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Attendance and Pun,ctua,LLtH Po-l,i,cy
Introduction
This poii,cy was d;avetopxad and agrre,ed by the Gmmmg Bourd and has the full

agreement of the whote school community LrLcLudLng the Education Wegcarz
Service and MAST team.

Aims

o Jo comp[g with the Legal requirements of the Education Act 1996

e o monitor and Ldzntl;fy patterns in individual children’s attendance and
Iaurmtua[tty thm'ughowf the year, pinpointing Lﬂegulantizs and cause for
concer.

e Jo endeavour to Iarvvidz support and 9u1;dcmce where appropriate tor
improve children’s attendance and punctuaLLty.

o To prvvtd,e information. on which to hase target setting for future
attendance returns.

o Jo p,rtrvwl,z evidence and information for reporting to Parents/Carers,
Govzmtng body, LA and DFE.

o Toensure each child has full access to-all areas of the curriculum and
the education tfwg are entitled to-

o To improve attendance toa minimum of 9% and reduce lateness.

Whole School Involvement

The melzmzntatwn of this Iaoﬁcg is the reslo,onstdety of the staff. However, in
order to- achieve aims, speci,ﬁc staff are involvedt in the Lmlalzmzntatton of this
pa'LLcy. These include; Class Teachers and Leaang S upport, Children,
Parents/Carers, School Administration Staff, Head teacher and Senior lzax&rsh'tp
Team., a[a'ng with Education Welfare Service and School Governors.

The Legal, Position

Under section 7 of the Education Act 1996, the 'Iaarent' is responsLbba for rnoJang
sure that their child of cmnpu[smy school age receives efficient full-time
education that is suitahle to the child's age, abLLLty and a,ptLtu)d,Q‘

Compulsmy schoot age is defined as bﬁg'mru;ng from the first term once the child
has turned 5 Years of age.




If it appears that a child is not receiving suitable education, then under section

L37 of the Education Act, the LA / Schoot must b,?,gm procedurzs for issuing a
Lty notice or commencing Legal action.

Since March 2001 a hi,ghzr offence warrant can be issued com,op,LLLng a parent

to attend court. Prosecution under section LLL(1A) can lead to a custodial

sentence.

Registers

Registers are STATUTORY LEGAL DOCUMENTS, which must be completed
accu,rabzly b,y a member of teachmg staff. Attendance registers are taken twice
a day : at the start of the morning session and afternoon sessions. RegLsters
should be comlalzbzd and ‘saved by 9.1500am and 7.30lam,

Instructions for cmnp[ztm,g registers must be followed. The office staff will find
out the reason for absences and enter the correct code. /f thzy are in any douht
thzy will contact the Headteacher for cLa.rLcha,tLon.

Absences

Absences can onty be authorised once the attendance team or Head teacher are
satisfied that an o,cceptablz exlalanatwn has heen p,m'vid;ad by the parent/ carer
mgafd‘mg the absence. It is important that absences can on[y be authorised by
the school and not b.y the p,arant/ carer.

If & member of staff is in doubt ahout whetheran ahsence should he authorised,
this should be referred tothe Head teacher

If a valid reason is given ver‘batty or in writing b,y a Parent/Carer, then the
ahsence may be authorised. If the reason is unacceptablz or not validated, then
it should be referred to-attendance staff to investigate further.

Procedures for Authmtséng Absence

o Parents are required to contact school on 558950 hefore 9.00am on the
first day of ahsence to- confum the reason of ahsence and its’ likely
duration. This can also he done via email using the email address
SPQC#LCCLLLH fOT“ f),a,rQ,rLtS.‘ Aparents@Ianesﬁeldprimary.co.uk.

o If a child is not in school and noreason for ahsence has been supplied,

nts will he contacted to- cLa,rL‘fy the reason for absence.

o If a child is not in school, no contact has heen made and is pxar‘sst@ntLH
ahsent, thzy rno,hyr/ee receive a door knock to estahblish the reason for not
at&ndi.ng school.
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e Parents who rUutLrw,LH fail to- make contact with the schoot will have all
absences unauthorised and a referral tothe Education Welfare Service may
be made.

o If an absent child is su,bj'ect to- a Child Protection Plan or is a Child in
Need attendance staff should inform Head teacher med,LataLg that the
child is absent.

