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Attendance and Punctu,a,l,i,ty PoiLcy

Introduction

This poitcy was dzvetoped and agro,ed b,y the Gmmmg Bourd and has the full

agreement of the whole school community an[udtn,g the Education Welfare

Service and MAST team.

Aims

e Jo comply with the Legal requirements of the Education Act 1996

e [0 monitor and Ldzntgcy patterns in individual children’s attendance and
Iaunctuo,uty throug/wut the year, pinpointing eregu[arttlzs and cause for
COnCerm.

e [0 endeavour to pmvid@ support and guLdan,ce where appropriate to
improve children’s attendance and Iaunctua[tty.

e [0 prcrvtdo, information on which to hase target setting for future
attendance returns.

e [0 Iarow;d,e evidence and information for reporting to- Parents/Carers,
Gmmmg body, LA and DFE.

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

e Jo improve attendance toa minimum of 9% and reduce lateness.

Whole School Involvement

The Lm,a[emzntatwn of this IaoiLcH is the reslamstb,LLLty of the staff. However, in
order to- achieve aims, slo,ecgftc staff are invoived in the me&mntatm of this
poﬂcy. These include; Class Teachers and Leam'mg S upport, Children,
Parents/Carers, School Administration Staff, Head teacher and Senior Izadzr'sth
Team., aLong with Education Welfare Service and School Governors.

The Le,gal Position

Under section 7 of the Education Act 1996, the ;zzarent' is reslo.onstb[e for mﬂ,/chLg
sure that their child of comlauLSOTy school age receives efficient full-time
education that is suitable to the child's age, a,b,LLLty and a,latLtudo,.

Compulscrry school age is defined as b,egerLrLg 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
437 of the Education Act, the LA / School must bzgm, protedures for issuing a
p@nalty notice o commencing Lo,ga,t action.

Since March 2001 a /ughzr offence warrant can be issued cmn,aellmg a parent
to attend court. Prosecution under section L4ll(1A) can lead to a custodial
sentence.

The p,e,op,lz resp,onsable, for attendance matters in this school are;
The Head Teacher (Z Rotlinson,)

Attendance Administrator (D Martin)

C Green (external sula/o,mt)

EWO support will be accessible for statutory duties.

Registers

Regtsters are STATUTORY LEGAL DOCUMENIS, which must be completed
accuratety by a memhber of teacthg staff. Attendance registers are taken twice
a da,y : at the start of the MOTRiNg session and afternoon sessions. Regtsters
should he comla&ted and saved b,y 9.00am and 7.00,o,m.

Instructions for comlatetmg registers must be followed. The office staff will find
out the reason for absences and enter the correct code. If thp,y are in any douht
tho,y will contact the Headteacher for clarification.

Absences
Ahsences can on[y he authorised once the attendance team or Head teacher are
sa,thf'ue,d that an a,cco,lata,b,te exlatanatwn has heen IarUvicLed by the Io,arent/ carer

mgardtng the abhsence. It is important that abhsences can only be authorised. by

the schootl and not by the par(mt/ carer.
If @ memberof staff is in doubt about whether an absence should be authorised,
this should he referred tothe Head teacher

/f a valid reason is given VQI"bLLLLH or in writing by a Parent/Carer, then the
ahsence may he authorised. /f the reason is unacce,ato,blz or not volidated, then
it should he referred to- attendance staff to investigate fu,nf/w,r".

Procedures for Authonsmg Absence
e Parents are mqutmd to- contact school on 558950 b,efom 08 .Lt5am on the
first day of ahsence to confirm the reason of abhsence and its [L/cely




duration. This can also be done via email using the email address
SID,QCQ]CLCG,UH fOT IaarQrLtS: parents@lanesfieldprimary.co.uk.

e If a child is not in schoot and no reason for absence has heen supplied,
parents will be contacted to c[o,nfy the reason for absence.

e If a child is not in school, no contact has been made or is Iozrststent[y
absent, thzy may receive a door knock to establish the reason for not
atto,nd,mg school.

e Parents who mutmo,[y fail to- make contact with the school will have all
absences unauthorised and a referral to-the Education Welfare Service may
be made.

e If an absent child is sub:/'ect to- a Child Protection Plan or is a Child in
Need attendance staff should inform Head teacher medLateLH that the
child is ahsent.

Acce,,p,ta,b,lz Re,a,smfor Absence
o lllness (evidence may be asked for)

. Days agreed by school as RQLLgLous ohservance

e Clear 2L-hour Iozrwd foi[owmg vmeth,g and/or diarrhoea

Unacceptable Reasons for Absence
o Truancy (ahsence without knowtedge of Parents/Carers)
. /V\anLLrLg the House
. Shoplamg/ running errands (e. g. buying new- shoes clothes)
. Lo*ok'mg after sick relatives
. Look'mg after brothers or sisters
e School cLotthg in the wash
. Ovzrslz;z,amg
o Head lice
° BLf‘thd,(LH
e Parent's illness
e Children in another school on an Inset Da,y
o last d,a,y of term
e Child tells the Io,arent/ carer that thp,y do not want to qoto- school
. /-/oi‘uiay: whote weeks and odd d,o,ys
e Routine medical and dental appointments are dLscoura,ged in school time
. Any other reason that the Head Teacher deems unaccelatablz

Leave Du,rin,g Term Time




Parents/Carers do not have the n‘ght to- take children out of school in term
time. Children should only be taken out of school in term time for exceptional
circumstances. Ho{idays in term time are not considered exceptwnal
circumstances.

