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Mission Statement

School ensures that all its pupils receive a full-time education which maximises opportunities for each pupil to realise his/her full potential.

The school will provide a welcoming, caring and safe environment, whereby each member of the school community feels wanted and secure.

All school staff work with pupils and their families to uphold and promote regular and punctual attendance to school.
The school has an established and effective system of incentives and rewards which acknowledges the efforts of pupils, parents and carers to improve their attendance and timekeeping and will challenge parents who give low priority to attendance and punctuality.

An effective and efficient system of communication with pupils, parents, carers and appropriate agencies has been established to provide information, advice and support.
The school works effectively with other agencies, in particular the Attendance, Compliance and Enforcement Caseworker, to support families of children who are not attending regularly and on time and to seek to promote and support improvements.
The Governing Body actively supports the school’s work to improve attendance.  There is a named governor for attendance.

It is expected that all children attend school regularly and be on time every day.
Aims
1. To continually improve the percentage of pupils attending school.
2. To make attendance and punctuality a priority for all those associated with the school including pupils, parents, carers, teachers and governors.

3. To develop a framework which defines agreed roles and responsibilities and promotes consistency in carrying out designated tasks.

4. To provide support, advice and guidance to parents, carers and pupils through consistent lines of communication.
5. To develop a systematic approach to gathering and analysing attendance/absence related data.

6. To implement an effective system of rewards and sanctions.

7. To promote effective partnerships with the Warwickshire Attendance Service (WAS) and with other services and agencies.

8. To recognise the needs of the individual pupils when planning reintegration following significant periods of absence; e.g. exclusion, travelling or hospitalisation.
9. To actively encourage regular attendance of children in early years

Aim 1 - To improve the overall percentage attendance & punctuality of pupils at school
· Apply School Attendance Policy consistently.

· Establish and maintain a high profile for attendance and punctuality.

· Relate attendance issues directly to the school’s values, ethos and curriculum.
· Monitor progress in attendance through measurable outcomes.

· Relate regular attendance and good punctuality to the impact on pupil’s learning and progress.

Aim 2 - To make attendance and punctuality a priority for all those associated with the school including pupils, parents/carers, teachers and governors
· To make attendance and punctuality a priority on Learning Improvement Plan.
· Use school website/staff handbook/DfE literature and Local Authority information to promote regular attendance and good timekeeping.
· Produce termly/annual reports to parents/governors.
· Produce newsletters half-termly regular updates on website for parents/carers.
· Provide INSET training for staff.
· Display information at focus points – classrooms, noticeboards etc.
· Discuss attendance issues at Key Stage Meetings, Multi-Agency Meetings and Parent/Teacher Consultation Meetings.
· Apply regularly, award systems, including badges, trophies, certificates, end of year prizes, etc.
· Share regular attendance & punctuality reports/graphs with pupils & parents for each class.
· Ensure Attendance display board is current and attractive and that noticeboards have an attendance feature.
· Regularly apply and administer the Attendance and Punctuality Banding Programme half-termly.
Aim 3 - To develop a framework which defines agreed roles and responsibilities and promotes consistency in carrying out designated tasks

· All staff members to be fully involved in promotion of good attendance and punctuality.

· Make phone/letter/text contact, using designated school staff, on first day of absence.

· Ensure clearly defined late registration procedures.

· Respond swiftly to lateness (in respect of both pupils and parents).

· Appoint an Attendance Co-ordinator with appropriate time set aside.

· Define clearly the roles and responsibilities within the school staffing structure.

· Have clear procedures prior to referral to WAS.
· Review attendance and punctuality on a weeky, half-termly, termly and annual basis.
· A ‘3 stage approach’ is used for attendance monitoring.  Letters are sent to parents/carers where attendance has fallen below the set targets at each stage. Actions are taken if attendance continues to decline and may include meetings with the Headteacher and/or WAS, the request for medical evidence in the case of illness, referrals to WAS. 
· Be familiar with the WAS Casework Officer’s referral and recording systems.

· A governor/governors to be involved in all stages of promoting good attendance and punctuality.
Aim 4 - To provide information support, advice and guidance to parents/carers and pupils

· Through the curriculum:





	· PSHE 
	· Assemblies

	· Governors
	· Staff

	· Pastoral Manager/Learning Mentor
	· Displays

	· Breakfast Clubs
	· School Council

	· Safeguarding Procedures
	· Website Promotion

	· Stay and Play
	· Noticeboards

	· Parent Teacher Consultations
	· All other available resources


· Outline the support offered by the school.

