Harlyn Primary School                         DRAFT                                                Attendance Policy

ATTENDANCE POLICY

Regular attendance at school has a high priority in the minds of our children, staff, parents and governors.

· Children who miss education are at an immediate disadvantage.

· Periods of absence can have a detrimental effect upon an individual’s progress.

· We should work together to keep absence from our school to the lowest possible figure.

Principles
Allowing a child to be absent without good reason is against the law.  It is the parent’s/carer’s responsibility to ensure that their children should be absent only if the reason is unavoidable. Pupils’ attendance is regularly monitored. If a pupils’ attendance drops below 95% it is cause for concern. 

As part of our home school agreement, parents agree to ensure their child attends school regularly.

The school will follow the borough Guidelines for the Participation Team.
Procedures
The school will apply the following procedures in deciding how to deal with individual lateness and absences:

Lateness 
Registration is at 8.50am. The registers will close at 9.15am. If a child arrives after 9.15am, with good reason, it will be authorised.  

If a child arrives after 9.15am, without good reason, it will be counted as an unauthorised absence.

Children who are late arriving at school should report to the Reception Desk where a “late” mark will be recorded.

Parents of children who are consistently late will be contacted either by the Attendance Officer or by letter to ascertain the reason for continued lateness. 

If the situation does not improve, the Parents will be asked to have a meeting with the Headteacher and if there is still no improvement they will be asked to meet with the Governors.

Illness or other legitimate reasons
If a child is unfit for school, parents/carers should contact the school on the first day either by phone or in person. Failure to inform school will result in the school making every effort to contact parents/carers. When the child returns he/she must bring a written note signed by parent/carer and the absence will be authorised. In cases where no notification is given the absence will be unauthorised. 
Leave may be granted by the Governing Body in an emergency, e.g. bereavement, or for medical appointments, provided a written explanation is received.  
Routine medical appointments should be made outside of school or in the school holidays where possible. Evidence of medical appointments made in school hours will need to be seen.
Parents of children with poor attendance or who are continually late will be contacted by letter inviting them to discuss the school’s concerns.  If there is no improvement to the child’s attendance, the Participation Officer will be informed.

The Participation Team will write to parents inviting them to attend a Fast Track Panel Meeting to discuss with the school and the Participation Officer any concerns.  If the outcome is unsatisfactory and attendance does not improve, the Participation Team can use sanctions such as penalty notices. 

Parents may be offered support from the School Nursing service, Social Services or

Parent Partnership if appropriate.

“If any child of compulsory school age who is a registered pupil at a school fails to attend regularly at the school, his/her parent is guilty of an offence”

Exceptional Leave
In line with DFE and Local Authority guidelines, amendments to the 2006 regulations remove references to family holidays and extended leave as well as the statutory threshold of ten school days. The amendments make clear that exceptional leave during term-time will not be authorised except in outstanding cases.

An application for exceptional leave in term-time will be considered by the Headteacher, who is empowered by the Governing Body to decide whether or not to grant the leave, mindful of the Local Authority directive.  The Headteacher may seek the advice of the Chairman, or Vice-Chairman, of Governors.

If the application is refused but the leave is taken then this will be marked as

unauthorised. Unauthorised absence will be reported to the Participation Team and may result in a Fixed Penalty Notice of £60 per parent per child. Fines imposed and not paid within 21 days will be doubled to £120 per parent per child, if paid within 28 days. Failure to do so may result in a summons to Court which will be issued for each unpaid Penalty Notice) or prosecutions in the Magistrates Court. The legislation is the Education Act 1996 section 444(1) and 444(1A).

The school promotes a positive attitude towards attendance with trophies for the class of the week and the class of the term with the best attendance. 
The number of recorded absences is recorded on each pupil’s end of year report.  Certificates are awarded to pupils with 100% attendance at the end of each academic year.

Monitoring Attendance
· Analyse the data from school registers.

· Monitor patterns of lateness.

· Identify individual and groups with poor attendance.

This information will be analysed in liaison meetings between Participation Officer, Headteacher
 and Attendance Officer.

This policy will be reviewed annually.
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