We believe that every session missed from school is a missed opportunity for
children to learn from a new experience. Lo,am'mg is a protess and if a child
misses a step, the next step of Lo,a,rn'mg hecomes much more difficult.

/J':Hou wish w’a,pplyfora, leave of absence, you must complzba a form from the
office at least b weeks p,rwrto'tfw, commencement of the absence.

Lanesfield School will not authorise any leave of ahsence that is reque sted
hecause of hotiday .

Any leave of ahsence 5 d,a,ys or over for a fo,mLLy /witday will result in a foQ,d
parwlty notice beLrLg issued, irrespective of the child's current attendance.

/V\mutormg Attendance

o All children’s attendance fl':guro,s will be checked twice a term for children
under 93%.

o Attendance staff will meet regu[ariy to- ana[y se attendance patterns

e Individual and whole school attendance, lo,u,nctualtty figu,res discussed
and ways forward su,ggesto,d.

e Children causing concern will be discussed aLong 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

e Children who are rzguLariH late are also identified as causing concermn

Procedures for when attendance is Causing concern

e In the first instance, a letter will be sent home noti f ing parents [carers
that their child's attendance has dmppzd below-90%. Letto,/' will request
medical evidence for all absences. This halalo,o,ns every half term.

e Where attendance continues to-be a concern, parents will be invited in for
a meeting in person or via belephonz call. This will be held with EWO
(CG) threby a parent contract will he discussed/ comlalzted. If meeting
is held b,y te&phone, letter will be sent to parent with copy of contract.

o further deterioration in attendance could lead toa further meeting which
may include the Head Teacher and Attendance worker. The ParQrLtLrLg
Agmemznt will be reviewed and an Eo,riy /—/ella Assessment will be offered.




e The pu,lad’s attendance/ punctuality will be closely monitored until it is no
Longo,r @ Concem.

o The Attendance Officer will ask to- meet with parents and school aLo*ng
with other any other Iarqfesswnals, such as the school nurse, to discuss
absence iLssues.

e If Iaarents/ carers fail to attend meetings to discuss attendance issues and
attendance or Iaunctualtty does not improve within a spo,chLc time, a

Penalty Notice could be served.

/V\and.a,tmy Guidance introduced by the Departrmnt for Education

From 19% Augu,st 202k, the Do,laartm,ent for Education have ngngchantLy
mthnzd the law in relation to school attendance and have now- Iaubltshzd
revised, gutdance that is mand,a,tmy.

Schools need to consider a Perwlty Notice if a pulaLL misses 10 sessions of
unauthorised absence in a ro'tl'mg Iop,riod of 10 school weeks. Half of a da,y
(am or pm) is considered as a ‘session’. The threshold of 10 sessions can he
met with any comhination of unauthorised ahsence, for Q,xo,mlalz, Qight
sessions of unauthorised hoii,do,ys in term time and two- sessions for other
unauthorised reasons. The 10-week pzrwd may span different terms or school
years, for examplz: 2 sessions of unauthorised absence in the Summer Term
and a further 8 in the Autumn term.

Penalty Notices (fines) charged to- parents have risen to- £80 (if paid within 21
days) or £160 (if paid within between 22 and 28 days). Where a penalty
notice is u,rLIaaLd, lzga[ action is Io,ursuzd. Under the new framework, only two
Iozrwlty notices can he issued to the same parent forthe same child within a
3- year roﬂ'm,g Iaerwd. Where a second Pena[ty Notice is issued tothe same
parent forthe same child, the cha/ge will be £160, this is a flat p,o,rwlty fora
second notice and is not reduced for paying Qa,rig.

If a third offence is committed within a 3- year miLLng perwd, Lo,gal

action/ prosecution would be considered. School attendance is a /ugh priotity
for everyone. The Local Aut/wn‘ty and schools are committed to- improving
attendance and achievement and would like parents [carers to work with us to
ensure the hest Io,(rssLb,Le outcomes for their children.

At Lanesfield, we are passionate ahout our children's attendance and know-
that at&ndmg school is the most effective woy to improve their life chances
and future opportunities.

The ful[ guLd,a,rLce from the DFE can he found online: Woﬁang togethzr to
improve school attendance - GOV.UK.



Lateness

Late arrivals to school are an unauthorised absence. The school day begtns
between 8.30 am and 8.40am and the reqister closes at 9.00am. Children who
are late with a valid reason will he authorised with an L code. Ifa LQthLma,tQ
reason is not given, an O’ code for an unauthorised absence may be given.

Where the ‘0" code is used, the child does not receive a mark for the session.

