and supported to develop good attendance habits.

This policy has been written to help ensure that attendance for all children at St. John’s improves. It will therefore be reviewed regularly to monitor all attendance levels. It has been written to adhere to the relevant regulations and statutory guidance from the Department for Education, in addition to guidance from the Local Authority.

Aims and Objectives

Through this Policy we aim to:

· Improve pupils’ achievement by ensure high levels of attendance and punctuality.
· Achieve a minimum of 95% for all pupils, apart from those with chronic health issues.
· Create an ethos in which good attendance and punctuality are recognised as the norm and seen to be valued by the school.
· Raise awareness of parents/carers and pupils of the importance of uninterrupted attendance and punctuality at every stage of a child’s education.
· Ensure that our policy applies to Nursery and Reception aged children in order to
promote good habits at an early age.
· Work in partnership with pupils, parents, staff and the Education Welfare Service so that
all pupils realise their potential, unhindered by unnecessary absence.
· Promote a positive and welcoming atmosphere in which pupils feel safe, secure, and
valued, and encourage in pupils a sense of their own responsibility.
· Establish a pattern of monitoring attendance and ensure consistency in recognising
achievement and dealing with difficulties.
· Recognise the key role of all staff, but especially class teachers, in promoting good
attendance.

Roles and Responsibilities

Staff at St. John’s

· Ensure that this policy is followed.
· Teachers take a daily attendance register (twice a day at the beginning of the morning and afternoon) using RM integris by 9.15am in the morning and 1.25pm in the afternoon. 
· Promote good attendance with rewards such as 100% attendance certificates.
· Monitor class attendance including those who may have intended to be away (e.g. at the doctors or on holiday) as plans may have changed and check for regular absence patterns and persistent absences. 

· Work together with families, who have attendance causing concern, to ensure that children attend school, and identify problems that may be causing poor attendance.
· Report concerns of poor attendance and punctuality to attendance welfare staff or DSL if there are concerns in regards to the parents’ legal duty to ensure their child attends school and issue penalty notices or begin legal proceedings for parents that don’t ensure regular attendance.  

Parents/Carers

· Fulfil their legal duty by ensuring that children are brought to school on time every day unless they are ill, have a medical appointment or have an authorised reason for absence. 
· Inform school if their child cannot attend. This includes letting us know at the beginning of every day of the illness so that we can make sure that children that walk to school on their own are here safely after they have been ill. 
· Please speak with your child’s teacher or Mrs Cooper our welfare assistant if your child is anxious about attending school,. They are there to explore what support can be provided to help your child to attend school regularly.
· Work with school to support any strategies offered to remove barriers to attendance and avoid any consideration of further action.

Children

· Younger children will try to become more independent in getting themselves ready for school and arrive at school on time.
· Older children will need to get themselves ready for school in the morning and arrive at school on time.

School Procedures

· Recording attendance in the class register twice a day. There are two school sessions every day - morning and afternoon session.
· There are three marks of attendance that the class teacher can record in the morning and afternoon.

Teachers complete the register using one of three marks

	Attending and arrived on time
	/ \

	Late, but attending school. This counts as an attendance. 
	L – To be used by a teacher if a child arrives at school between 9am and 9.15am or 1.15pm and 1.20pm. 

	Not in class
	N – Not in class



Office staff will alter the N to an appropriate absence code once the reason for the absence has been investigated. Common codes include – 

· C for an authorised situation, for example late with a genuine reason 
· U for late arrival after 9.15am or 1.20pm. This is considered an unauthorised absence.
· M: Leave of absence for the purpose of attending a medical or dental appointment
· V: Attending an educational visit or trip
· P: Participating in a sporting activity
· O for other unauthorised absence
· H for an authorised holiday, this is still an absence but no penalty notice will be issued
· G for an unauthorised holiday when a penalty notice may be issued

The DfE have introduced some new attendance codes that have been made statutory from 19th August 2024 - Working together to improve school attendance 2024

Children missing from education

For children who do not arrive in school, and there is no explanation for their absence, school has a duty to carry out relevant searches to find out their whereabouts under the Children Missing in Education Policy and Keeping Children Safe in Education.

If concerns are raised, the school will advise the Local Authority of the child’s unauthorised attendance.

Monitoring and Reviewing

1. Punctuality

School starts at 9.00am for the morning session and 1.15pm for the afternoon session. The table below shows how attendance is recorded.

	Mark
	Morning
	Afternoon

	Pupil marked as present
	Any pupil that is in the classroom with their class teacher at 9.00 a.m.
	Any pupil that is in the classroom with their class teacher at 1.15 p.m.

	Pupil marked as late, but attending school. 
	Pupils that arrive before 9.15 a.m. 
	Pupils that have been out of school for all or part of the morning or arrive before 1.20 p.m but weren’t in class at 1.15pm. 

	Pupil marked as absent and unauthorised
	Pupils that arrive after 9.15am and do not have a letter or message from parents/carers explaining the late arrival that can be authorised by the headteacher. 
	Pupils that arrive after 1.20pm and do not have a letter or message from parents/carers explaining the late arrival that can be authorised by the headteacher.



In the morning the pupils’ side gate will be locked a couple of minutes after 9am. Once this gate is locked, any pupils that arrive late have to come through the main entrance of the school, where the adult bringing the child to school needs to sign the pupil in.

· When a child is persistently late (three or more times in the previous two weeks) the class teacher will discuss reasons and solutions with the child and parents/carers.
· If no improvement in punctuality is seen, the class teacher needs to inform school medical and welfare assistant and let them know what has taken place (meetings, rewards etc). The medical and welfare assistant will review punctuality patterns and decide the next steps for the parent/carers.
· If no improvement is achieved, the concern will be reported to the safeguarding lead or headteacher who will
· Discuss reasons and solutions with the family
· Consider reporting concerns to Local authority attendance welfare staff.

