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Attendance policy
SAFEGUARDING AT MIDHURST CofE PRIMARY SCHOOL

Midhurst CofE Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Our intention is that children will be safe, secure and happy, and enjoy their time as pupils at this school.

During the writing of this policy due consideration has been given to all relevant aspects of Safeguarding and of children’s welfare.
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[image: image1.emf]Vision   At Midhurst C of E Primary School we believe passionately in living life in all its fullness by  developing the spiritual   and holistic potential of each   child. Our distinctively Christian  values of  kindness, peace, friendship, respect, creativity and forgiveness  underpin the  education and care we provide for the whole child , their family and school community.     Aims   O ur aim is that every child   will reach their full potential by :   •   learn ing   to read so that they can read to learn .   •   having   the skills to write with purpose and fluency .   •   be coming   problem solvers through logic, reason and numeracy .   •   know ing   how to learn, what sort of learner they are and  how they learn best .   •   access ing   a wide ranging ,   creative   curriculum that is challenging and inspiring and caters  for the needs of all .   •   gain ing   knowledge, skills and understanding appropriate to a  fast - changing   world, so  they  can  be self - reliant, adaptable a nd lead fulfilling and meaningful lives   •   being   valued as an individual,  who  can share their concerns and can grow in confidence   know ing   their place in their class, their school, their local, national and international  communities , wanting to help  others and make a positive difference.   •   be ing   aware and able to make healthy choices   physically and mentall y They  will choose to  keep active and develop positive attitudes to life   and well - being.   •   understand ing   that they are responsible for their own actions   and take responsibility for  them .     At Midhurst CofE Primary School we strive to ensure that the whole school environment is a place  that promotes learning, encourages challenge and independence and is as safe as possible.  We  believe that children should  feel secure, happy and valued as unique individuals so their  educational, emotional, spiritual and physical needs are met.  We expect every child to make good  progress and develop their wisdom, knowledge, skills and understanding of the world they live in.      We  encourage enthusiasm and motivation across the   school,  enabling   us all  to be creative and  imaginative in  our  work.  The biblical teachings of Jesus underpin   all we do; our priorities and  decisions ,   collective worship , RE and across the  curriculum .   Our   Christian values  are alive and   in  action around the school.    Our distinct Christian foundation   supports   children to cooperate, share  and show respect for everyone, regardless of fait h, culture or ethnic background   and be   responsible for the ir own behaviour.    


AIMS OF THE POLICY: 

( To help fulfil our mission statement by ensuring children’s full attendance at school 

( To ensure that parents understand their responsibility regarding their child’s attendance 

( To inform parents of the school’s approach to dealing with absence and punctuality 

( To ensure that all school staff understand their responsibilities regarding attendance
ATTENDANCE

Underlying Principles 

Every parent/guardian has a legal duty to see that a child of compulsory school age receives full-time education suitable to his/her age, ability and aptitude by regular attendance at school. 

Parents/guardians are required to inform the school of the reason for absence by a telephone message to the school on the first day of absence. If the school does not hear from the parent then the school will contact the parent by text or phone asking for the reason for the child’s absence. 

Any parent wishing to take his/her child away from school during term time must request an ‘exceptional circumstances’ meeting with the Headteacher. It is at the discretion of the Headteacher to award ‘Leave of Absence’.
In order for the school's Attendance Policy to be successful, every member of staff must make attendance a high priority and convey this to the pupils at all times. Parents/carers need to support these views in the home to ensure that children are receiving appropriate and corresponding messages that reinforce the value of education.
Good attendance is important because: 

( Statistics show a direct link between under-achievement and absence below 95%; 

( Regular attenders make better progress, both socially and academically; 

( Regular attenders find school routines, school work and friendships easier to cope with; 

( Regular attenders find learning more satisfying; 

( Regular attenders are more successful in transferring between primary school, secondary school, and higher education, employment or training.