Where a child is consLsthtLH late over a number of weeks, parents will receive
a letter or invited to a meeting to- discuwss MLH their child is late and ask for
covpzratwn in chthy Lng the situation.

Celehrating Good Attendance

o At Lanesfield Prima,ry School one of our aims is to hecome an
attendance HERO (Here E very day Ready On-Time)

e (Class teachers are en,couraged to praise individual and class
attendance req ulariy.

o Attendance staff will mgu[ariy report attendance to other school staff
to- raise awareness and encournge good attendance.

. Wee/c[y attendance is celebrated with the HERO hear going to 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 wristhand. Bronze for Autumn, Silver for Sprtng and Gold
for Summer. Thzy will alsobe awarded with a certificate.

o Children who achieve 100% for a whole schoot year will he Iaresmted
with a goid, pin b,o,dge.

. /m,IO,r‘UVQd, attendance is also celebruted through letters sent home to
Iaarznts.

Se,ttm,g Ta,rge,ts

The Local Authonty sets target forall schools based upon pa.st Iaerfmma,nco, and
national expectations. However, the Dft and OFSTED have slo;achLc targets which
Ialace schools into- national cateqories and tables which will he Iaub,LLsh)zd, for
Iaarznta[ scrutiny each year.

Race Equa,l,l,tu and, Equ,a,l, Opp,artu,n,l,tlzs
All chLLer,n ha,vrz, Q,clual access toa full education mgard[@ss of their 9end2f'
d,Lsa,b,LLLty or a,b,LLLtH We are committed to Iarm/uimg a safe and /w,lalay school




fro,o, frUm racist intimidation or hara.ssment of any kind and fOT all our children

to- achieve their full poten,tLaL

Re,p,ortmg Attendance
Attendance is reportzd to lo,ulad and, parents in a variety of woys:

Annua[[y on the annual written report

To,rmly at parent consultations

Thmugh ongoing intervention throughout the year

B y Iaublts/ung attendance and punctua,LLtH results in the school Newsletter

/rgformat'wn LS transfermd to- other schools b,y way of :

Electronic data sy stems
Common Transfo,r forms
National Curriculum assessment record.s

PassLng on of annual reports.

The school is mqutred to- make attendance returns to-the DfE and the LA

Roles and Re,sp,ansLb,Ll,Ltws
The Headteacher should:

Ensure &gal requirements are b,QLng met with mgard to- attendance and

punctuaLLtH .

Be responsLbLe for the oparatLonaL management of the attendance poiLcH.

Review IaoiLcH and Iarvcedures at least armual[y with all staff.

Discuss attendance and Iaunctuoli,ty with new  Parents/Carers and

children.

Ana[y se authorised and unauthorised absence r@gular‘iy with attendance

staff and EWO to discuss any attendance issues.

Reward and celebrate attendance.

Send letters home rzgardtn.g attendance and lateness.

/d;erthy and monitor individual ahsences and lateness, Ld,o,rLthy ing
tterns and trends and target improvements.

Make the school Attendance and PunctuaLLtH PoiLcH available to parents.

Hotd mgu[ar meetings  to- address attendance issues and Lmlalzmznt

strategies to-increase attendance and reduce Persistent Absence.

The Gmmmg Board, should:



Know- and understand the school's poitcy and Iarm:edurzs forabsence and
lateness

Have a destgnated governor reslo,onstble for monitoring and supporting the
school with attendance and IaunctuaLLtH. Our dzstgnated governor is Mr
Farrell.

Attendance Staff Should.:

Monitor individual attendance and lateness dady, Ldenttfy ing any patterns
and absences.

Liaise with the Head Teacher ro,ga,rdtng 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 mgardmg attendance.
Record and store contact with parents in an appropriate manner.
followup data and reports with regard to- less than 93% attendance.
Follow up poor pu,nctua,ttty and communicate with parents and children
to- Ld,entify sotlutions.

Hold, mgutar meetings with Head rzgardtng attendance.

Class teachers should.:

Ensure that registers are comIaLo.thL in accordance with Attendance and
Punctuatttg promdures.

Pass any written letters received from Iaarants/ cares regardtng lateness or
attendance to- attendance staff to add to- Arbor.

Record any verbal messages from Parents/Carers rego,rdmg attendance or
lateness on Arhor with a record of who shared message.

Raise any concerns mgardtng attendance or lateness with attendance

staff.
Complato, register by 9:00am and 7:30pm and ensuring tho.y have heen

saved on Arbor.

Parents and Carers should:

Ensure children attend school on time every do,y.

Ro,lamt any absences due to sickness in the correct woy. Provide evidence
where this has been req/uzsted.

Inform schoot of any c/w,n.ges in famLLH circumstances Io,arthuLa,rLH new
addresses or tQLephonQ numhbers.



Summ,a,ry :
Lanesfield has a Lega[ du,ty to- promaote govd attendance. Eq,ua,tly, parents have
a duty too make sure that their children attend school mgutady. School staff are

committed to wvﬁc'mg cLO'SQLH with parents [careers the hest woy to-ensure as
htgh a level of attendance as IaO'SSLbLQ, IaLQase work with us.