· Set aside time for parents to speak to staff at the end of the day.
· Provide accurate and up-to-date contact information for parents, e.g. texting service.
· Involve parents from earliest stage, when addressing poor attendance or punctuality.
· Hold regular meetings with parents/carers of identified pupils.
· Ensure parents/carers are aware of the penalties handed to parents/carers for persistent non-attendance and unauthorised absence of their children at school.
Aim 5 - To develop a systematic approach to gathering and analysing attendance data
· Headteacher meet regularly with Attendance Co-ordinator and WAS Caseworker to consider data and actions.
· Standardise recording of:

( authorised/unauthorised absence 
( punctuality
( educational activity

( actual attendance

· Be consistent in the method of collection and provision of information.

· Provide appropriate information for:
( governors



( other agencies
( other school staff

( parents/carers
( pupils (individual or groups)
( WAS
· Identify developing patterns of irregular attendance and lateness and agree a target group of pupils to work with – monitor improvements closely; e.g. persistent absentees.
· Report provided for Head Teacher at least half-termly and sometimes more frequently.
Aim 6 - To further develop positive and consistent communication between home and school
· Initiate first day absence contact.

· Make full use of computer generated letters (SIMS Handbook), to save time.
· Make use of the texting service.

· Promote expectation of notification of reasons for absence letters/phone calls from parents (keep a record of these).
· Provide information in a user-friendly way (may include languages other than English, and non-written).

· Invite all parents/carers into school to discuss issues or concerns.
· Provide letters written in ‘home language’ if needed.

· Recognise improvements in attendance. Well done letters sent home.

Aim 7 - To implement a system of rewards and sanctions
· Identify finance to support a system of rewards; e.g. certificates, badges, etc.
· Actively and regularly promote attendance/punctuality and associated rewards. 
· Ensure fair and consistent implementation of systems and procedures.
· Involve pupils in system evaluation via School Council.
· Take action which accords with objectives agreed between school and others, e.g. WAS Case Worker, parent/carer or other agency.
Aim 8 - To promote effective partnerships with WAS and with other services and agencies
· Designate key staff, Attendance Co-ordinator and when appropriate the Pastoral Manager/Learning Mentor for liaison with WAS and other agencies.

· Carry out initial enquiries/intervention prior to referral.

· Gather and record relevant information to assist and complement work of WAS.
· Hold half-termly attendance review meetings with key school staff and WAS.

· Arrange multi-agency liaison meetings as appropriate.

· Establish and maintain list of named contacts within the local community and other agencies; e.g. community police contact officer.

· Support INSET for school Attendance Co-ordinator and other key staff.
In the event of a long absence as/when appropriate:-

Aim 9 - To recognise the needs of the individual pupil when planning reintegration following significant periods of absence
· Be sensitive to the individual needs and circumstances of returning pupils.

· Provide opportunities for counselling and feedback.

· Consider peer support and mentoring.

· Involve parents/carers as far as possible.

· Agree timescale for review of reintegration plan.

· Include WAS, parents/carers and pupil in reintegration plan.

Attendance & Punctuality of children in the Early Years Foundation Stage (Nursery & Reception Years)

Whilst it is recognised that all nursery children are below statutory school age, Reception children all start their reception year while under 5 years of age and reach statutory school age during their reception year.  All are actively encouraged to adopt/have good patterns and habits of attendance!

The Education Act 1996

In order to support this, the school use the attendance and absence codes as outlined in the guidance provided by the DFE to record non-compulsory school age attendance.

Working closely in partnership with parents and carers we are able to demonstrate the benefit to children’s development and learning if they attend school regularly. This provides a solid foundation for good attendance as children move through school.

Nursery and Reception children’s attendance and punctuality is regularly measured and reported to staff and governors and parents.
This approach to managing attendance in the early years is promoted as good practice in the report ‘Improving Attendance at School’ (2012 by Charlie Taylor).

REGISTRATION PROCEDURES AND REGULATIONS
Regulations concerning School Attendance – in brief

· All children of compulsory school age must receive suitable education (Section 7, Education Act 1996)

· A child of compulsory school age who is registered at school must by law attend regularly and punctually.

· Attendance registers are required by law to be called twice a day.

