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Introduction 
Regular attendance is central to raising standards in education. This policy is written in line with the DfE guidance ‘Advice On School Attendance’ that states:

‘Missing out on lessons leaves children vulnerable to falling behind. Children with poor attendance tend to achieve less in both primary and secondary school’. 
Absence from school affects all pupils due to disruption to the school day, the establishment and maintenance of friendships with peers and the organisation of collaborative and team working within school. St Luke’s CE Primary School will take appropriate action when necessary in order to promote the school’s duty to promote good attendance and reduce absence.
Aims: 

· To maximise the attendance and inclusion of all our children
· To encourage regular attendance through quality first teaching and a stimulating and secure environment for all pupils
· To monitor and support children whose attendance is a cause for concern and work in partnership with parents and carers to resolve any difficulties 

· To provide a consistent approach for all pupils and parents

· To work closely with the Education Welfare Service and other teams in the implementation of this policy
What is expected of parents: 
· To keep their child’s absence to a minimum 

· To provide a reason for any absence on the first day of absence 

· To ensure that their child arrives on time, properly dressed, with the right equipment and in a condition to learn. A reason should be offered for any lateness 

· To work closely with the school and the Education Welfare Officer (EWO) to resolve any issues that may impede a child’s attendance 

· To be aware of curriculum requirements and be especially vigilant with regards to attendance during important times such as Assessment weeks and SAT’s tests 

· To support their child and recognise successes and achievements 

· To keep school updated should contact numbers or address details change 

Parents and carers are asked to contact the school office on the first morning by phone or in person if their child is absent from school. This needs to be done before registration at 9am. Parents can also ‘Report an Absence’ under the ‘Contact US’ tab of the school website. 

What is expected of school: 

· To promote punctuality and attendance 

· To develop procedures that enable school to identify, monitor, follow up and record unauthorised absence and patterns of absence

· To consistently record absence within the guidance of the 1996 Education Act 

· To develop a range of strategies to follow up intermittent and long term absenteeism and promote good attendance 

· To encourage communication between home and school 

· To develop procedures leading to a formal referral to the EWO 
· To further develop curriculum enrichment activities for pupils as an incentive to attend school
What is an Authorised Absence?
Authorised absence’ means that the school has either given approval in advance for a pupil of compulsory school age to be away, or has accepted an explanation offered afterwards as justification for absence. 
These can include genuine sickness, hospital appointments, religious holidays etc. Where possible medical and dental appointments should be arranged during holidays or outside the school day. Where this is not possible it is expected that pupils only miss part of the day and that an appointment card or letter is brought into the school office as evidence. Where attendance of pupils has been identified as an area of concern the school will insist on seeing such evidence before authorising the absence. If a child has 3 periods of absence further absence will be unauthorised unless medical evidence/doctors letter is provided to school.
What is an Unauthorised Absence? 

These include: Holidays in term time, visiting relatives, parent/s unwell or any absence that the school has not been informed about. 
St Luke’s will also not authorise absences for illness where children are seen to be out in the community with their parents or where children clearly contradict the reason for absence on their return to school. 

School supports the view that every day in school makes a difference and discourages parents from taking holidays in term time. In line with DfE guidance, holiday absence will no longer be granted. Where parents feel that there are truly exceptional circumstances they must put this in a letter to the Headteacher. Please note that the availability of parent’s holidays, the cost of holidays within term time and visiting relatives abroad are not classified as exceptional circumstances. By definition and exceptional circumstance should be a one off, never to be repeated incidence.    
There is no entitlement in law to term time holiday. Any holidays taken in term time will be marked as unauthorised absence.
We try to keep the criteria for authorising absences as simple as possible so that it is clear to parents what will and will not be authorised. This is to help avoid misunderstandings. It is imperative that parents seek authorisation for absences before final arrangements are made.
Response to Absence: 
· If any child has not been registered or the school has not been notified about a child’s absence, the office will contact parents by telephone. 
· Parents should keep the school informed about their child’s absence and in some cases school staff will continue to check each morning with the parents on each subsequent day that the child is absent. 
· At the end of the week, if no absence reason has been received the school will record the absence as unauthorised and refer the matter to the Education Welfare Officer. Children’s Social Care may also be informed. 