RECORDING ATTENDANCE

Legally the register must be marked twice daily. This is once at the start of the school day 0855hrs and again for the afternoon session at 1300hrs.
ROLES AND RESPONSIBILITIES 

All School Staff:
It is the responsibility of all school staff to be welcoming to children and their parents, creating an atmosphere where they both feel able to raise concerns and share any information that could affect the children’s attendance. 
School staff will mark registers promptly at the beginning of both the morning and afternoon sessions. The school will review the data and respond promptly to any concerns. The school will act upon any reported instances of bullying or unreasonable behaviour that may cause reluctance in a child to attend school, as set out in the Behaviour Policy and Anti Bullying Policy (both available from the school office).  
Head Teacher, Teachers and Governors to: 
· Adhere to the whole policy; 

· Ensure that the school sets whole school attendance targets to improve attendance as required by West Sussex Local Authority;

· Ensure that the registration procedures are carried out efficiently and that appropriate staffing resources are provided; 

· Ensure that key staff have time available for liaison and follow-up work with the Local Authority and appropriate access to attendance data; 

· Consult and liaise closely with the Local Authority on a regular basis and take responsibility for ensuring appropriate pupils are identified and referred without delay; 

· Refer to the Behaviour policy and Anti Bullying policy
Administration Staff to: 
· Maintain, record data and produce reports; 

· Monitor late absences and first day of absence; 

· Inform Class Teachers or the Headteacher of concerns; 

· Ensure accurate attendance returns are made to the Local Authority within the stipulated timeframe. 

Parents/Carers
Ensuring your child’s regular attendance at school is a parent/carer’s legal responsibility (section of the 1996 Education Act) and permitting absence from school that is not authorised by the school creates an offence in law. 

Parents will: 

( Inform the school on the first day of absence and every day thereafter through phone or email;

( Support the school with their child in aiming for 100% attendance each year; 

( Avoid taking their child out of school for non-urgent medical or dental appointments - the school will require evidence of any appointments; 

( Only request for leave of absence if it is for an exceptional circumstance.
PUNCTUALITY 

It is important to be on time at the start of the morning and afternoon school sessions. The start of school/lessons are used to give out instructions or organise work. If a child is late they can miss work, time with their class teacher getting vital information and cause disruption to the lesson for others. This can be embarrassing, leading to possible further absence. 

· The school day begins at 8.55am and all pupils are expected to be in school by this time. 

· All lateness is recorded daily 

· If a pupil arrives after 9am, a late mark will be recorded in the register. The child’s name must be entered in the “signing in” book at the school office, thus ensuring that in the case of an emergency, the school is aware of the child’s presence on site
· If a child arrives after 9.30 am and there is no valid reason for the late arrival, then this will be classed as an unauthorised absence for that session
· If a pupil is late due to a medical appointment, they will receive an authorised absence coded ‘M’. 
Please be advised that where possible doctors and dentists appointments are to be made outside of school hours or during school holidays. We will require evidence of these appointments presented to the school office. 
Pupils who are consistently late are disrupting not only their own education but also that of the other pupils. Parents or carers of pupils who have patterns of lateness will be contacted to discuss the importance of good time keeping and how this might be achieved. If lateness persists, parents or carers will be invited to attend the school and discuss the problem and support offered. 

MEDICAL APPOINTMENTS 
It is important that parents/carers arrange appointments outside of school hours. However, it is recognised that this may not always be possible. 

· Parents/carers must inform the school as soon as possible of appointments made during the school day and the arrangements for collection and/or return from/to the school; 

· Pupils leaving the school during the school day must be collected from the school office and be signed out; 

· Pupils arriving during the school day should ideally arrive accompanied by an adult and signed in at the school office. 
AUTHORISED ABSENCE 

Authorised absence occurs in the following circumstances: 

· When prevented from attending by sickness, although the school reserves the right to ask for clarification from a medical professional in exceptional cases. 

· Unavoidable medical or dental appointments 

· Music/dance exams or participation in an approved public performance
· On a day set aside for religious observation officially set apart by the religious body to which the parents belong.

· Absence following the death of a close member of the child’s family 

The school office should be informed in writing prior to such events as further clarification of the intended absence may be required before leave is authorised. 

