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Attendance Policy 
Introduction

We expect all children on roll to attend every day, when the school is in session, as long as they are fit and healthy enough to do so. We do all we can to encourage children to attend, and to put in place appropriate procedures for promoting attendance, punctuality and managing pupil absence. 

We believe that the most important factor in promoting good attendance and punctuality is development of positive attitudes towards school. To this end, we strive to make our school a happy and rewarding experience for all children. We will also make the best provision we can for those children who, for whatever reason, are prevented from coming to school. 

Under the Education (Pupil Registration) Regulations 1995, the governing body is responsible for making sure the school keeps an attendance register that records which pupils are present at the start of both the morning and the afternoon sessions of the school day. This register will also indicate whether an absence was authorised or unauthorised and whether the child arrived in school on time.
Definitions

Authorised absence: When a child has been away from school relating to a ‘one-off isolated situation’ or ‘an exceptional reason’ and the school has received notification via an absence request form (attached) from a parent or guardian, or a child has been unwell and the parent has written a note or telephoned the school to explain the absence. 

Unauthorised absence: When a child is away from school without good reason, even with the support of a parent.  This includes children who arrive after the registration period has closed (9.25am).
Only the school can make an absence authorised. Parents and carers do not have this authority. Consequently, not all absences supported by parents and carers will be classified as authorised 

Late: A child arrives after the registration period (8.45-8.55am)

If a child is absent

When a child is absent the class teacher will record the absence in the register, which is checked by the office. It is the duty of the parent to inform the school of any absence on the first day. If this is not the case the office will contact a parent or guardian to explain the absence and ensure the child’s safety. Attendance record is recorded on the computer. This is monitored by the secretary and headteacher. Any concerns are raised directly with the parent and addressed to the Education Entitlement and Inclusion team if necessary. 
Requests for leave of absence

We believe that children need to be in school for all sessions, so that they can make the most progress possible and therefore follow the DfE regulations regarding School Attendance (September 2013). 
Head Teachers are no longer permitted to authorise any leave or absence from school unless the circumstances are ‘exceptional,’ relating to a ‘one-off’ isolated situation.   Please be aware that ‘Exceptional’ circumstances no longer cover:

· Holidays of any description

· Parental work patterns necessitating taking holidays in term time

· Family birthday celebrations

· Visiting relatives abroad

Long-term absence

When children have an illness that means they will be away from school for over five days, the school will do all it can to send material home, so that they can keep up with their school work. If the absence is likely to continue for an extended period, or be a repetitive absence, the school will contact the support services, so that arrangements can be made for the child to be given some tuition outside school.

Repeated unauthorised absences (persistent absence)
· The school will contact the parent or guardian of any child who has an unauthorised absence. If a child has a repeated number of unauthorised absences, the parents or guardians will be invited to a meeting at school to discuss the problem. If the situation does not improve, a warning letter will be sent. Penalty notices may be issued if required. The school will contact the Education Inclusion and Entitlement team at the local authority if deemed necessary.
· Schools are expected to initiate legal proceedings when there are:

· At least 20 continuous unauthorised sessions of absence 

Or

· At least 28 unauthorised sessions in the academic year

If a child is late

The child (KS2) or parent (KS1) signs the late sheet held in the reception area. They are admitted to their class. They are expected to apologise to their class teacher and ideally provide a reason. All latecomers will be marked as late in the register. The headteacher regularly monitors punctuality figures and contacts the parents of those who are repeatedly late. 

Rewards for good attendance and punctuality
· All the children who have excellent attendance in any one term will receive an excellence certificate for attendance, awarded at the last assembly of the term. 
· Punctual Peter is awarded to the class that is the most punctual each week. A record of the winning classes is kept as a running total and the term’s overall winner is awarded a class treat.
Attendance targets

The school sets attendance targets each year. These are approved by governors. The targets are challenging yet realistic, and based on attendance figures achieved in previous years. The school considers carefully the attendance figures for other similar schools and nationally, when setting its own targets.

Leaving Horsley

At Horsley we work hard to ensure that all children remain safe and we care for their welfare. When a child leaves our school we ensure that they do not go missing from the education system. We retain children on our registers until we are formally requested to transfer them to a new school.

Should we become aware that a child has not re-registered at a new school or we believe that they are now missing education we will contact the local authority. We will do all we can to comply with and uphold the Gloucestershire County Council Children Missing from Education Policy.

The Headteacher is responsible for all attendance related issues.

Related Policies

· Safeguarding Policy

Monitoring and review

It is the responsibility of the governors to monitor overall attendance. The governing body also has the responsibility for this policy, and for seeing that it is carried out. The governors will therefore examine closely the information provided to them, and seek to ensure that attendance is as high as it can be. The school will keep accurate attendance records on file for a minimum period of three years.

EVALUATION

Using data from monitoring activities, the Headteacher and Curriculum Governors will review and update this policy annually. 

Name_______________________Signature ____________________ Date: ___________

                                                                                    (Chair of Governors)

Name______________________ Signature ____________________ Date: ___________

                                                                                      (Headteacher)

Reviewed LB / March 2015
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Absence Request Form

Please complete and return this form if your child will be absent for school for any reason, including medical and dental appointments and secondary school visits.

Head Teachers are not permitted to authorise any leave or absence from school unless the circumstances are ‘exceptional,’ relating to a ‘one-off’ isolated situation.   Please be aware that ‘Exceptional’ circumstances do not cover:

· Holidays of any description

· Parental work patterns necessitating taking holidays in term time

· Family birthday celebrations

· Visiting relatives abroad

We have a duty to comply with the DfE and no exceptions will be given. Please give below the reasons why your child will be absent from school.  Absence which does not meet the required criteria will be classed as unauthorised; a week’s holiday will therefore result in 10 unauthorised absences.

-----------------------------------------------------------------------------------------------------------------------------------

Absence Request

Child’s Name
_________________________________

Child’s Class
_________________________________

Date of Absence

From:

______________________


To:
_________________________

Reason for Absence:

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Your Absence request is
Authorised
_________

Unauthorised

___________

Signed

________________________________
Position_____________________________
Date

________________________________

Copy Parent/Pupil File
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