· The Head Teacher is responsible for registering attendance, but may delegate this responsibility to other staff.
· Ultimately, by law, only the Head Teacher or in his/her absence the deputy can approve absence, not the parent or carer.
· The absence of a pupil without an acceptable reason should be recorded as unauthorised.

Regulations concerning Registration – in brief

· In law parents and carers have the prime responsibility for ensuring that registered pupils of compulsory school age attend school regularly.  Section 576 of the Education Act 1996 defines ‘parent’ as;



Any natural parent whether married or not.


Any parent who, although not a natural parent, has parental responsibility as 
defined in the Childcare Act 1989 for a child or young person.


Any person who, although not a natural parent, has care of a child or young 
person.
· A child becomes a ‘registered pupil’ from the first session he/she physically attends the school.

· The law requires a school to maintain an official register, whether manual or on computer.  In both, the original entry in a register and any subsequent correction must be clearly distinguishable.  Both the original entry and the correction should be preserved so that on retrieval, the entries appear in chronological order.

· All schools must keep an admissions register.

· Attendance registers must be kept for three years after the date on which they were last used.

· The law allows registers to be kept on computers.  Staff must print the attendance register at least once a month.
· In law all schools, when completing main registers, are required to indicate whether each registered day pupil is present, engaged in an approved educational activity or absent.
The Education (Pupil Registration) Regulation 2006
· Attendance registers are required in law to be called twice a day, usually at the commencement of the morning session and the commencement of the afternoon session.
· The Education (Pupils Registration/England) Regulations 2006 require that schools should publish the previous year’s attendance figures.
The Education (Pupil Registration) Regulations 2006 including Categories

There are only four registration categories (but several symbols are used to indicate these categories).  These are:

· Present: Pupil is on school premises at time of registration.
· Approved Educational Activity: covers specified types of supervised activity, undertaken off site but with the approval of the school.

· Authorised Absence: A pupil has the authority of the school to be absent either given in advance or afterwards.

· Unauthorised Absence: No explanation received or an unacceptable reason given.
Approved Educational Activity

The following types of activity are included in this category.
· Field trips and educational visits at home and abroad.

· Sporting activities approved by the school.

· Students receiving tuition at another school while remaining on roll at their home school.

Authorised Absence

There are four main categories:

· When the student is prevented from attending by sickness

· A day set apart for religious observance by the religious body to which the parents belong.

· No suitable transport is available and the school is not within walking distance.

· Traveller absence – where travelling pupils are away from school as a result of their family being on the road.

Other categories of authorised absence

· Extended leave in exceptional circumstances only – agreed by the Head Teacher.

· Attendance at an interview with another educational establishment.

· Medical or dental appointments by necessity made in school time.

· Exclusions of fixed term.

· Other authorised circumstances considered on a case by case basis.
Unauthorised absence

There are only two categories of unauthorised absence:

· Unauthorised absence is when a school is not satisfied with the reasons given for the absence.
· Late after registers have closed. The register closes at 9.30 a.m. and all pupil arrivals after this time will be recorded as very late, the ‘U’ mark, which is an unauthorised absence.

Punctuality
· It is expected that all children will arrive at school on time.  
	Official start time to the school day
	8:55 a.m. 

	School doors open
	8:45 a.m.

	Register period
	8:55 a.m. to 9:05 a.m.

	School finish time
	3:15 p.m.


· If pupils arrive after 9:05 a.m. but before 9.30 a.m. it is recorded as a late mark; the ‘L’ code.
· Punctuality will be monitored for each child.  Parents/carers will be informed regularly of this at the same time as the child’s attendance at school.
· If a child is persistently late, a meeting will be arranged between the Headteacher and the parent/carer to ascertain a reason and to give the parent/carer an opportunity to explain.

· The school will make clear their expectations of punctuality.

· The impact of lateness on the child will be emphasised to the parent/carer.  E.g. unsettled start; missing learning.

· A target will be set to support improvement of punctuality for the following half-term/week, etc.

· Children who are late must be ‘signed in’ by the adult who brings them, giving a reason for lateness.

· Following a week of poor punctuality, a parent/carer will be sent a text/letter informing them of how many minutes late that child has been that week.
· The school encourages punctual attendance by the use of incentive programmes for pupils and class.

