Attendance Policy
Trythall CP School
Principles

Education is important.  Missing school means missing out. Children should be at school, on time and ready to learn, every day that the school is open, unless the reason for the absence is unavoidable.  Permitting absence from school without a good reason is an offence by the parent that can result in legal action by the Local Authority (LA).
Many children are sometimes ill or unhappy about attending school. Families can be going through unsettled times, which can make regular school attendance difficult.  Any problems with regular attendance, especially any concerns about possible bullying or learning difficulties, are best sorted out between the school, the parents and the child at the earliest possible stage.  It is never better to cover up children’s absences or to give in to pressure to excuse them from attending.  This gives the impression that school attendance does not matter and may only serve to make things worse. 

Reasons for absence

Every half-day absence from school legally has to be recorded by staff at the school as either AUTHORISED or UNAUTHORISED. This is why information about the cause of each absence is always required. 

Authorised absences are mornings or afternoons away from school for a good reason, such as illness or another unavoidable reason. 

Unauthorised absences are those that the staff at school do not consider reasonable and for which no ‘leave’ has been given. These are an offence by the parent and can include: 

· Keeping children off school without a good reason 

· Absences that have never been properly explained 

· Children who arrive at school too late to get a mark

· Taking holidays that have not been approved by the school in advance.
Resolving problems

Parents are expected to contact school staff and to work with them in resolving any problems.  This is nearly always successful. If difficulties cannot be resolved in this way, the school may offer parents a formal Parenting Contract or refer the child to the Education Welfare Officer (EWO) from the LA.  

Wherever possible, the EWO will try to resolve the situation by agreement. However, if other ways of trying to improve the child’s attendance have failed, EWOs can use legal proceedings if required, including Penalty Notices (fines) or prosecution in the Magistrates Court.  Alternatively, parents or pupils may themselves wish to contact the EWO to ask for help or information; EWOs are independent of the school and will give impartial advice.  Their telephone number is available from the school office or website, or by contacting the LA.

Procedures

The school has a special responsibility to reduce the number of children whose attendance is below 90% over the school year. This level of absence adds up to missing almost half a term out of the whole school year. Pupils who miss this much school are called ‘persistent absentees’ by the government, whatever the reason for their absence. Special procedures may be applied to children who are at risk of falling into this category.
The school applies the following procedures in deciding how to deal with individual absences:
Procedures:
Times of registration:
Children should always arrive at school before 8:55 am. Morning registration normally takes place between 8:55am and 9:05am. The registers are kept open until 9:30 am. Afternoon registration takes place between 1:15pm and 1:30pm.
Lateness

When a child arrives at school after 9:05, parents should sign the late book at the office. The school will take responsibility for taking children into class and settling them in.
Parents’ responsibilities when children are absent

Parents should notify the school as soon as they know that the child will be absent. Children who are absent should be at home or possibly visit the doctors/hospital if required.
Authorisation procedures (notes, etc.)

The Headteacher considers whether reasons for absence are sufficient to gain authorisation and records the appropriate code in the register. Parents are informed about their children’s absence data (authorised and unauthorised) at least annually.
Early Pick Ups
There may be occasions when parents request to pick up a child early from school. These can occasionally be granted for children to leave school at 3:00pm rather than 3:15pm if the need is considered, by the Headteacher, to justify the disruption for the child and the other children, staff in the school.

Arrangements for EXCEPTIONAL CIRCUMSTANCE LEAVE REQUEST

Parents can seek authorisation for absences in advance by completing the request for absence form Appendix 1.
Criteria for accepting Holiday Requests:

· The request must be received at least 14 days in advance of the first requested day of absence.

· All children involved must have good average attendance (greater than 94% over the last two terms)

· Parents/carers must have genuine reason why the holiday cannot be taken in holiday time e.g. work in services; working in tourist industry. Note: Finance, lower cost holidays is not acceptable.

· This is the only family holiday taken in this academic year

Or for requests other than holiday requests:

·         Other exceptional reasons such as terminal illness of one of the parents/carers

Penalty Notices,  Procedures and Criteria
If parents decide to take their child out of school, without permission, they are committing an offence under the Education Act 1996.  We may refer the matter to Cornwall Council who may decide to take legal action against them.  A penalty notice can be issued under Section 444A and 444B of the Education Act 1996.  This carries a fine of £60 if paid within 21 days or £120 if paid after this but within 28 days.  Failure to pay the penalty notice may result in Court action. Persistent absences not authorised by the school may result in a prosecution in the Magistrates Court, leading to fines up to £2,500 and/or custodial sentences. The Council may also apply for the costs incurred in taking the matter to Court.
Parents are welcome to contact the school to discuss any concerns they may have regarding this or if they feel you would like advice or support in helping your child attend more regularly. Trythall CP School is committed to maximising the education of all its pupils and aims to work with parents to ensure this can be achieved.

* For an offence under the Education Act 1996 Sec 444 (1) the maximum fine is £1000.  For an offence under the Education Act 1996 Sec 444 (1A) the maximum fine is £2500 or imprisonment for a term not exceeding 3 months.  Alternatively a penalty notice may be issued under Section 444A and 444B of the Education Act 1996. This carries a fine of £60 if paid within 21 days or £120 if paid after this but within 28 days. Failure to pay the penalty notice may result in Court action.  

