MARLWOOD CLUSTER ATTENDANCE POLICY FOR PRIMARY SCHOOLS
[image: image2.png]¢

Severn "
Beach 1

School AN

DN





[image: image3.png]4N

South Gloucestershire
Couvncil





Severn Beach Primary School

Policy adopted by FGB on 12th July 2011.  
Next review due: September 2012
RATIONALE
We want to do our best for all our children and believe that regular attendance at school is vital for children as it promotes good learning, positive attitudes and maintains continuity in their education and in their friendships.

Children should be at school, on time, every day the school is open unless the reason is unavoidable. Permitting absence from school without a good reason is an offence by a parent.  

STATUTORY DUTY OF SCHOOLS
The Education Act requires parents or guardians to ensure their children receive full time education either by regular attendance at school or otherwise.  In addition schools have a statutory duty to set an annual attendance target.
Every half day absence from school has to be classified by the school, (not by the parents) as either AUTHORISED OR UNAUTHORISED.  This is why information about the cause of the absence is always required.
AUTHORISED ABSENCES 
· Illness or other unavoidable causes ( In some circumstances the school may request evidence of your child’s illness) 
· Medical appointments which cannot be arranged out of school hours.
· Special circumstances such as bereavement, attending funerals, etc.

UNAUTHORISED ABSENCES

These are mornings or afternoons away from school for a reason such as:

· Parents keeping children off school unnecessarily

· Truancy before or during the school day

· Absences which are not properly explained

· Children who arrive at school too late to get a mark

It is not appropriate for the school to authorise absences for shopping, looking after other children, day trips etc.  Leave may be granted in an emergency or for medical appointments which cannot be arranged out of school time.

HOLIDAYS
Parents are strongly urged to avoid taking holidays during term time as absence from school makes it very difficult for your child to achieve his/her full potential. Indeed, parents do not have an automatic right to take their child out of school for such a holiday. However the school may decide to authorise one holiday absence in a school year of up to ten consecutive school days provided that:
· A holiday request form is completed and approved before the holiday is taken. 

· Your child has attendance of above 90% for the previous 12 months.

· There are no other concerns about your child’s attendance such as the number of incomplete weeks in school or the number of medical appointments in school time.

· Your child has no unauthorised absence in the previous 12 months.

· You have not received a letter from the school re your child’s lateness in the previous 12 months.

Holiday absence for longer than 10 consecutive school days will not normally be authorised by the school.  The governors’ expectation is that only in exceptional circumstances will parents request a longer period and the grounds for the request will be individually considered. This will also be discussed with the Local Authority.
No holidays will be authorised during Term 5 because this is the school’s assessment period. 
LATENESS
A pupil arriving late may seriously disrupt not only his or her own continuity of learning but also that of other pupils.

Pupils who arrive late, (i.e. after register closure), should ‘sign in’ to record their presence in school.

The school will investigate persistent lateness and work with the parents to set targets for improvements.

MONITORING REGISTERS
Attendance registers are monitored on a regular basis. We then notify you if your child’s attendance falls below 90%. The school may investigate further if there is cause for concern.
In accordance with local authority guidance, should attendance fall below 85%, and is cause for concern, the Education Welfare Service will be contacted to promote attendance in conjunction with the school. At this point the school may contact your GP or other agencies in order to request support in improving your child’s attendance.
PROCEDURES

Children should be in school at the start of the school day by 8.45 am.
Any children arriving after this time will need to report to the office to be signed in.  These children will be given a late mark in the register.

Those children who arrive after 9.10 am, when registers close, will be given an absence mark, unless there has been prior information provided or a medical appointment. 

The school day ends at 3.15pm for Reception and KS1 pupils and 3.20pm for KS2 pupils.
MONITORING

The governors will review this policy annually.

Appendix 1
Procedures for staff:

· Each register must be marked at the beginning of the morning and afternoon session 

· Registers must be marked in black ink with a red circle to indicate absence

· Any code for the absence must be written inside the circle in black ink

· Registers must be returned to the office by 9.15am

· Registers will close at 9.10 am for the morning session and 1.25 pm for the afternoon session

· Pupils who arrive after 8:45 am but before the register closes will be marked as late and counted as present 

· Pupils who arrive after the register has closed will be marked as late by the administrative staff and counted as an unauthorised absence unless they have a valid reason for lateness
· Pupils who arrive after the register has closed but have a valid reason for doing so will be marked as late authorised (LA) and counted as authorised absent

· Pupils arriving after 8:45 am will have their name and reason for lateness entered in the school ‘late book’.  Accompanying parents will be asked to sign the ‘late book’ 

· Parents/carers of pupils who arrive late three or more times in any half term (without an accompanying parental signature in the ‘late book’) will be informed by letter

Totalling Registers:

· The administrative staff are responsible for totalling the registers and completing, in full, the section at the bottom.  This includes working out the percentage attendance for each week.
· In order to allow time for any unauthorised absences to be followed up it is acceptable to complete the bottom section of the register a week in arrears.
· It is the responsibility of the administrative staff to total each pupil’s individual attendance. 

Appendix 2
Symbols to be used when marking registers:

	Symbol         


	Explanation

	   /   \
	Present



	
	Unauthorised absence



	
	Unauthorised absence – late after register closed

WILL BE PRESENT BUT COUNTED IN TOTALS AS UNAUTHORISED ABSENT

	
	Late – after register closed but absence is authorised

WILL BE PRESENT BUT COUNTED IN TOTALS AS AUTHORISED ABSENT

	
	Late – before register closed

WILL ARRIVE AFTER BELL HAS GONE BUT BEFORE 9:10 AND WILL BE COUNTED AS PRESENT

	
	Other circumstances, e.g. bereavement, agreed special occasions, performances or other approved absences not covered by other codes



	
	Excluded



	
	Family holiday – authorised for a maximum of ten days in any year



	 SHAPE  \* MERGEFORMAT 
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	Family holiday – unauthorised

	
	Medical and dental appointments, and confirmed illness



	
	Days of religious observance for the religious body to which the parents belong

	
	Traveller child travelling



	
	Attending interview, e.g. with prospective employer or with another educational establishment

	
	Approved study leave



	
	Pupil attending another institution under a formalised dual register arrangement



	
	Approved educational activity N.B. CODE LETTER ONLY NO CIRCLE

	     P
	Approved sporting activity (participation in, attendance at)

	     V
	Educational visit or trip

	     W
	Approved work experience

	     Z
	Pupil attending another institution under link course/consortium/franchising arrangement (but short of dual registration arrangement)



                                      Holiday request form
Name of child/children: 
Dates of proposed holiday : 

From                                             to: __________________

I am aware that approval will be subject to the following conditions :
· This holiday request form is completed and approved before the holiday is taken. 

· My child has attendance of above 90% for the previous 12 months.

· The school has no other concerns about my child’s attendance such as the number of incomplete weeks in school or the number of medical appointments in school time.

· My child has had no unauthorised absence in the previous 12 months.

· I have not received a letter from the school re my child’s lateness in the previous 12 months.
Very occasionally the school authorises a special holiday in exceptional circumstances. If you would like the school to take into account additional information, please give this below.

Signed:   ________________________      date: _______________________
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