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ATTENDANCE POLICY AND PROCEDURE

Equality statement

The Gowvernors and staff are committed to providing the full range of opportunities
for all students regardless of gender, disability, ethnicity, social, cultural .or
religious hockground and to take pull advantage of the educational opportunities
owvailable to them. AUl students hawve .access to the .curriculum and the right to a

learning erwironment which dispels ignorance, prejudice .or stereotyping. School .aims
to encourage students to .achieve excellent levels of attendance and punctuality.

Crucial to owur merawzmentoﬁ&tamdaxd&inzdm@nandwingaﬂpupu&m
MM;pdanii&mnw&WungMke}oquwﬁzdwudmdothwmugh

Gownerrument research shows that missing .out on lessons leaves children yvulnerable
to falling hehind .and studies show that children with poor attendance tend to
achieve less in hoth primary .and secondary school.

Local authorities and .all schools have legal powers to use parenting .contracts,
parenting orders and penalty notices to address poor attendance .and hehawviowr in
school. Ln addition to wsing these powers, local .authorities .and schools can
develop other practices to improve attendance.

Local .authorities, the police, school gonverning hodies, school head teachers (and
staff outhorised by the head) .and teachers-in-charge .of pupil referral units are
required by law to hawve regard to the relevant parts .of this guidance when carriying
out their functions in relation to parenting contracts, parenting .orders and penalty
notices.

This extroct relates to .and replaces previous guidance on Ensuring Childrenis Right
Lo Education, .and statutory guidance .on Education-related parenting .contracts,
parenting .orders .and penalty notices published in September 2007.

The gowverrunent expects:

Schools and local .authorities to:

. Promote good attendance .and reduce absence, incuding persistent .obsence

. Ensure every pupil has access to full-time education to which they .are entitled
. Act early to address patterns of ahsence



Parents to perform their legal .duty by ensuring their children .of co riy Acho.ol
oge who are registered at school .attend regularly

AUl pupils to be punctual to their lessons

Right | R ibiliki
Parents are responsible for ensuring that their .child attends school regularly .and
punctually, properly dressed .and equipped .and in .a fit condition to learn.

School will work closely with Parents/Carers if attendance and/or punctuality become

Q. cause for conceri.

Porsistent Al toci (PA)
From Septemhber 2015 the government set the persistent ahsence (PA) thueshold .at 10%
of a pupils possible attendance. This means that .any student who has 0% .absence
or ahove (90% attendance .or helow) Jaoll into this category. The gonvernment .do not
distinguish between ahsence that is authorised .or unauthorised.

Schools are judged on the number of PA pupils they have in school and .are
expected to irwestigate, support and challenge .absence that is .approaching or meets
the .abowve threshold.

If a student is ahsent for 3 consecutive days and no message has heen received,
then o home wvisit is done by the Educational Welfare officer or the Pastoral Support
Manager.

For each student we expect .a .minimum attendance level of 96% to enahble him .or her
to reach maximum academic achievement. Pupils falling helow 96% will follow the
pathw.oy outlined .ahowve, up to and including .a fixed penalty .notice.

The school day
The school opens to pupils at 08:45
The morning register is recorded at 08:50 (and ‘soved ASAP after this time).

Pupu/s entering /s,cho,oloﬂzr 08:50 .are recorded as late ‘L’ ,on,Ulz,rzg,bs,ter. Th@g must
now enter Woughﬂw&chﬂobsxzcepbbnmmﬁignmmthz}rontdeﬁh Pu,p,i,bs
xnuﬁixzoox,dthzﬁmzﬂmgnnbvzan,dthzanw}u&thzgmzm}a

The registers close at 9:30. Students arriving u,afte,r this time without .a yvalid reason

will be recorded as ‘U, this is counted as .an unauthorised .absence even though the
pupll is in school.



If a pupil arrives late due to attending a medical .appointment, they imust provide
evidence .of the .appointment to the r. lon staff in the form of an appointment card
or hospital letter in .order for the register to he marked .appropriately.

