Craneswater Junior School

Attendance Policy

Ready, Respectful, Safe
Aims

The school will strive to provide a welcoming, caring environment, whereby each member of the
school community feels valued and secure. All school staff will work with pupils and their families to
ensure each student attends school regularly and punctually.

Attendance team

The senior lead for attendance is Mr D. Jones (Headteacher)

The attendance officer is Miss S. Thatcher

Mr Jones can be contacted via admin@craneswater.portsmouth.sch.uk, Miss Thatcher via
attendance@craneswater.portsmouth.sch.uk or by telephone 02392 734787

Expectations
Our attendance expectations are that children:

e Attend school daily
e Attend school on time
e Arrive ready to learn

Routines
Our routines are:

Staff will be on the playground from our start time 8.30am to meet and greet the children
Children will line up in their classes when they arrive

At 8.35 am the bell will ring, and teachers will take the children into their classrooms
Registers open at 8.35 am and close at 9.45 am

Teachers will complete registers up until 8.45am. The attendance officer will complete
thereafter

® Gates will be locked at 8.40am. Children who arrive after this time must enter school via the
school reception. These children will be recorded as late

Children arriving after 9.45am will be marked as an “Unauthorised Absence”.

If 10 sessions (5 days) in a 10-week rolling period of ‘Unauthorised Absence’ a Fixed Penalty
Notice (FPN) may be issued
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® Lunch break is from 12.15 until 1pm. Teachers will take the afternoon register before
1.10pm. Any pupil who goes home for lunch must return to school via reception
® The school day finishes at 3pm

Reporting absence

e Parents should report sickness absence as soon as possible and no later than 8.30am ideally
via the Arbor app, or if not, by telephoning the school on 02392 734787

e If parents do not contact the school we will follow up through texts, Arbor messages and/or
telephone calls.

e If unable to make contact to obtain a reason for absence. This will be referred to our
Safeguarding team and recorded as an unauthorised absence

Monitoring

® Teachers are able to access live updates through Arbor our Management Information
System

e The attendance officer will meet with the headteacher half-termly to examine attendance
data and decide on any actions. All pupils whose attendance is below 92% will be discussed
The attendance officer will highlight concerns to the headteacher and pastoral team
The attendance officer will produce half-termly updates to the headteacher and termly to
the governing body. This will include data for different groups and actions being taken.
These actions may develop on a whole school basis if necessary
The attendance officer will report half termly to the local authority attendance team
Persistent absence is where a pupil misses 10% or more of school and severe absence is
where a pupil misses 50% or more of school

Promotion —.

Good attendance at school is a vital part of ensuring that children are safe and achieve well both
academically and socially. To promote and celebrate this we will:

o Take part in local authority attendance campaigns through our newsletter and website
e Promote to parents via our newsletter
Support and challenge

We also recognise that there may be challenges to pupils attending regularly. Through our
monitoring we will identify appropriate responses which will include communication, support and
challenge. These may include:

Letters informing parents of attendance causing concern with the offer of support
Support from our pastoral team

Individual targets

Signposting to useful support agencies

If attendance still does not improve then we will communicate with the LA attendance team who
may direct us to:

o Ask for medical evidence for absences
e Convene an attendance panel with the school, parents and local authority
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® |[ssue a Fixed Penalty Notice (FPN)

Legal sanctions
The school, through the local authority, can fine parents for the unauthorised absence of their child
from school, where the child is of compulsory school age.

If issued with a fine, or penalty notice,
e each parent must pay £80 within 21 days or £160 within 28 days. The payment must be
made directly to the local authority.

e On the second offence (within 3 years of the first offence), each parent must pay £160 each
within 28 days. No reduction is offered.

e Third and further offences (within 3 years of the first) the case will be presented directly to
the Magistrates Court.
Penalty notices can be issued by a headteacher, local authority officer or the police.