If children have high levels of unauthorised absences then Penalty Notices will be considered. 
Consideration will include:

The overall level of absence

The number of unauthorised absences

Any extenuating circumstances

If the Headteacher believes that a penalty notice should be considered he/she will refer the decision to the Full Governing Body who will consider whether to refer to Cornwall Council.
Examples of acceptable and unacceptable reasons for absence
It is not usually possible for the school to authorise absences for reasons such as:

· Shopping

· Looking after other children

· Minding the house

· Birthdays, etc.
· Day trips. 
Leave may, however, be granted on compassionate grounds in an emergency (e.g. following the death of a close relative).

Term-time holidays

It should be noted that a request for a term-time holiday is NOT a parental right. Leave may be granted in exceptional circumstances, but arrangements should not be made without the school’s agreement in advance. Taking leave without permission will be classed as an  ‘unauthorised’ absence and can be subject to a Penalty Notice or other legal proceedings by the LA.  
Medical and dental appointments

Wherever possible, parents are asked to make routine medical and dental appointments outside school time. Where such appointments in school time are unavoidable, staff should be informed in advance if at all possible.   A ‘present’ mark may still be awarded if the child attends for as much of the session as they can.  It is always better to attend for some of the time, rather than missing the whole day.

The Headteacher (Mat Strevens) and the Attendance Governor (H.Corbett)  are responsible for attendance matters at Trythall CP School.

Summary
The school has a legal duty to promote good attendance. Equally, parents have a duty to make sure that their children attend regularly. All of the staff at Trythall CP School are committed to working closely with parents as the best way to ensure the highest possible levels of attendance.  We hope that you can work with us on this matter.
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Appendix 1:
Trythall CP School 

EXCEPTIONAL CIRCUMSTANCE LEAVE REQUEST

NOTICE TO PARENTS /CARERS

Dear Parent/Carer,

The law does not grant parents an automatic right to take their child out of school during term time. Any absence from school will disrupt your child’s learning. You may consider that a holiday will be educational but your child will miss out on the teaching that their classmates will receive during your holiday. Attendance is vital to academic success and lost education poses a potential risk of under achievement. This is something we all have a responsibility to avoid.

The Department of Education no longer allows Headteachers to grant any leave of absence during term time unless there are exceptional circumstances. If you consider that your request for absence is exceptional you will need to complete the form attached to this notification. A response will be sent to you as soon as possible. If leave is not authorised and you nevertheless withdraw your child from school, the absence will be recorded as unauthorised absence. 

In the case of an unauthorised absence the Education Welfare Services may be notified and a Penalty Notice may be issued. Please note that a Penalty is issued to each parent for each child taken out of school. A Penalty Notice carries a fine of £60 if paid within 21 days, increasing to £120 if paid within 28 days. If the fine is not paid after 28 days, it may result in legal action being taken against you.  Parents have a duty to ensure their child’s regular attendance at school and failure to do so is an offence under Section 444(1) of the Education Act 1996. 

All requests must be completed on the attached form, letters will not be accepted. This form should be returned to the Attendance Office at least 14 days before the start of the absence. 

I hope you will support our efforts in raising attendance and attainment at Trythall CP School.
Yours sincerely, 

M.Strevens

Headteacher

* For an offence under the Education Act 1996 Sec 444 (1) the maximum fine is £1000.  For an offence under the Education Act 1996 Sec 444 (1A) the maximum fine is £2500 or imprisonment for a term not exceeding 3 months.  Alternatively a penalty notice may be issued under Section 444A and 444B of the Education Act 1996. This carries a fine of £60 if paid within 21 days or £120 if paid after this but within 28 days. Failure to pay the penalty notice may result in Court action.  

APPLICATION BY PARENT/CARER

If you consider an absence during term time to be an exceptional circumstance, please complete this form and return it to the Attendance Office at least 14 days before the date you wish to remove your child from school. 

Student Name: _________________________________________ Tutor Group: ________________

Home Address: _____________________________________________________________________ _______________________________________________________Post Code:__________________

Parent/Carer Name(s): _________________________  ​​​​____________________________________

First day of absence: ___________________
        Date of return to school: __________________

Total number of days missed: _______ days 

Reason for absences: ________________________________________________________________

__________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________
I understand that if the absence request is unauthorised the Education Welfare Service may be notified of the absence and a Penalty Notice may be issued. I understand that a Penalty Notice is issued to each parent/carer of each child taken out of school and that this carries a fine of £60 if paid within 21 days, increasing to £120 if paid within 28 days. I understand that if I do not pay the fine, it may result in legal action being taken against me. Parents have a duty to ensure their child’s regular attendance at school and failure to do so is an offence under Section 444(1) of the Education Act 1996.
Signed ……………………………………………………………………… Dated ………………………………………………………….

(Please ensure you give at least 14 days’ notice of the proposed absence)

Below to be completed by the school:

FAO – Headteacher 
	% Current 
	% Last Year
	Comments 

	
	
	


Student Name: …………………………………………………………………………………… Tutor:……………… Year:…….…

(   AUTHORISED: 

Request has been authorised for the following dates only:
___  / ___  / _____ to ___  / ___  /_____

(   UNAUTHORISED: 

Signed ………………………………………………….   Headteacher                               Date ___ / ___ / ___

	Letter sent  / Phone Call / other
	Signed:                                                                      Date: 

	Action: PN referral 
	Signed:                                                                      Date:
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