The afternoon register is recorded .at 1:00pm

School operates a first doy response system; this means parents .are expected to
contact school on the first day of any absence to explain why their child is not in
school by phone or e~mail.

Unexplained absences will bhe followed up with a text .or a phone call from pastoral
staff.
For safeguarding reasons school will .attempt to contact parents until we receive a

response, this may .oalso irwolve a home visit to ascertain the reason for the
absence.

Medical int !
Only wrgent or wnavoidable medical .appointments should be made .during school
time .and pupils should return to school s soon os possible after the appointment.
Rowtine dental checks .or medical appointments should be made .outside school time
whenever possible. Parents must provide evidence .of appointments in the form of
medical .appointment cards or letters.

Medical Faid

When pupils have a high incidence .of ahsence, parents may he requested to provide
medical evidence to support the absence. If medical evidence has heen requested and
that evidence has not bheen provided by the parent, the .absence will he unauthorised
by school.

Acceptable medical evidence can he:

o Sight .of prescription medicine .or prescription .counterpart (copy on right of
prescription)

o Signed .and dated medical appointment card

o A copy of an Orthodontists or hospital letter

Where children miss out on education without permission, the Local Authority is
required by law to take .appropriate action. Please help ws to support you by giving



Achool as much information .about any knowan .absence or medical condition that
could adversely affect attendance.

Punil ! ted off st
The Head teacher and Pastoral Lead .are responsible for .monitoring the attendance .of
pupils who .are educated offsite by close liaison with the offsite education prowvider.
Pupils will bhe marked with the .appropriate registration code to explain the education

The Head teacher will consider applications for leave .0f absence during term time in
exceptional circumstances’. Schoaol cannot authorise time off for family holidays and
Parents .do not have the right to take their .child .out of school for such holidays.

Parents must .apply for leave of absence in writing using a ‘Leave of Ahsence
Request Form’ (MMOAWWM&@)WM&WWMM&}WW
Achool to take into consideration. The application must be submitted well in adv.ance
of the ahsence. This form will he given to the Pastoral Lead for her records.

The Hza,diza,dwwui,daudz,%fﬂw Lzaﬂzwilibzgxuniadwbd}wwnw,d,ayﬁww
be authorised. Parents will he n,o,tc}w,d in writing ,oj the decision.

If the Head teacher .or delegated lead does not grant an application for leave of
ahsence .and parents decide to take the leave .anyw.ay, the .absence will bhe
unauthorised.

Leave of ahsence cannot he authorised retrospectively. If a child is removed from
school for a period of leave of absence without the school heing informed, the
ahsence will be automatically wnauthorised.

Parents who .are thinking of hooking .o family holiday must check with school when
the school holiday .dates .are hefore the holiday is hooked.

Unauthorised holidays during term time may lead to Penalty N.otice fines. Penalty
Notice Fines can he issued to each parent for every child .concerned.

Penalty Notices



The school follows the Local Authority Code of Conduct for penalty notices. Penalty
notices e fines of £60/8£120 imposed .on parents. They are an alternative to the
prosecution of parents for failing to ensure that their .child of <o ry Achool
age reqularly attends the school where they are registered .or at o place where
alternative prowvision is provided. More information on penalty notice fines can be
found at:

The law states that a pupil is required to attend regularly .at the school where they
are a registered pupil.

The school is obliged by law to differentiate hetween authorised and wnouthorised
ahsence. A letter .or telephone message from o parent .does not in itself authorise an

ahsence. Only the schools acceptance of the explanation offered by the
letter [message authorises the absence.

Examples of .ahsences from school that would he authorised Cp,r,ajvidi.nq e~vidence
may he necessary):

Sickness

Unawv.cidable medical/dental .appointments

Days .of religiows ohserv.ance

Exceptional family circumstances, such .os hereavement

Absences from school that will NOT he .authorised .are:
Shopping trips
Birthdays
Family holidays .not agreed by school
Family celehrations not .agreed prior to the event




School considers safequarding of all its students as one .of its critical roles.
Completion of registers .and initiating first day response procedures for unexplained
ahsence in timely .manner is a priority to ensure students whereahouts are known
on a daily bhosis.