Leave of Absence and Holidays
Following the statutory legislation, September 2013, set by the government regarding ‘Holidays in term time’, the Governing Body adopted the attached procedures as school policy, and continue to do so for this academic year, 2018 – 2019.
Leave of Absence
The Government issued new regulations in September 2013 regarding Leave of Absence; The Education (Pupil Regulations) (England) Regulations 2006 as amended by Education (Pupil Regulations) (England) (Amendment) Regulations 2013

· Head teachers shall not grant any Leave of Absence during term time unless they consider there are exceptional circumstances relating to the application.

· Parents do not have any entitlement to take their children on holiday during term time.  Any application for leave must establish that there are exceptional circumstances and the Head Teacher must be satisfied that the circumstances warrant the granting of leave.

· Head Teachers will determine how many school days a child may be absent from school if the leave is granted.

· The school can only consider applications for Leave of Absence which are made by the resident parent. i.e the parent with whom the child normally resides. 

· Applications for Leave of Absence must be made in advance and failure to do so will result in the absence being recorded as “unauthorised”. This may result in legal action against the parent, by way of a Fixed Penalty Notice. 

· Applications for Leave of Absence which are made in advance and refused will result in the absence being recorded as “unauthorised”. This may result in legal action against the parent, by way of a Fixed Penalty Notice, if the child is absent from school during that period. 

· All matters of unauthorised absence relating to a Leave of Absence will be referred to the Warwickshire Attendance Service of Warwickshire County Council. 

· The Warwickshire Attendance Service have the authority to consider issuing Fixed Penalty Notices for Leave of Absence in line with the Warwickshire County Council’s Non-School Attendance and Penalty Notices Code of Conduct. (A copy of which can be found at https://www.warwickshire.gov.uk/pupilnonattendance).

· If a Fixed Penalty Notice is issued and is not paid within the timeframe set out in that Notice, the matter will be referred to Warwickshire County Council’s Legal Services to consider instigating criminal prosecution proceedings under S444 of Education Act 1996. 
· Each application for a Leave of Absence will be considered on a case by case basis and on its own merits.
Exclusions
The Head Teacher’s Power to exclude
· Only the head teacher of a school (in his her absence the deputy head) can exclude a pupil and this must be on disciplinary grounds. A pupil may be excluded for one or more fixed periods (up to a maximum of 45 school days in a single academic year), or permanently. A fixed-period exclusion does not have to be for a continuous period. 
· A fixed-period exclusion can also be for parts of the school day. For example, if a pupil’s behaviour at lunchtime is disruptive, they may be excluded from the school premises for the duration of the lunchtime period. The legal requirements relating to exclusion, such as the head teacher’s duty to notify parents, apply in all cases. Lunchtime exclusions are counted as half a school day for statistical purposes and in determining whether a governing board meeting is triggered. 

· The behaviour of a pupil outside school can be considered grounds for an exclusion. 

· Whenever a head teacher excludes a pupil they must, without delay, notify parents of the period of the exclusion and the reasons for it.
· They must also, without delay, provide parents with the following information in writing: 
· The reason(s) for the exclusion; 

· The period of a fixed-period exclusion or, for a permanent exclusion, the fact that it is permanent; 

· Parents’ right to make representations about the exclusion to the governing board and how the pupil may be involved in this; 

· How any representations should be made; and 

· Where there is a legal requirement for the governing board to consider the exclusion, that parents have a right to attend a meeting, to be represented at that meeting (at their own expense) and to bring a friend. 
The school’s full exclusion policy can be found on our website: http://www.allsaintsceprimaryschoolandnursery.co.uk/
If you would like a hard copy, please ask at the school office

Children Missing from education 
The following are the DofE legal requirements for schools in Warwickshire for the recording and reporting of children who leave school without any known destination.
1. Where a pupil has not returned to school for ten consecutive days the school will  make a referral to CME after jointly making reasonable enquiries, to establish the whereabouts of the child. This only applies if the school does not have reasonable grounds to believe that the pupil is unable to attend because of sickness or unavoidable cause.

2. ‘Reasonable enquiries include:

a) Telephone calls to all known contacts
b) Texts to all known contacts
c) Letters home (included recorded delivery)

d) Contact with other schools where siblings may be registered

e) Possible home visits where safe to do so

f) Enquiries to friends, neighbours etc. through school contacts

g) Enquiries with any other Service known to be involved with the pupil/ family

h) All contacts and outcomes to be recorded on the pupil’s file

Where there are urgent concerns about a child’s safety and wellbeing, the school will seek advice/referral from Warwickshire’s Multi Agency Safeguarding Hub (MASH).
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