Acce,pta,bbz, Reason for Absence
e lllness (evidence may he askzdfor)
o_Da,Hs agmd, b,y schoot as RQ,[,LgLOLLS ob,servanmA
o Clear 2L-hour penod fdlawing vomiting and/or cLLaJThxmaA

Unacceptable Reasons for Absence

o Tru,a,ncy (absence without /crwwiedge of Parents/Carers)

. /V\Ln,dLng the House

. Shnp,ai,ng/mmmg errands (e.g. b,uyi,ng new- shoes clothes

. LovkLng after sick relatives

. LookLn,g after brothers or sisters

o School cLoth,Lng in the wash

. Overs[&p'mg

o Head lice

. Bbf‘thdﬂ,y

e Parents illness

o Children in another school on an Inset Day

o last day of term

o Child tells the p,arent/carer that t/wy do not want to go to school

. Ho{Ld,ay : whole weeks and odd days

e Routine medical and dental appointments are d,Lsch,rago.d, in school time
(school is hﬂ.ppy to supfwrt Io,a,rznts gc thzy are fw,ving dLﬁCLcu[tLes
ohta,m'mg appointments outside of school hours. )

. An,y other reason that the Head Teacher deems urw,ccelo,tablz

Leave Du,rtng Term Time

We would CLCtLVQLH dLsch.ragQ parents and carers from ta/ctng children on
hoiLday dun’ng term time. We believe that every session missed from school is
a missed opportunity for children to learn from a new experience. Learn'mg is
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a protess and if a child misses a step, the next step of Lo,a,an,g hecomes much
more difficult.

If you wish to*a,p,ply fora leave of absence, you must complzbe a form from the
office at least ik weeks prior to- the commencement of the ahsence.

Lanesfield School will not authorise any leave of absence that is re.q,uzsbzd,

bzca.useqfhﬂﬁda.g.

Any leave of absence 5 d,ays or over for a famLLy hoiLoLag will result in a fixed
Ioznatty notice b,QLng issued, irrespective of the child's current attendance.

Wwpm&msnonsah&foratbmdu.n&nwdm*s in this school are;
The Head Te,o,ch,er (Z Roﬂmson)

Attendance Administrator (D Martin)

C Green (external supfwrt)

EWO support will be accessible for statutory duties.

MonLtonn.g Attendance

o All children’s attendance ng wres will be checked twice a term for children
under 90%.

o Attendance staff will meet nguLa,riH to- a,rw,[y se attendance patterns

e Individual and whole school attendance, punctua[tty ngu,res discussed
and waysfo*rww'd suggested,

e Children causing concern will be discussed aLO'ng with actions taken and
progress towards targets.

o All parents receive a letter if attendance falls below-90%.

o Children with attendance less than 90% are identified as causing concern

o Children who are reg uLo,riH late are also identified as causing concern

Protedures for when attendance is causing concern

e In t/w, fLrSt instance, a letter will bz sent home rw‘tgcymg pa.re,n,ts/ carers
that their child's attendance has dropped below-90%. Letter will request
medical evidence for all absences. This /mpp,zns every half term.

o Where attendance continues to-he a concern, parents will be invited in for
a meeting in person or via bzb@phom, call. This will he held with EWO
(CG) whzre,by a parent contract will be discussed/ complz&d. If meeting
is held b,y telzlahonz, letter will be sent to parent with copy of contruct.

o Further deferioration in attendance could lead to- a further meeting which
may include the Head Teacher and Attendance worker. The Parznt’mg
Agmmo.n,t will be reviewed and an Ecu‘ty HQLIQ Assessment will be offered.




o The Iaufu;t’s attendance/launctuautg will be cLoseLH monitored until it is no
QI @ COncern.

e ffa child's absence remains a cause of concern after intervention by the
school and includes unauthorised absences, then a referral to the Lotal
Authmty may be made and a letter will be sent home warmning of possible

al action Ef no mervvv,m,o,n,ts are seen.

o The Attendance Officer will ask to meet with parents and school alcmg
with other any other p,rofesswnals, such as the school nurse, to- discuss
ahsence issues.

. If Iaarents/ carers fail to attend meetings to discuss attendance issues and
attendance or Io,um:ttw,uty does not improve within a specific time, a
Perwlty Notice could be served.

o further absence or lateness could result in a caution, court action or a
custodial sentence

Lateness

Late arrivals to- school are an unauthorised absence. The school d,a,y begLn,s
hetween 8.30 am and et-8.40am and the register closes at 8.50am. Children
who are late with a valid reason will be authorised with an L' code. Ifa
bethLmaba reason is not given, an O code for an unauthorised absence may be
given.

Where a child is consi,sban,tly late over a number of weeks, parents will receive
a letter or invited to a meeting to discuss why their child is late and ask for
cooperation in mcthH ing the situation.

Ce,tzbra,tmg Good, Attendance

o At Lanesfield Pn’ma,ry School one of our aims is to hecome an
aAttendance HERO (Here E very d.ay Rea,d,y On-Time)

e Class teachers are enccmruged to praise individual and class
attendance rqgu[a,riyl

o Attendance staff will re,gula,riy report attendance to- other school staff
to- raise awareness and encournge govd attendance.