2. Attendance

· Monitoring attendance is initially the responsibility of the class teacher. 
· Class teachers are to review weekly registers to ensure that patterns of absence are noted. 
· When patterns of absence are noted, teachers are to discuss reasons and solutions with the child and parents or carers.

There are 190 days in a school year or 380 half days. 

Attendance Categories
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Actions steps for attendance not successfully achieving the expected level of 95% or above

1. Class teacher monitors attendance with support of welfare assistant.
2. If the attendance falls below 95% the class teacher, in the first instance, will share the attendance data and discuss reasons and solutions with the child and/or parents/carers. A record of this meeting and next steps agreed is to be kept on file. 
3. A letter may be sent home to parents sharing data, concerns, expectations and potential next steps to work positively together to improve attendance.
4. If attendance doesn’t improve, or drops again following short term improvement, the Welfare and Medical Assistant will review attendance patterns and decide if an attendance panel meeting with the parent/carer is required. Should this meeting take place attendance targets and support will be agreed.
5. If attendance continues to fall it will be considered a serious concern so the matter will be reported to the headteacher, or deputy headteacher.
6. If - 
a. The pupil’s overall attendance is below 90%
b. The pupil has had 10 sessions of unauthorised absence in the previous 10 school weeks
We will 
· Consider reporting concerns to the Local Authority or social services who may issue a penalty notice or begin legal procedures against parents for not ensuring regular attendance at school.

Requesting Exceptional Leave of Absence

In September 2013 the government introduced new regulations making it clear that Headteachers must not give approval for any leave of absence during term time, including holidays, unless there are exceptional circumstances.

Any requests for term time leave should be made on the request for leave of absence form in appendix 1 which is available from the school office and online, and handed in 2 school weeks before the first date of the requested absence whenever possible. You must have received written authorisation before your child can be absent from school.

Parent/carers may be issued with a penalty notice fine or prosecution should leave of 5 days or more be taken which is not authorised by the Headteacher, or where repeated incidents of leave in term time for less than 5 days occur or where the unauthorised absence contributes to wider poor attendance that meets the legal threshold. Absence deemed for the reason of unauthorised leave in term time will be marked in the register with the Attendance code G.  

You may be issued with a Penalty Notice should leave be taken which is not authorised. If unpaid this could lead to prosecution under section 444(1) of The Education Act 1996.

Where a child is absent with no reason provided and the Headteacher has grounds to believe that the child is on holiday the Headteacher may wish to challenge this absence and apply for a penalty notice to be issued. Please note that this process must not be used to address other forms of unauthorised absence from school. 

Penalty notice guidance

Escalation process
In line with the new Government guidance Derbyshire County Council’s new code of conduct states that the Local Authority will not issue more than two penalty notices within a 3 year period, consequently a third request will automatically result in consideration of a straight to court prosecution. 

A penalty notice is an out of court settlement which is intended to change behaviour without the need for criminal prosecution. If repeated penalty notices are being issued and they are not working to change behaviour they are unlikely to be most appropriate tool.


• The first penalty notice issued to a parent in respect of a particular pupil will be
charged at £160 if paid within 28 days. This will be reduced to £80 if paid within 21 days.
• A second penalty notice issued to the same parent in respect of the same pupil is
charged at a flat rate of £160 if paid within 28 days.
• A third penalty notice cannot be issued to the same parent in respect of the same
child within 3 years of the date of issue of the first. In a case where the national
threshold is met for a third time (or subsequent times) within those 3 years,
alternative action should be taken instead. This will often include considering
prosecution, but may include other tools such as one of the other attendance legal
interventions. 

Working together to improve school attendance 2024
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The Minister for Education has announced that from 1st September 2013 Schools, Academies and Free Schools can no longer grant leave of absence during term time unless there are explicit exceptional circumstances.
IMPORTANT: If a request for absence is declined please be advised that if the leave is taken and unauthorised any request for legal action will be dealt with under the National Framework for penalty notices – August 2024

I wish to apply for leave of absence from school to be granted to:

Name of child:  ……………………………………………………………………………………. Class:  …………………………….

Dates of proposed absence:  From:………………………..………	To:  …………………………………………..

Child’s address ……………………………………………………………………………………………………………………………..

Reason for Proposed Exceptional Circumstances:
	

	

	

	Please complete on rear or on separate paper if more space is needed.



Total days requested:  ………………………………………………………………..

Name of applicants	Name(s)  …………………………………………...........................	Date of Birth:  …………………
(Normally the parents/Carers)
Name ……………………………………………………………………….. 	Date of Birth:  …………………

Address if different from child:  ………………………………………………………………………………………………………………………….

Signature of Applicant -:  ……………………………  Signature of Applicant -:  ………………………………………..

If your child has any siblings at any other school that will also be absent on these days please provide the name of the sibling and the school here - 
…………………………………………………………………………………………………………………………………………………………….

Consequences for parents taking children on holiday in term time which are not authorised by the school MAY result in a Penalty Notice of £80 per parent per child, increasing to £160 if not paid within 28 days, being issued by the Local Authority. 
									
For School Use: - 	Date received ……………………………………………..    Attendance % ………………………..

Interview Offered to Parent/Carer		Yes/No		By ______	Date:	……………..………
Authorised?     					Yes/No		By ______	Date:	……………….…….
Penalty to be issued 				Yes/No		By ______	Date:	……………….…….
Parent informed by phone call			Yes/No		By ______	Date:    ………………………
Parent informed by letter			Yes/No		By ______	Date:	………………..……
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Attendance categories

95 t0100% - as expected

910 94% - at risk of persistent absence
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