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Statement of Intent
St. Clare’s Catholic Primary School aims to work together with all stakeholders in order to ensure the achievement of high levels of attendance and punctuality for all pupils, with the intention of enabling all students to take full advantage of the educational opportunities available to them. We aim to encourage excellent levels of attendance and punctuality.

Rights, Responsibilities and Roles
The school:
· ensure that absence procedures are understood by pupils, parents and carers.

· expects pupils to attend school regularly and to arrive on time in a fit condition to learn.

· will encourage good attendance and will investigate all unexplained and unjustified absenteeism.

· will have attendance as an item on the agenda of meetings with Head teacher and Chair of Governors.
· will promptly investigate all regular absenteeism and lateness through the Family Support Worker.

· will work closely with parents should attendance or punctuality give cause for concern.

The Headteacher is the named person responsible for monitoring the impact of this policy. 

Governor responsibility for monitoring policy effectiveness has been delegated to the Curriculum and Standards Committee which meets termly. Attendance is a standing agenda item and the committee’s discussions/decisions relating to attendance are reported by the committee chair at termly full governing body meetings.

Pupils:

· will ensure that they attend school regularly and on time.

· will attend all lessons punctually.

· will not leave the school without permission.

· will have individual records of attendance/punctuality acknowledged by the school.

Parents/Carers:
· are legally responsible for ensuring their child’s regular and punctual attendance.

· are responsible for ensuring that their child attends school regularly, punctually, properly dressed and equipped and in a fit condition to learn.

· are responsible for immediately informing school of the reason for any absence by phone or on school spider before 9:20am on the first morning of any absence.

· will avoid arranging family holidays during term time.

· can expect the school to keep them fully informed of their child’s attendance/punctuality record.
· are responsible for providing accurate and up-to-date contact details.

· are responsible for providing the school with more than one emergency contact number.

· Are responsible for updating the school if their details change.

Registration (including Punctuality)
Registers will be taken on SIMs, the online register, punctually each day at 9.05am and at 1.15pm (KS1), 1.20pm (KS2), (Registers will close at 9.20am and 1.20pm) a U will be recorded for unauthorized absences- this may incur a Fixed Penalty Notice.
Each pupil should be called by name and respond in the prescribed formal manner - ‘Here’, ‘Present’, etc.

Lateness will be recorded in registers and on the SIMS attendance module using statutory codes.
Persistent lateness will be considered a safeguarding concern and will be investigated.
Authorised/Unauthorised Absence
All absences must be explained in person or in writing on school spider or on the phone by a parent.  The school will then decide whether or not it will authorise the absence. Note that a letter containing a written explanation does not in itself authorise an absence; only the school’s acceptance of the explanation offered by the letter authorises the absence.

Absence from school may be authorised if it is for the following reasons:

· sickness

· unavoidable medical/dental appointments

· days of religious observance

· exceptional family circumstances, such as a bereavement.
· a medical condition that warrants isolation – please contact school for advice.

Parents will be regularly reminded that all medical/dental appointments should be made, whenever possible, outside of school hours.

Parents will be regularly reminded to avoid booking family holidays during term time.  Parents do not have any entitlement to take their child out of school for such holidays.  

Absence from school will not be authorised for:

· shopping

· looking after brothers, sisters or unwell parents

· minding the house

· birthdays
· vague explanations i.e. feeling under the weather

· fatigue

Procedures for Following Up Absence/Lateness
Should a pupil be absent at morning registration, unless a message explaining the absence has been received, the Admin Officer or Assistant will attempt that day to make contact with the pupil’s home. All explanations for absence are recorded on the child’s file in SIMs.
If no explanation for absence is forthcoming the Headteacher will write to the parents to meet and discuss any challenges which might be causing the situation of a pupil being persistently late or absent without good reason. Parents/carers will be invited to a meeting in school.
Pupils at risk of persistent absence

The Senior Leadership Team will:

· Establish a range of evidence-based interventions to address barriers to attendance.

· Monitor the implementation and quality of escalation procedures and seek robust evidence of the escalation procedures that work.

· Attend or lead attendance reviews in line with escalation procedures.

· Establish robust escalation procedures which will be initiated before absence becomes a problem by:

· Sending letters to parents.

· Having a weekly review with the Family Support Worker.
· Engaging with LA attendance teams.

· Using fixed penalty notices.

· Creating attendance clinics.
Pupils potentially at greater risk of harm who need a social worker will be supported with pastoral and academic support, alongside action by statutory services in response to any unauthorised absences.
Teaching staff will:

· Welcome pupils back following any absence and provide catch-up support to build confidence and bridge gaps.

· Make regular contact with families to discuss progress.

· Consider what support for re-engagement might be needed, including for vulnerable groups.
Parental involvement
The school will build respectful relationships with parents and families to ensure their trust and engagement.

The school will communicate openly and honestly with pupils and their families about their expectations of school life, attendance and performance so that they understand what to expect and what is expected of them.

The school will liaise with other agencies working with pupils and their families to support attendance, e.g. if a pupil has a social worker.

Parents will be expected to:

· Treat staff with respect.

