



HOLLY HILL PRIMARY AND NURSERY SCHOOL
ATTENDANCE POLICY, 2022/23
INTRODUCTION
At Holly Hill Primary School we expect good attendance and punctuality from all of our pupils, in order for them to make good academic progress and to get the most out of the opportunities that the school has to offer. We believe that regular attendance is vitally important as it promotes successful learning as well as development of the habits needed for the responsibilities of adult life, especially in the workplace. The school will establish an effective system of incentives and rewards which acknowledges the efforts of pupils to improve their attendance and timekeeping and will challenge those parents and pupils who give low priority to attendance and punctuality.

RATIONALE
· Poor attendance disadvantages children.
· Children need to be in school to take full advantage of the educational opportunities available.
· There is a direct link between the attainment of children and their attendance.

AIMS 
· To improve the overall attendance of children in school. 
· To develop a clear framework of responsibilities to ensure attendance actions are completed.
· To improve punctuality of children in school.
· To improve children’s attainment through good attendance.
· To promote a positive attitude towards attendance and punctuality amongst pupils and families providing support and advice where needed. 

DEFINITIONS          
Authorised absence
· An absence is classified as authorised when a child has been away from school for a legitimate reason and the school has received notification from a parent or carer.  For example, if a child has been unwell and the parent telephones the school to explain the absence.
· Only the school can make an absence authorised.  Parents do not have this authority. Consequently not all absences supported by parents will be classified as authorised. 
Unauthorised absence
· An absence is classified as unauthorised when a child is away from school without the permission of the school.
· Therefore the absence is unauthorised if a child is away from school without good reason, even with the support of a parent.





RESPONSIBILITIES 
All school stakeholders have a responsibility for identifying trends in attendance and punctuality. The following includes a more specific list of the kinds of responsibilities which individuals have.
Class teachers are responsible for:
· Keeping an overview of class and individual attendance looking particularly for either poor overall attendance, patterns of attendance and/ or unusual explanations for attendance offered by children and their parents/ carers.
· Informing the Headteacher or Family Support Worker where there are concerns and acting upon them.
· Providing background information to support referrals.
· Monitoring follow-up once actions taken to correct attendance concerns.
· Emphasising with their class the importance of good attendance and punctuality.
· Following up absences with immediate requests for explanation which should be noted inside the register.
· Discussing attendance issues at consultation evenings where necessary.
 The Headteacher and Family Support Worker are responsible for:
· Overall monitoring of school attendance
· Analysing trends in authorised and unauthorised absence.
· Contacting families where concerns are raised about absence including arranging meetings to discuss attendance issues.
· Monitoring individual attendance where concerns have been raised.
· Making referrals to the Family Service or Enforcement Team.
· Providing reports and background information to inform discussion with the Family Service or Enforcement Team.
· Liaising with other professionals to determine potential sources of difficulties and reasons for absence.
 Staff in the School Office are responsible for:
· Collating and recording registration and attendance information.
· Taking and recording messages from parents regarding absence.
· Ensuring the Absence/Late data is recorded accurately.
· Contacting parents of absent children where no contact has been made (2 x texts and a telephone call).
· Keeping an overview of class and individual attendance looking particularly for either poor overall attendance, patterns of attendance and/ or unusual explanations for attendance offered by children and their parents/ carers and reporting concerns to the Headteacher or Family Support Worker. 
Parents/Carers are responsible for:
· Ensuring that their child attends school regularly and punctually unless prevented from doing so by illness.
· Contacting the school office on the first morning of absence.
· Informing the school in advance of any medical appointments in school time. For the absence to be recorded as a medical absence we do require evidence from the doctor or dentist. (Appointment card/letter). Parents/carers should strive to ensure that medical appointments are outside of school hours unless unavoidable. 
· Making requests for authorised absence in term time, only if absolutely necessary as these are not automatically authorised.

SAFEGUARDING AND CHILDREN MISSING IN EDUCATION
A child going missing from education is a potential indicator of abuse or neglect. School staff should follow the school’s procedures for dealing with children that go missing from education to help identify the risk of abuse and neglect, including sexual exploitation, and to help prevent the risks of their going missing in future. 
Schools are required to make the local authority aware of every registered pupil who fails to attend school regularly and any children who have been absent from school, where the absence has been treated as unauthorised for a continuous period of not less than 10 school days Education (Pupil Registration) (England) Regulations 2006 regulation 12. 
The Headteacher and the Family Support Worker should work closely to manage risks and ensure appropriate multi-agency engagement where necessary, so that children and young people receive the appropriate level of early help or statutory intervention to ensure they attend school regularly. They will inform the Children Missing Officer when necessary.
On the 3rd day of absence, if no notification from parents has been received, a safe and well check will be carried out at the child’s home by the Family Support Worker. In some circumstances, a safe and well check may be undertaken at an earlier point. 