At each stage of this process, parents are invited in to speak to the headteacher if they have specific concerns or issues. 
Following regular monitoring of absence figures, parents may be invited in to school to discuss long or regular periods of absence with the Headteacher, School Governors and the Education Welfare Officer. 

Lateness: 
School starts at 9am, school doors are open from 8.45am. Lateness is classed as any child arriving between 9am and 9.20am when registers close. All children arriving after 9am must report to the school office. 
Arriving after the registers close will result in your child receiving an unauthorised absence mark for that session. Persistent levels of unauthorised absence due to lateness may result in a penalty notice being issued. 

Lateness is monitored weekly and letters are sent home to the parents informing them of the lost lesson time and disruption caused to the child and the class as a whole. If the lateness is persistent then the school will seek to meet or speak with parents to discuss our concerns. Cases of persistent lateness will result in a referral to the Education Welfare Officer. 

The Education Welfare Service 
St Luke’s CE Primary School works together with the Education Welfare Service to improve the attendance of all our children. Our target attendance for this academic year is 95.5% and whilst the majority of our children achieve this, there are a minority who do not. There are different strategies used by the Education Welfare Service to support families and raise awareness of the importance of school attendance. These range from Attendance assemblies, late stops, informal visits, target days, penalty notices and ultimately court action. 
All staff at St Luke’s hope that any attendance issues or concerns can be resolved long before court proceedings are begun. See appendix B for more information regarding parenting contracts and penalty notices. 
Persistent Absentees 
A child who has an attendance figure of 90% or below is classed as a persistent absentee and will be referred to the EWO. 

A child who has an attendance percentage below 90% will be closely monitored and supported to prevent them falling into the persistent absentee category. As such they may be referred to the EWO and the school will also request medical evidence for further absences. 
Monitoring and Evaluation 
Daily 
Registers are kept electronically at St Luke’s and monitored daily by the administration staff. Details of all absences and lateness are recorded. A log is kept of all correspondence between parents and school. 

Weekly 
Percentage attendance figures are calculated on a weekly basis, including lateness for each class. 
These are reported on the school website and posters placed near the school exits with a healthy element of competition being encouraged between classes. 

Fortnightly 
Letters are sent to parents whose children have had 2 or more late marks over a period of two weeks. Letters are sent to parents whose children have been absent and not provided school with a reason. 

School personnel and the headteacher meet at least on a monthly basis to monitor individual attendance of referred pupils and address any concerns. 

Monthly 
A letter is sent to parents of children who have had 8 late marks in the current month. 

Appendix A:

Types of absence and registration codes: 

Attendance codes for when pupils are present at school are as follows: 
Code B: Off-site educational activity 
Code D: Dual Registered - at another educational establishment  

Code J: At an interview with prospective employers, or another educational establishment 
Code P: Participating in a supervised sporting activity 
Code V: Educational visit or trip 
Code W: Work experience (not usually used at primary level)

Authorised Absence from School 
Code C: Leave of absence authorised by the school 
Code E: Excluded but no alternative provision made 
Code F: Extended family holiday authorised by the school 
Code H: Family holiday authorised by the school 
Code I: Illness (not medical or dental appointments) 
Code M: Medical or dental appointments 
Code R: Religious observance 
Code S: Study leave (not used at Primary level)
Code T: Gypsy, Roma and Traveller absence 
Unauthorised Absence from School 
Code G: Family holiday not authorised by the school or in excess of agreed period 
Code N: Reason for absence not yet provided 
Code O: Absent from school without authorisation 
If the school is not satisfied with the reason given for absence they should record it as unauthorised. 

Code U: Arrived in school after registration closed 
Administrative Codes 
The following codes are not counted as a possible attendance in the School Census: 

Code X: Not required to be in school 
Code Y: Unable to attend due to exceptional circumstances 
This code can be used where a pupil is unable to attend because: 

The school site, or part of it, is closed due to an unavoidable cause; or 

The transport provided by the school or a local authority is not available and where the pupil’s home is not within walking distance; or 

A local or national emergency has resulted in widespread disruption to travel which has prevented the pupil from attending school. 