The decision on whether to issue a penalty notice may take into account:
e The number of unauthorised absences occurring within a rolling academic year
e One-off instances of irregular attendance, such as holidays taken in term time without
authorisation

e  Where an excluded pupil is found in a public place during school hours without a justifiable
reason

o If the payment has not made after 28 days, the local authority can decide whether to
prosecute or withdraw the notice.

Authorising term time absence
The headteacher will only grant a leave of absence to pupils during term time if they consider there
to be 'exceptional circumstances'. A leave of absence during term time is granted only at the
headteacher’s discretion. Leave of Absence forms are available from the school office. The school
considers each application for term-time absence individually, taking into account the specific
facts, circumstances and relevant context behind the request. This must be applied for in advance,
with at least 2 weeks' notice where possible. A leave of absence would not be granted for year 6
pupils during SATS week.
Unless authorised by the Headteacher of the school, all absences must be treated as unauthorised.
Where the explanation given is not felt to be satisfactory the absence should remain as
unauthorised

Authorised reasons for Absence:
e lliness of child (in accordance with Health Protection Agency guidance and advice via school
administrative staff)
e Religious Observance (reasonable amount of time)
e Medical/Dental Appointment (which cannot be taken out of school time)
e Exceptional Circumstances such as visa applications, service families’ events (agreed in
advance through a Leave of Absence Form at discretion of the Headteacher)

Unauthorised reasons for Absence:
e lliness of Parent or sibling
e Birthday



No Uniform

Holidays

Oversleeping

Head Lice

‘School Phobia’ (or generally unwilling to come to school). This should be addressed
immediately with school staff and solutions sought.

Domestic tasks and shopping

Moving house

RESPONSIBILITIES

The head teacher will:

Be responsible for the safety and security of all members of the school community

Monitor the attendance and punctuality of all children through meetings with the Attendance
Officer

Report to governors termly through the attendance officer report

The School Attendance Officer will:

Promote attendance through newsletters, reward systems and local authority campaigns
Follow missing children procedures, informing Head teacher and Attendance monitoring
service of any concerns

Report to Governors termly through Governor's report

Produce an annual attendance report

Monitor attendance records once a week to identify unauthorised absence

Determine the code of absences, referring any uncertainties to the head teacher

Implement texts to parents on first day of absence, make phone calls to parents where there
is cause for concern and has been no explanation from parents. Emails/letters will be sent if
an explanation is not provided.

Liaise with the head teacher over continued absence or lateness and provide a printout of
those children with attendance below 92% (prior to the half termly meetings)

Contact parents to follow up attendance and punctuality

Generate individual letters to parents indicating concerns when necessary

Maintain a record of all communication

Ensure the children arriving late are accurately recorded on Arbor. Children arriving after
registration has closed will receive an unauthorised mark for that session.

Follow LA procedures for FPNs (fixed penalty notices)

Liaise with the School Attendance Team to audit procedures

Class teachers will:

Maintain accurate and clear registers
Notify the Attendance Officer of any concerns about attendance and punctuality

Parents have a responsibility to:

Ensure their children attend school regularly and punctually
Inform school of the reasons for absence in advance by text or phone call or on return in
writing



® Request permission to take leave of absence in school time — forms are available from the
office

Legislation and guidance

This policy meets the requirements of the school attendance guidance from the Department for
Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental
responsibility measures. These documents are drawn from the following legislation setting out the
legal powers and duties that govern school attendance:

® Part 6 of The Education Act 1996

® Part 3 of The Education Act 2002
® Part 7 of The Education and Inspections Act 2006
® The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016

amendments)
® The Education (Penalty Notices) (England) (Amendment) Regulations 2013

This policy also refers to the DfE’s guidance on the school census, which explains the persistent
absence threshold.

Review and monitoring

This policy will be reviewed as guidance from the local authority or DfE is updated, and as a
minimum every two years by the headteacher. At every review, the policy will be approved by the
Full Governing Body.

Reviewed by Curriculum committee 21.9.22
Updated September 24 reviewed by FGB

Appendix 1: Attendance codes

The following codes are taken from the DfE's guidance on school attendance.