REGISTRATION 
Our school day starts at 8:50am. Registers are marked shortly after this. Pupils who are not present for registration will be given up to 10 minutes before they are marked as absent. If they arrive after the register has been submitted to the office they will be marked as present, but late. Arrival after 10.30am will be marked as half a days absence.
The register is a legal document and must be kept accurately. 

SICKNESS 
Parents are requested to notify school of all absences on the first day if possible. The school office will record notified absences and the reason given for absence. If no notification has been given regarding the child’s absence, then on day one, a member of office staff will contact the parent/carer by text and then telephone to seek a reason for absence. Where no reason is provided by parents, school will record the absence as unauthorised. 
School will decide if the absences are to be authorised or unauthorised. School completely understands that children become ill and supports families during this time. Genuine illness, risk of infection, unavoidable medical appointments or deaths in the immediate family are all considered to be acceptable reasons for absence. 
In some circumstances further evidence of a child’s illness may be requested. The types of scenarios when medical evidence may be requested include: 
 Attendance is less than 90%. 
· If a child is absent for more than 5 days. 
 There are frequent odd days absences due to reported illness. 
 The same reasons for absence are frequently repeated. 
 Where there is a particular medical problem and school may need evidence to seek additional support/provide support.

UNAUTHORISED ABSENCE 
Unauthorised absences will be given for truancy, parent/carer or sibling illness, staying at home to look after younger children or sick relatives, overlaying, shopping trips, birthdays, family holidays that do not meet the exceptional circumstances criteria, or regular illness where no medical evidence is forthcoming. The Local Authority may pursue cases of poor attendance through the courts. The Local Authority consider 6 unauthorised absences (3 days) within any given 6 week period as persistent absence.

ATTENDANCE MONITORING
The Headteacher and Family Support Worker will monitor attendance on a regular basis.  
· Where there are unauthorised absences, unsatisfactory absences, obvious patterns, no signs of improved attendance or attendance falls below 90%, attendance will become subject to monitoring. Parents will be informed of this by letter. The school will offer support as required. 
· Attendance of these children will then be monitored over a 6 week period.
· Parents will be required to provide medical evidence for any absences from this point onwards.
· If the child has 3 unauthorised absences during this 6 week monitoring period, a referral to the Enforcement Team will be made and a fine may be issued. 
· Letters will be sent to parents/carers if a child’s attendance falls below 96% to ensure that parents/carers are aware of the expectation. This will be monitored on a half termly basis. 
· The number of late marks will also be looked at during this monitoring and letters will be issued where the level of lateness is unsatisfactory.
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HOLIDAYS DURING TERM TIME 
Amendments to the Education (Pupil Registration England) Regulations 2006 came into force on 1 September 2013. The amendments make it clear that Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances. Headteachers should determine the number of school days a child can be away from school if the leave is granted. At Holly Hill Primary and Nursery School parents can request a leave of absence using a leave of absence request form. The form is considered by the Headteacher. If the reason for absence falls into the exceptional circumstances criteria set by the Local Authority then the absence will be authorised and parents will be informed. The fundamental principle for defining ‘exceptional’ are ‘unavoidable’ and ‘short’. If the absence is to be unauthorised then parents will be informed and the fining procedure will be followed. 
In April 2017 the Supreme Court ruled that to be a regular attender you must “comply with the rules prescribed by the school”. The ruling by the Supreme Court is final and cannot be appealed. It now provides a level of certainty for Head Teacher, Parents and Local Authorities over the definition of regular attendance and the expectation that children must be at school every day that the school requires them to be. 

REWARD SYSTEMS
Systems we have in place to encourage regular attendance/punctuality include; 
· Termly pin-badge prize for 100% attendance during each term
· Termly certificates for 96%+ attendance during each term
· Any class that gets 100% attendance in any given week are rewarded with a medal. When the class has 3 medals they receive £50 to spend on books for their classroom.
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