LEAVE OF ABSENCE IN EXCEPTIONAL CIRCUMSTANCES

Leave may be authorised for exceptional circumstances at the Head Teacher’s discretion. Leave of absence is granted on such occasions because the dates and times are unavoidable. The length of absence should be reasonable and suitable to the occasion. This may include important family occasions such as a wedding or funeral occurring during school time. Other family celebrations such as special birthdays etc. would not normally be reasons for requesting leave. Usually the period of leave granted would not be longer than 2 days but each application will be dealt with on an individual basis. 

Parents do not have the right or entitlement to take a child out of school for the purposes of family holiday during term time.  School holiday dates are published to parents/carers as early as possible. There are 190 days in the school year which means that there are 175 non-schooldays left for holidays and other leisure activities. In line with The Education (Pupil Registration) (England) (Amendment) Regulations 2013, leave requested for holiday or similar leisure purposes will be unauthorised
Should there be an exceptional circumstance necessitating a child’s absence from school due consideration will be given to each case. 

The Head Teacher will consider:

· Each child in any family as an individual case;

· The reason why the child/children are taking leave during term time;
· The time of year for the proposed absence (e.g. impact on transition to next Key Stage or year group and impact on school events);

· The child's overall attendance pattern;

· The impact on the individual child’s education;

· The age and stage of education of the child;

Absence will not be authorised during the first 2 weeks of September because of the importance of children settling into new class routines and during the first half of the Summer term for those children who are undergoing assessments (Year 2 and Year 6); 
If leave of absence in exceptional circumstances is required, an appointment needs to be made with the Headteacher, preferably at least four weeks prior to the date of leave requested. Although the school recognises that this timeframe is not always practicable. 

If a child misses class learning due to a planned leave of absence, it may be impractical for the class teacher to provide supplementary work for the child to complete. Parents are welcome to provide their own learning activities during this period.

Please note that requests for leave of absence cannot be authorised retrospectively.
UNAUTHORISED ABSENCE

The West Sussex Local Authority, have the authority to either issue Fixed Penalty Notices and/or Court action to parents of children who take unauthorised leave. This is explained in the Unauthorised Absence section below.
The Education (Pupil Registration) (England) (Amendment) Regulations 2013, have removed references to family holiday and extended leave as well as the statutory threshold of 10 school days. Leave requested for holiday or similar leisure purposes will not be authorised. The amendments make it clear that Head Teachers may not grant any leave of absence during term time unless there are exceptional circumstances (see Authorised Absence section). 

Monitoring Unauthorised absences
If a child has 10 sessions (5 days) or more that are registered as unauthorised absences in a 10-school week period and the reasons for these absences are not adequately explained, then a written warning will be given by the Head Teacher to the parents concerned. The school would rather work with parents to improve absence but if attendance does not improve then the Local Authority will be contacted and this may result in the issue of a Fixed Penalty Notice and/or court action against all parents of the child. 
Should there be exceptional circumstances necessitating a child’s absence from school, due consideration will be given to each case. 

Absence on Medical Grounds 
When pupils are absent from school on medical grounds it is important that they are able to keep up with their studies as far as their medical condition allows. The school will liaise with home and hospital services to enable them to draw up a personal education plan. This should aim to cover the complete education for a pupil who is likely to be at home for more than 15 working days, and for those pupils with chronic illnesses who regularly miss school. This plan will be agreed with appropriate health service staff. Progress and reintegration into school, liaising with other agencies as necessary will be monitored.
NON-ATTENDANCE

When a pupil does not attend school, the school will respond in the following manner: 

· On the first day of absence, if no message or telephone call has been received from the parent/carer by 9.30 am, the school will endeavour to contact them on that morning; 

· The school follows up absences where no reasons are given. If the reasons for these absences remain unspecified they will be classed as unauthorised. If there is no response, the school will continue to try to contact the parent/carer. 

