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Maltby Learning Community Attendance Policy 2012 
Crags Community School

Hall Infant School

Hill Top Special School

Lilly Hall Junior School

Maltby Academy

Manor Primary School
Ravenfield Primary School
Redwood Primary School

Rationale

· To promote a joint approach to maintain and improve attendance and punctuality

throughout the Maltby Learning Community.

· It is the aim of each school to ensure punctuality and regular attendance which

will help to raise achievement and enable all students to realise their full potential.

Purpose

1. To provide a consistent message to pupils and parents/carers.

2. To ensure continuity and progression in the learning process.

3. To ensure a high standard of punctuality and attendance is achieved and

maintained.

4. To provide a safe and secure environment for pupils.

Legal responsibilities of parents in relation to school attendance (Education Act 1996  Section 7):
The parent of every child of compulsory school age must ensure that he/she receives efficient full-time education suitable to:

· His/her age, ability and aptitude

and

· To any special educational needs he/she may have;

either by regular attendance at school or otherwise.

For pupils registered at a school, this means that pupils must attend regularly and punctually; failure to do so may result in their parents committing a criminal offence.

Guidelines
1. Absence can only be authorised by the school for:

a) Sickness or unavoidable cause (solely affecting that child)

b) Two days set aside for family religious observance

c) Where LA transport has not been provided to a child that is entitled to it

d) Other reasons, approved by the school.
2. For all absences, there should normally be formal notification from parents. Only head teachers (or delegated members of staff) can authorise any absence and may refuse to do so unless it is felt that the absence is justified by one of the reasons stated above.

3. No automatic entitlement for holidays in term time. Head teacher will consider each case individually before making a decision as to authorise or not. Four weeks notice required.
Exceptional circumstances could be: (except during public exams and first 2 weeks of academic year)

•
Immediate members of family with terminal illness.

•
Acutely ill child given original holiday during break times but too ill to take, so taken during term time.

•
Written evidence from employers or other professionals involved with the family stating that the holiday cannot be taken during school breaks.  Attendance will still be considered with this particular circumstance.

Additional leave from school

The following will be considered for additional leave from school

•
Medical treatment abroad

•
Funerals when the time off will be more than one day due to the distance needed to travel.

•
Visits to parents who are incarcerated.

•
Parents hospitalised with no one local to care for the children and bring them to school.

•
Music/dance exams/performance; sports representation

4. In cases of unauthorised term-time holidays, head teachers can apply to the Education Welfare Service to generate a penalty notice warning letter. This should be done by completing a Penalty Notice Certificate of Absence Form and returning it to the penalty notice office, EWS.

5. Medical Appointments

· Parents should be expected to make appointments during  school holidays or outside school hours. If this is not possible then the appointments should be taken either at the start or end of the day. 

· For hospital appointments parents should try to request times outside the school day, but it is recognised that this is not always possible.

· Appointments will only be authorised as a half day absence. 

· Pupils will be recorded as M so that their absence is noted. This is then changed to a present mark if the pupil arrives in reasonable time before lunch.

· Medical evidence will be requested by the school for every medical appointment. If this is not provided then each individual circumstance will be considered as to whether it is authorised or not

· If a pupil has an afternoon appointment they can receive the afternoon mark and then leave the school site after signing out appropriately. 

6. When poor attendance is taken into account the figure for the decision to be based upon is the Local Authority average (92.8% secondary; 94.5% primary – based on previous 3 terms).
7. Schools will liaise closely with parents (and pupils if appropriate) advising them as early as possible if there are cases of unauthorised absence, and persistent lateness, or their child’s attendance falls below 93%.

8. Late arrivals will be actively discouraged. 

Late arrivals for non medical reasons:

•
Teachers will mark the register at the start of each session with pupils who are not there at the time of the register marked with an absence mark. Pupils arriving after this time will result in a late mark. 

•
If a pupil is persistently/considerably late then the U mark will be considered. This is an unauthorised absence mark which will affect the pupil’s/school’s attendance. The U mark will be considered for specific use after the official closure of registers if the pupil arrives with less than 90 minutes teaching time remaining in that session.  Family circumstances or reasons for the poor punctuality will also be considered. 

9. Where no explanation for absences is received, parents will be contacted by the school.

10. The Education Welfare Officer will be consulted in the following circumstances:

· Attendance of less than 90% by any pupil

· Where action taken at school level has failed to improve attendance/punctuality for a particular pupil.

11. Parents are to inform the school if a child is to be removed from a roll. Details of the new school or the intended education provision should be provided, if applicable. Parents considering home education to be referred to EWO asap.

13. When a child stops attending school and no contact can be made to establish the child’s whereabouts the current school would complete a (CME) ‘Child Missing Education’ form and return it to the EWO, after five working school days.

14. Schools will adopt a multi-agency approach in supporting children and their families to improve their attendance.

15. For Health and Safety reasons, schools need to be aware of where pupils are, particularly those leaving or arriving on the premises during a session. An appropriate recording system will be instigated.

16. Parents’ meetings, and other occasions can be used to stress to all parents the importance and benefits of regular attendance and punctuality. School newsletters should also be used.