· Actively support the work of the school.

· Call staff for help when they need it.

· Communicate with the school about possible circumstances which may affect their child’s attendance or require support.
Attendance register
Classteachers will take the attendance register at the start of each school day and at the start of the afternoon session. This register will record whether pupils are:

· Present.

· Absent.

· Attending an approved educational visit.

· Unable to attend due to exceptional circumstances.

The school will use the national attendance codes to ensure attendance and absence are monitored and recorded in a consistent way. The following codes will be used:

· / = Present in the morning

· \ = Present in the afternoon

· L = Late arrival before the register has closed

· C = Authorised absence

· E = Excluded but no alternative provision made

· H = Authorised holiday

· I = Illness

· M = Medical or dental appointments

· R = Religious observance

· B = Off-site education activity

· G = Unauthorised holiday

· O = Unauthorised absence

· U = Arrived after registration closed

· X = Not required to be in school

· T = Gypsy, Roma and Traveller absence

· V = Educational visit or trip

· P = Participating in a supervised sporting activity

· D = Duel registered – at another educational establishment

· Y = Exceptional circumstances

· Z = Pupil not on admission register
· J = Interview or school visit
When the school has planned in advance to be fully or partially closed, the code ‘#’ will be used for the relevant pupils who are absent. 

All amendments made to the attendance register will include the original entry, the amended entry, the reason for the amendment, the date of amendment and the name and role of the person who made the amendment.

Every entry received into the attendance register will be preserved for three years.
Unauthorised Absence and Fixed Penalty Notice

An absence may be coded as ‘unauthorised’ if:

i. no reason for absence has been given

ii. medical evidence is not received when requested

iii. a request for a leave of absence has been unauthorised

iv. a pupil arrived at school after registration has closed.

Parents/carers should be aware that St Clare’s Catholic Primary School may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term with a view to issuing a Fixed Penalty Notice or other legal action. The fixed Penalty is issued individually to each parent/carer who fails to ensure their child’s regular attendance at school. The Penalty is £60 per parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the Magistrates court (see appendix one)

Monitoring Attendance
If they are persistently absent, pupils will be referred to the Family Support Worker who will attempt to resolve the situation through a parent agreement.

If the situation cannot be resolved and attendance does not improve, the Family Support Worker and Headteacher have the power to issue sanctions such as prosecutions or penalty notices to parents.

The Family Support Worker will monitor and analyse attendance data regularly to ensure that intervention is delivered quickly to address absence.

The Family Support Worker will provide regular reports to staff across the school to enable them to track the attendance of pupils and to implement attendance procedures.

Strategies for Promoting Attendance/Punctuality

In the belief that all pupils are more likely to attend regularly if the curriculum is lively and meets their needs, the curriculum will be regularly reviewed. Attendance statistics will be collected and used to inform pastoral and curriculum practices. Parents, pupils and staff are to be regularly reminded of the types of absence which are recognised as authorised and as unauthorised.
Weekly ‘best class’ awards are made in assemblies. A display in the school entrance records class and whole school attendance for the week. 
Regular, structured meetings are carried out by the Education Welfare Service to inspect and analyze school attendance and procedures used. 

Parents will be kept regularly and fully informed of all concerns regarding attendance and punctuality.
Twice termly reports will be made by the Headteacher to the school’s governing body (Curriculum and Standards Committee) on the issue of attendance/punctuality.
Pupils are to be constantly reminded of the importance and value of good attendance.
All issues which may cause a pupil to experience attendance difficulties are to be promptly investigated by the Family Support Worker/Headteacher who will hold frequent attendance panels to identify children with attendance below 90% and work closely with families to improve this situation through advice and support.
Collection of Attendance Data

Each term the following data will be collected and analysed in order to assess performance and trends:

· whole school attendance rates (weekly)
· numbers and proportion of persistent absentee pupils 
· rates of unauthorised absence 
· attendance/absence rates for particular classes (weekly)
Links between attendance and attainment are investigated as part of the school’s termly attainment tracking exercise.

Pupil-level attendance data will be analysed in order to identify persistent absentees and those pupils at risk of becoming persistent absentees.
Appendix 1 
Cheshire West & Chester 
Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular Attendance)  
1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence. 
2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences, the Local Authority are able to move to prosecution immediately. 
3. A FPN may be issued per parent per child. 
4. Penalty Notices may be considered appropriate if: 
· Unauthorised absences of at least 10 consecutive school sessions (five school days). 
· Sessions either side of a weekend or school holiday will be counted as consecutive school days. 
· For poorly attending learners, at least 10 sessions (five school days) lost due to unauthorised absence during a school term. These do not need to be consecutive. 
· For poorly attending learners, persistent late arrive at school in a term. Persistent means at least 10 sessions of late arrival. 
· The presence of an excluded child in a public place in the child’s first five days of exclusion. 
5. The school must notify parents of the Attendance Policy and clearly state that parents may receive an FPN for an unauthorised leave of absence relating to holiday in term time. 
6. Schools and the Education Welfare Services will take into account any exceptional circumstances when determining whether to issue an FPN.
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