When .o pupil leaves with notice, the school will:
Agree with parent the last .doy the pupil will he .attending the school.
Request current telephone numhbers, e~mail and .addresses.

Aﬁkgﬂwwumbmnwommdawm,am /s,dw,oi,an,d,l;j/s,o collect the
details.

If a new school has heen allocated, contact the school to .ogree the date the pupil

Igumxmmmmmmwwwmmmmm/wma
follow the LA CME procedure.

Where a pupil leaves without advance notice or their destination is unknown, the
school will irwestigate the whereahouts of the child hy:

Checking possible whereabouts mith staff
Contacting parents by telephone and. e-mail

Contacting emergency contacts. held for the pupil

Making a home wisit to the last known address

Checking if neighhours and. friends are amare of the pupils mhereahouts

Contacting .any other agencies known to he irwolved with the child including; named
Social workers SEND sernvices etc.

Contact the last known school of any siblings
Check any social media sites e.q. Facebhook.

If the pupil is still not located, school will refer to the LA Children Missing
Education Officer. If significant safeqguarding issues .cre raised regarding the
missing pupld, school will also .make a referral to the Safequarding Contact Centre.
This will enable the LA to imake further enquires, .as .appropriate, to try .and locate
the pupil. School may also inform the Police.



The Education (Pupil Registration) (England) Regulations 2006 state that schools
are expected to make reasonable enquires to find the whereabouts of a missing
pupll.

Qur Aims:

e To improve the ownerall percentage attendance of pupils at achool

o To make attendance .and punctuality o priority for all those .associated with
the school including pupils, parents, teachers and governors.

o To provide support, advice and guidance to parents .and pupils

o To develop a systematic .approach to gathering and analysing attendance-
related data

o To further develop positive and consistent .communications hetween home and
school

e To implement .o system of rew.ards ond sanctions

o To promote effective partnerships with the Education Welfare service and with
wother services .and ogencies

o To recognise the needs of the individual pupil when planning re-integration
following significant periods of absence.

o Star of the Week assembly for achievements .and for the hest attendance. KSI
receives Sandeew (hear) for one week and KS2 receive a trophy for one week

e ‘In It To Win It St John Vianney 100% hadges

o Pizza Friday

o Educational Welfare service

o 100% .attendance certificates from the Head teacher termly

e End of year 100% .attendance certificates with a prize for all pupils and an
overoll prize that is selected randomly

o Punctuality certificates weekly

o Visual attendance percentage on all class doors and at the front of the school

o Leaflets on attendance sent out to .all parents annually

e Penalty Notices.

Home School Contracts

A home School contract is distributed to bhoth parents .and pupils to remind them .of
the importance of reqgular .and punctual school attendance and the expectations that
the school has regarding this. The agreement should specify .and he part of
induction to school process.



| ociclation Lind
This policy should he read in conjunction with ‘Keeping Children Safe in Education
2014’ .and ‘Keeping Children Safe in Education: information for all school and college
staff.

This attendance policy adheres to current government legislation and gquidance. For
Jurther information please refer to: mmwm . legislation.gox.uk

e The Education (Pupil Registration) (England) Regulations 2006

The Education (Pupil Registration) (England) (Amendment) Regulations 2010

e The Education (Pupil Registration) (England) (Amendment) Regulations 2011

e The Education (Pupil Registration) (England) (Amendment) Regulations 2013

e The Education (Pupil Registration) (England) (Amendment) Regulations 2016

e The Education Act 2002

e The Education (School Day .and School Year) (England) Regulations 1999

e The Changing of School Session Times (England) (Revocation) Regulations 20

« The Education and Lnspections Act 2006

e Parental Responsibility Measures for school attendance .and hehaviour
e Children Missing Education


http://www.legislation.gov.uk/