COD | DESCRIPTION MEANING
E
/ Present (AM) Present
\ Present (PM) Present
B Attending any other A pupil can only be recorded as attending a place for an approved
approved educational educational activity if the activity is of an educational nature
activity .
e the school has approved the pupil’s attendance at the place for
the activity
¢ the activity is supervised by a person considered by the school
to have the appropriate skills, training, experience and knowledge
to ensure that the activity takes place safely and fulfils the
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educational purpose for which the pupil’s attendance has been
approved.

C Leave of absence for All schools are able to grant a leave of absence at their discretion.
exceptional A leave of absence should not, and from school maintained by a
circumstance local authority or a special school not maintained by a local

authority, must not be granted unless there are exceptional
circumstances

Cc1 Leave of absence for All schools can grant leaves of absence for pupils to undertake
the purpose of employment (paid or unpaid) during school hours. Schools
participatingin a maintained by a local authority and special schools not maintained
regulated performance | by a local authority can only do so in the following circumstances
or undertaking (under regulation 11(2)):
regulated employment ) ) ]
abroad. e Where the local authority has granted a licence for the pupil to

take part in a performance regulated by section 37(2) of the
Children and Young Persons Act 1963.

* Where a pupil does not need a licence for such a performance
because an exception applies under section 37(3) of the Children
and Young Persons Act 1963, including where a Body of Persons
Approval (BOPA) covering the pupil has been issued by the local
authority in whose area the performance will take place or the
Secretary of State.

e Where a Justice of the Peace has given the pupil a licence to go
abroad for a performance or other regulated purpose under
section 25(2) of the Children and Young Persons Act 1933.

Cc2 Leave of absence for a All pupils of compulsory school age are entitled to a full-time
compulsory school age | education. In very exceptional circumstances, where itisin a
pupil subject to a part- | pupil’s best interests, there may be a need for a temporary part-
time timetable time timetable to meet their individual needs

D Dual registered at The law allows a pupil to be registered at more than one school.
another school This code is used to indicate that the pupil is absent with leave to

attend the other school at which they are registered. The main
examples of dual registration are pupils who are attending a pupil
referral unit, a hospital school or a special school on a temporary
basis.

E Suspended or The pupil is suspended from school or permanently excluded from
permanently excluded school, but their name is still entered in the admission register,
and no alternative and no alternative provision has been made for the pupil to
provision made continue their education.

G Holiday not granted by | The school has not granted a leave of absence and the pupil is

the school

absent for the purpose of a holiday.




Iliness (NOT medical or
dental etc.
appointments)

The pupil is unable to attend due to illness (both physical and
mental health related). Schools should advise parents to notify
them on the first day the child is unable to attend due to illness.

J1 Leave of absence for This interview must take place during the session for which it is
the purpose of recorded.
attending an interview
for employment or for
admission to another
educational institution

K Attending education The pupil is attending a place, other than the school or any other
provision arranged by school at which they are a registered pupil, for educational
the local authority provision arranged by a local authority under section 19(1) of the

Education Act 1996 (exceptional provision of education), section
42(2), or 61(1) of the Children and Families Act 2014 (special
educational provision off site).

L Late (before registers The pupil was absent when the register started being taken but
closed) arrives before the register is closed. Schools should actively

discourage late arrival and be alert to patterns of late arrival.

M Leave of absence for Schools should encourage parents to make appointments out of
the purpose of school hours. Where this is not possible, they should get the
attending a medical or | school’s agreement in advance and the pupil should only be out of
dental appointment school for the minimum amount of time necessary for the

appointment.

N The school has not Schools must follow up all unexplained and unexpected absence in
granted a leave of a timely manner. Every effort should be made to establish the
absence and the pupil is | reason for a pupil’s absence. When the reason for absence has not
absent for the purpose | yet been established before the register closes, the absence must
of a holiday. be recorded with code N

(0] Absent in other or Where no reason for absence is established or the school is not
unknown satisfied that the reason given is one that would be recorded using
circumstances one of the codes statistically classified as authorised.