. erldy attendance is celebrated with the HERO hear going tor the best
class. Top attendance classes are shared on the school newsletter:

o Children who have had 100% attendance for a whote term will receive
a coloured wristband. Bronze for Autumn, Silver for Sflrtng and Gold
for Summer. Tho.y will also be awarded with a certificate.




o Children who achieve 100% for a whote schoot year will he Io,resented
with a gcrtd pin ba,dge.

. /m,aroved attendance is also celebruted thﬂmgh letters sent home to
Iaarv,nts.

SM‘ Targets

The Local Au,thcm;ty sets target forall schoots based upon past Imrfomumce and
national expectations. However, the Dff and OFSTED have specific targets
which Ia[ace schools into- national categories and tahles which will be Iaub[tshzd,

for Iaamntat scrutLrLy each year

Race Equality and Equ,a,t Opportunities

All children have Qquat access to- a full education regard[ess of their gendzr‘,
d,Lso,bLLLtH or a,bLLLtH. We are committed tor pmvid'mg a safe and MPPH school
free from racist intimidation or harassment of any kind and for all our children
to- achieve their full potentLaL.

Rep,ortmg Attendance
Attendance is rzpa'rted to- pu,IaLL and parents in a variety of woys:
. Armually on the annual written re
. Termly at parent consultations
. 77mmgh ongoing intervention t/mmghorut the Yyear
. By Io,u,blLsthg attendance and pun,ctuaLLty results in the school Newsletter:

Information is transferred to- other schoots by way of:
o [Electronic data systems
o Common Transfer forms
e National Curriculum assessment records
. Po,ssLng on of annual reports.

The school is rzq,quv,d, to- make attendance returns tothe DfE and the LA

Roles and Re,sp.onsib,LLLtw,s
The Headteacher should:
e fnsure I;aga[ requirements are bzmg met with rzga,rd to- attendance and
Iaunctualtty.
e Be reslaonstblz for the opzrattonal management of the attendance p,oiLcy.
o Review laoii,cy and protedums at least armuaLLg with all staff.



Discuss attendance and Iaurvctuattty with new Parents/Carers and
children.

Arwlyse authorised and unauthorised ahsence rzgu[ar[y with attendance
staff and EWO to discuss any attendance issues.

Reward and celebrute attendance.

Send letters home rzgardmg attendance and lateness.

/dznthy and monitor individual absences and lateness, Ldzntg‘:yl;ng

patterns and trends and target improvements.

Make the school Attendance and Pu,n,ctu;auty Po{Lcy avuilable to pmnts.
Hold rzzgu[af meetings  to- address attendance issues and Lm,pbamzn,t
strategies to- increase attendance and reduce Persistent Ahsence.

The ing Bourd should:
e Know and understand the school's po’LLcy and larvco,durzs for absence and
lateness
e Havea dzngn,o,&oL governor reslamsLb,La for monitoring and supporting the
school with attendance and punctuaLLty. Our dzsignabzd, governoris Mrs
Davidson
Attendance Staff Should:

Monitor individual attendance and lateness cLa,LLH, demtifg ing any patterns
and absences.

Liaise with the Head Teacher and De,auty Head teacher rega,rdmg ahsence
and lateness.

Produce reports for the Headteacher and Governors summarising
individual and whole school attendance.

Communicate with Parents/Carers on attendance and Iaunctua[tty.

Record minutes of meetings held with parents rega,rdi,ng attendance.
Record and store contact with parents in an appropriate manner.

Follow up data and reports with mgard to less than 93% attendance.
Follow up poor Iaun,ctuauty and communicate with parents and children
to- Ldznthy sotutions.

Hold r@gu.[af meetings with Head/ Deputy rego,rd‘mg attendance.

Class teachers should:

Ensure that registers are com,alzbad in accordance with Attendance and
Pun,ctu,altty Iammdurzs.

Date any writken letters received from Iaarents/ cares mgardLng lateness or
attendance and file in reqister wallet.



o Record any verbal messages from Parents/Carers regaﬂimg attendance or
lateness on Arhorm with a record of who shared message.

o Raise any concerns rv,goudmg attendance or lateness with attendance
staff.

. Complzbe register by 9:15am and 7:§lQ57algm and, ensuring t/w,y have heen
saved on Arhor.

Parents and Carers should.:
o Ensure children attend school on time every d,ay.
. Rep,mt any ahsences due to- sickness in the correct woy.
e Inform schoot of any changes in famt[y circumstances IaarthuLariy new
addresses or tebzpfw'nz numbers.

Sumrrw.ry:
l_a,nzsflzld has a lzgat cLu,tH to promote govd, attendance. Equal[y, parents have
a du,ty to- make sure that their children attend school nzgulariy. School staff are

committed to WUT/chLg cLo:seLy with Iaarents/careers the hest way toensure as
htgh a level qf attendance as Iao*sstb,lz, Ialxz,ase work with us.