Code Z: Pupil not on admission register 
This code is available to enable schools to set up registers in advance of pupils joining the school to ease administration burdens. Schools must put pupils on the admission register from the first day that the school has agreed, or been notified, that the pupil will attend the school. 
Code #: Planned whole or partial school closure 
This code should be used for whole or partial school closures that are known or planned in advance such as: between terms; half terms; occasional days (for example, bank holidays); weekends (where it is required by the management information system); up to five non-educational days to be used for curriculum planning/training; and use of schools as polling stations. 

Appendix B:

Summary of Statutory Guidance on Education-Related Parenting Contracts, Parenting Orders and Penalty Notices 
A full copy of this DfE guidance can be found at www.education.gov.uk  

Introduction 
Local authorities and all schools have legal powers to use parenting contracts, parenting orders and penalty notices to address poor attendance and behaviour in school. Schools are required by law to have regard to the relevant parts of this guidance and there is an expectation that it will be followed unless there is good reason to depart from it. 
Purpose and scope of these legal measures 
Parenting contracts, parenting orders and penalty notices for irregular attendance apply only to pupils of compulsory school age who are registered at a school. Local authorities also have other powers to enforce school attendance where this becomes problematic, including the power to prosecute parents who fail to comply with a school attendance order or fail to ensure their child’s regular attendance at school. 

Context of the school attendance measures 
Parents are responsible for making sure that their children of compulsory school age receive a suitable full-time education. 
School Attendance Orders 
If it appears to the local authority that a child of compulsory school age is not receiving a suitable education, either by regular attendance at school or otherwise, then they must begin procedures for issuing a School Attendance Order. The order will require the child’s parents to register their child at a named school. If they fail to comply with the order the parent can be prosecuted. 
Prosecutions by local authorities 
If a child of compulsory school age fails to attend regularly at a school at which they are registered the parents may be guilty of an offence and can be prosecuted by the local authority. Only local authorities can prosecute parents and they must fund all associated costs. 

Education Supervision Orders 
The local authority must consider applying for an Education Supervision Order (ESO) before prosecuting parents. A local authority may apply for an ESO instead of or as well as prosecuting parents. The order is placed on the child and the local authority is appointed by the court to supervise that child’s education for a specified period of time.
Parenting Contracts 
A parenting contract is a formal written signed agreement between parents and either the local authority or the governing body of a school and should contain: 

A statement by the parents that they agree to comply for a specified period with whatever requirements are set out in the contract; and 

A statement by the local authority or governing body agreeing to provide support to the parents for the purpose of complying with the contract. 

The local authority or governing body should fund any support required to implement a parenting contract (such as referral to parenting classes) and provide information to parents about other types of support available such as details of national and local agencies and helplines. 

Parenting Orders 
Parenting orders are available as an ‘ancillary order’ following a successful prosecution by the local authority for irregular attendance or breach of a school attendance order. 

Parenting orders consist of 2 elements: 

A requirement for parents to attend counselling or guidance sessions (e.g. parenting education or parenting support classes) where they will receive help and support to enable them to improve their child’s behaviour. This is the core of the parenting order and lasts for up to 3 months; and, 

A requirement for parents to comply with such requirements as is specified in the order. This element can last up to 12 months. 

All parenting orders must be supervised by a ‘responsible officer’ from the school (behaviour orders only) or local authority. They are individually named in the parenting order. 
Penalty Notices 
Penalty notices are fines of £60/£120 imposed on parents. They are an alternative to the prosecution of parents for failing to ensure that their child of compulsory school age regularly attends the school where they are registered. They can only be issued by a head teacher, a local authority officer or the police. All schools and the police must send copies of penalties issued to the local authority. Penalty notices can be issued to each parent liable for the attendance offence or offences. 

Penalties can be used where the pupil’s absence has not been authorised by the school. 