· If attendance is persistently unsatisfactory (below 95%) for the 12-month period, the SENDCO/Headteacher will meet parents to discuss supportive and appropriate strategies. If attendance levels continue to be a concern then the school may contact the Local Authority regarding the matter for advice and guidance to help improve attendance.  
PERSISTENT ABSENTEES 

Persistent Absentees are those children whose attendance falls below 85%. This is the equivalent of missing one whole day of education every week. These children are a considerable concern as they are at risk of not attaining as highly as they should, and because of lack of routine and consistency, they can find it hard to cope with school over time both on an academic and social level. All school staff will be aware of children who are persistent absentees and will work hard to ensure that they have positive experiences in school. Support will be offered accordingly. If there is no significant improvement in attendance, after support has been offered, then the case may be referred to the legal intervention panel and reluctantly, legal action will be taken.
PROMOTING ATTENDANCE

In school, we use a range of strategies to promote and improve attendance
· We advertise the importance of attendance and punctuality throughout school, in our weekly newsletters and on notice boards.

· We share messages about attendance in assemblies and in class, with weekly class attendance champions rewarded.
· Staff have individual check ins with children around attendance and punctuality

· We recognise the importance of developing strong relationships with families to challenge and

· support attendance. 
· We include pupil and family voice to consider how to support individuals.

· We share information ‘days lost’ and the impact this has on educational attainment

· We share attendance information with families including sending letters of concern where appropriate

· We meet with wider partners to support families to improve attendance

· The leadership team will meet with families to discuss barriers to improving attendance and

· punctuality

· We consider individual support that can be put in place including reward charts, access to breakfast

Club etc
FIRST DAY CALLING

The school also operates a first day calling system. ‘First Day Calling’ is important because school absence and safeguarding are closely linked. This practice not only encourages good attendance it also helps to monitor a pupil’s wellbeing and is an alert to their safety.
9.30am
Registers close
Late children checked against registers if recorded separately

Absence calls listened to/attendance emails checked

First day text sent to first name on contact list within half an hour of school start time asking for response

10am

If no response to text start calling first name on contact list 
Ring down contact list until reply is received, ensuring where possible that someone from outside of the family home has been contacted

11am
Alert HT/DSL that this child is absent and no contact has been made within an hour of school start time

If no reply send second text and email to first and second contacts on list

12am

Home Visit made if possible/appropriate by school or other agency involved


and/or
Complete Risk Assessment:

No apparent risk (Absent): There is no apparent risk of danger to either the child or the

public. This may be appropriate for children who you have reason to believe are absent from school but not at harm due to previous patterns of behaviour or information from other people eg. a child who often goes on holiday at this time of year and parents always fail to contact. School can continue to make enquiries but it would not be proportionate to contact police at this stage.

Low/Medium risk: The risk of harm to the subject or the public is assessed as possible but

minimal or the risk of harm to the subject or the public is assessed as likely but not serious.

This may be relevant for those children where there are no additional vulnerabilities however you have minimal contact information and making parental contact is always difficult.

High risk: The risk of serious harm to the subject or the public is assessed as very likely. This

would be relevant for children already considered vulnerable. This may be due to risk of child sexual exploitation or abuse and also consider protected characteristics; mental health, forced marriage, honour-based violence, trafficking, and female genital mutilation. This may also be relevant for those children where the absence and lack of ability to make parental contact is highly unusual.

If assessed as ‘No Apparent Risk’ – as a school you can make the decision to continue to make enquires and not contact the police if you do not feel that this is necessary or proportionate. These cases should not be ignored and must be monitored over time and consideration given to escalation if there is a change to the circumstances that has increased the level of risk

If assessed as ‘Low/Medium Risk’ – contact the Police on 101 and complete the referral checklist (please also see Key Information on last page of this procedure)

If assessed as ‘High Risk’ and there is a need for an immediate response then contact the Police on 999 (please also see Key Information on last page of this procedure)

School enquiries continue and any further information shared with Police
CHANGING SCHOOLS

It is important that if families decide to send the child/children in their care to a different school that they inform the Head Teacher immediately. A pupil will not be removed from the Midhurst CE Primary School roll until the pupil has started at the new school. The pupil’s school records will then be sent on to the new school. In the event that the school has not been informed of a change of school a referral will be made to the Local Authority and if necessary the Child Missing in Education team (CME). 
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