P Participatingin a The pupil is attending a place for an approved educational activity
sporting activity that is a sporting activity. The sporting activity must take place

during the session for which it is recorded.

Q Unable to attend the The pupil is unable to attend the school because a local authority
school because of a lack | has a duty set out in regulation 10(12) or (13) to make access
of access arrangements | arrangements to enable the pupil’s attendance at school and have

failed to do so.

R Religious observance As a general rule, ‘a day exclusively set apart for religious

observance’ is a day when the pupil’s parents would be expected
by the religious body to which they belong to stay away from their
employment in order to mark the occasion. If in doubt, schools




should seek advice from the parent’s religious body about
whether it has set the day apart for religious observance

S Leave of absence for Schools maintained by a local authority and special schools not
the purpose of studying | maintained by a local authority can grant leave of absence, under
for a public regulation 11(5), for a pupil to study for a public examination and
examination the leave has been agreed in advance with a parent who the pupil

normally lives with

T Parent travelling for The pupil is a mobile child, and their parent(s) is travelling in the
occupational purposes | course of their trade or business and the pupil is travelling with

them. A mobile child is a child of compulsory school age who has
no fixed abode and whose parent(s) is engaged in a trade or
business of such a nature as to require them to travel from place
to place.

U Arrived in school after Where a pupil has arrived late after the register has closed but
registration closed before the end of session.

Vv Educational visit or trip | The pupil is on an educational visit or trip arranged by or on behalf
of the school and supervised by a member of school staff. The visit
or trip must take place during the session for which it is recorded

W Attending work The pupil is attending a place for an approved educational activity
experience that is work experience provided under arrangements made by a

local authority or the school as part of the pupil’s education. The
work experience must take place during the session for which it is
recorded.

X Non-compulsory school | Not counted in possible attendances
age pupil not required
to attend school

Y1l Unable to attend due to | The pupil is unable to attend because the school is not within
transport normally walking distance of their home and the transport to and from the
provided not being school that is normally provided for the pupil by the school or local
available authority is not available.

Y2 Unable to attend due to | The pupil is unable to attend the school because of widespread
widespread disruption | disruption to travel caused by a local, national, or international
to travel emergency.

Y3 Unable to attend due to | Part of the school premises is unavoidably out of use and the pupil
part of the school is one of those that the school considers cannot practicably be
premises being closed accommodated in those part of the premises that remain in use.

Y4 Unable to attend due to | Where a school was planned to be open for a session, but the

the whole school site
being unexpectedly
closed

school is closed unexpectedly (e.g. due to adverse weather), the
attendance register is not taken as usual because there is no
school session. Every pupil listed in the admission register at the




time must be marked with code Y4 to record the fact that the
school is closed

closure

Y5 Unable to attend as The pupil is unable to attend the school because they are:
pupil is in criminal i lice detenti
o . * in police detention
justice detention P
e remanded to youth detention, awaiting trial or sentencing
¢ detained under a sentence of detention.
Y6 Unable to attend in The pupil’s travel to or attendance at the school would be:
accordance with public ) ) o
. e contrary to any guidance relating to the incidence or
health guidance or law o k ) . )
transmission of infection or disease published by the Secretary of
State for Health and Social Care (or the equivalent in Scotland,
Wales and Northern Ireland) ¢ prohibited by any legislation
relating to the incidence or transmission of infection or disease.
Y7 Unable to attend An unavoidable cause, that is not covered by one of the other
because of any other ‘unable to attend’ codes detailed above, is preventing the pupil
unavoidable cause from attending the school.
Z Prospective pupil not To enable schools to set up registers in advance of pupils joining
on admission register the school to ease administration burdens.
# Planned whole school Whole school closures that are known and planned in advance

such as:

¢ days between terms

e half terms

e occasional days (for example, bank holidays)

e weekends (where it is required by the management information
system) e up to 5 non-educational days

* use of the whole school as a polling station.
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