The Code of Conduct 
Every local authority must draw up and publish a Code of Conduct for issuing penalty notices, after consulting all schools, including academies, and the police. The code should set out the criteria that will be used to trigger the use of a penalty notice. These could include: a number of unauthorised absences, perhaps within a rolling academic year; one-off instances of irregular attendance such as holidays taken during term time without the school’s permission; and where an excluded child is found in a public place during school hours without a justifiable reason. 

Payment of Penalty Notice 
The penalty is £60 if paid within 21 days of receipt rising to £120 if paid within 28 days. The payment must be paid direct to the local authority. 

There is no right of appeal by parents against a penalty notice. If the penalty is not paid in full by the end of the 28 day period the local authority must decide either to prosecute for the original offence to which the notice applies or withdraw the notice.
Appendix C:
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Standard attendance letters 
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DATE
UNCODED ABSENCE
Dear Parents/Carers 

Name of Child: __________________________ 

Our record show that your child was absent from school on; (insert dates) 
To date we have not been given an explanation for these absences. Please contact school immediately so your child’s record can be updated. 

Please note that unless as suitable reason can be given, your child’s absences will be recorded as unauthorised. 

When a child has a significant number of unauthorised absences from school this is a cause for concern and can lead to legal action being initiated. All staff at St Luke’s work tirelessly to ensure that attendance issues or concerns can be resolved long before court proceedings are begun. 
If you have any questions, please do not hesitate to contact the school and arrange an appointment. 
Yours Faithfully 

Mrs K Farrall
Headteacher 

DATE

MEDICAL LETTER
Dear Parents/Carers 

Name of Child: __________________________ 

Unfortunately, the school attendance of your child has fallen below 90% over the last (insert time scale). 

The school Attendance Policy states that when a child’s attendance falls below this percentage, a medical note will be required to authorise future absences. This is to support families with any on-going attendance difficulties and prevent them falling into the persistent absentee category. 

Please note that unless medical evidence is supplied, your child’s future absences will have to be recorded as unauthorised. 

When a child has a significant number of unauthorised absences from school this is a cause for concern and can lead to legal action being initiated. All staff at St Luke’s work tirelessly to ensure that attendance issues or concerns can be resolved long before court proceedings are begun. 

If you have any questions, please do not hesitate to contact the school and arrange an appointment. 

Yours Faithfully 

Mrs K Farrall
Headteacher


DATE

LATENESS LETTER

Dear Parents/Carers 

Name of Child: __________________________ 

Our records show that your child has arrived to school late on at least (two/eight) occasions over the last (two weeks/month) 

We are carefully monitoring pupil’s lateness very closely as arriving to school late means that children are not always best prepared for the lessons they are late for, they can miss important parts of the lesson and they often disrupt the rest of the class as time has to be taken away from other children to explain missed parts of the lesson. 

I trust that you will make sure that your child is not late for school wherever possible. If there is a specific medical or other problem that we need to know about, please let us know. 

Yours Faithfully 

Mrs K Farrall
Headteacher


DATE

UNAUTHORISED ABSENCE LETTER
Dear Parents/Carers 

Name of Child: ____________________ 

Our attendance records show that your child was absent from (insert dates). As we have not had a satisfactory explanation for this absence we have no choice but to record it as ‘unauthorised’. 

Unfortunately, in line with local authority guidance and the school attendance policy, any further unauthorised absences may result in the Local Authority issuing a Fixed Penalty Notice. 

If you have any questions, please do not hesitate to contact the school and arrange an appointment. 

Yours Faithfully 

Mrs K Farrall
Headteacher


DATE

UNAUTHORISED ABSENCE LETTER
Dear Parents/Carers 

Name of Child: ____________________ 

Our attendance records show that your child has had a significant number of unauthorised absences since September 2015. 

Unfortunately, in line with local authority guidance and the school attendance policy, any further unauthorised absences will result in the Local Authority issuing a Fixed Penalty Notice.
If you have any questions, please do not hesitate to contact the school and arrange an appointment. 

Yours Faithfully 

Mrs K Farrall

Headteacher 
       St Luke’s CE Primary School                            


       Attendance Policy.  


St Luke’s Christian ethos underpins all aspects of its policy and practice. 
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