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Somerset County Council is committed to
providing all children with the best start in
life and works hard to ensure that all

children in Somerset attend school regularly.

Reducing absence from school is a key
priority both for Somerset and the
Government. The majority of parents in
Somerset ensure that their children attend
school regularly.

« Increases children and young people’s
opportunities;

« Increases children’s attainment and
achievement;

« Makes children safer;

« Reduces anti-social behaviour;

« Reduces the risk of children becoming

e

Further Information:

Somerset County Council’s

Education Attendance Officers
offer support and advice about
your child’s school attendance.

To get in contact with your

Education Attendance Officer
please contact your child’s school
or contact Somerset Direct on:

0845 345 9122

Produced by the Children & Young People’s
Directorate, Somerset County Council

For additional copies, please visit:

www.somerset.gov.uk
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Brancaster CE VA Primary School

Where Every Child Matters

Market Lane, Brancaster, King's Lynn PE318AB.
TellFac01485 210246
E-mail: ofice@brancaster.norfolk sch.uk

o048

Web Site: www.brancaster.norfolk sch.uk
Acting Head Teacher: Mrs Sarah Bocking
Chair of Governors: Mrs Sophie de Winton
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THE SMITHDON CLUSTER

       ATTENDANCE POLICY
Rationale

The Smithdon Cluster of schools is committed to providing a full and efficient education to all pupils and embraces the concept of equal opportunities for all.  We have developed this as a Cluster Policy in order to give a consistent response to all students and families in our care.

We want to do our best for all our children and believe that regular attendance at school is vital for children as it promotes good learning, positive attitudes and maintains continuity in their education and in their friendships.

Children should be at school, on time, every day the school is open unless the reason is unavoidable. Permitting absence from school without a good reason is an offence by a parent.
We will endeavor to provide an environment where all pupils feel valued and welcome.

For a child to reach their full educational achievement a high level of school attendance is essential. We will consistently work towards a goal of 100% attendance for all children. Every opportunity will be used to convey to pupils and their parents or carers the importance of regular and punctual attendance. 

School attendance is subject to various Education laws and this school attendance policy is written to reflect these laws and the guidance produced by the Department for Education and Skills
.

Each year the Cluster schools will examine their attendance figures and set attendance/absence targets. These will reflect both national and Norfolk attendance targets.  The Cluster schools will discuss their attendance figures and the success of this policy on an annual basis and will review its systems for improving attendance at regular intervals to ensure that it is achieving its set goals.

This policy will contain within it the procedures that the school will use to meet its attendance targets.

Procedures

Any child who is absent from school at the morning or afternoon registration period must have their absence recorded as being authorised, unauthorised or as an approved educational activity [attendance out of school]. Only the headteacher or a member of staff acting on their behalf can authorise absence. If there is no known reason for the absence at registration, then the absence must be recorded in the first instance as unauthorised.

Lateness

The Cluster schools set their own registration times.  Morning registration will take place at the start of school at 8:45am. The registers will remain open for 15 minutes. Any pupil arriving after 30 mins will be marked as having an unauthorised absence unless there is an acceptable explanation i.e. school transport was delayed. In cases for example, where the absence at registration was for attending an early morning medical appointment, the appropriate authorised absence code will be entered.  Medical evidence may be requested to support the absence.

Pupils arriving after the start of school but before the end of the registration period will be treated for statistical purposes, as present, but will be coded as late before registers close.

First Day Absence

On the first day of an absence parents and carers should contact their child’s school before the registration period closes.  If no contact has been made, the Attendance Lead will endeavor to contact parents or carers as quickly as possible during the school day and will transfer information to the registers, alerting the Headteacher or other key staff to any wellbeing issues.

If we have not had any contact from parents by the end of the morning of absence, we will phone / text them.  We will make continue to make daily contact until we get a response.  We will also make general enquires during this time and try other contact numbers.  

Ten Day’s Absence

Any pupil who is absent without an explanation for 10 consecutive days will be notified to the Local Authority as a ‘Child Missing Education’, by submitting a referral to the Children’s Services Children in Need Team, This is a legal requirement. The school will include details of the action that they have taken.
Frequent Absence

It is the responsibility of all the staff in each Cluster school to be aware of and bring attention to, any emerging attendance concerns.

We monitor attendance periodically.  Any pupil whose attendance is falling lower than the national average or causing concern will be contacted by the school. 

We will look for patterns and reasons for absence, making parents aware of the number of absences and the importance of attendance etc.  Additional support may be available from outside agencies.  In other cases the school will seek advice from the school’s Attendance Improvement Officer (AIO) Action may include the use of the Fast Track system and/or Fixed Penalty Notices.  Monitoring will continue and a common assessment framework meeting could be considered.  

A Welcome Back

It is important that on return from an absence that all pupils are made to feel welcome. This should include ensuring that the pupil is helped to catch up on missed work and brought up to date on any information that has been passed to the other pupils.

Absence notes

Notes of telephone calls received and written notes from parents explaining absence should be kept for the remainder of the time that child attends the that school. If there is attendance concerns about the pupil then further medical evidence may be required (e.g. doctors note, prescription, medicine label).  Headteachers retain the right to unauthorise absence without medical evidence.

Promoting attendance

The Smithdon Cluster are actively working together to improve attendance in our area and giving consistent messages about the importance of good attendance.   The school will use opportunities as they arise to remind parents/carers, that it is their responsibility to ensure that their children receive their education and will make clear the links between attendance and attainment.

Information about attendance, our procedures and attendance rates are published in the School Prospectus.
The Home/School agreement mentions the importance of good attendance and parent responsibility and a promotional leaflet will be used.

Attendance Awards

The Cluster schools will reward pupils/students who have good or improving attendance in particular through praising the individual child and, for example, by awarding certificated for 100% attendance on a termly basis. 

Holidays in term time

Holidays during term time are to be discouraged. Parents will be reminded of the effect that absence can have on a pupil’s potential achievement. The school will consider authorising up to 5 days absence if the child’s attendance is above 92% within the previous calendar year, but parents must apply in advance for permission using the Cluster request for leave of absence form.  The Cluster schools will confer where there are siblings in different schools.

Certain year groups, due to teacher and statutory assessments and controlled assignments will authorise no holiday during periods.  No holiday will be authorised during Year 10 and Year 11

The registration system

The School will use a computerized system for keeping the school attendance records.

The following national codes will be used to record attendance information.

	CODE
	DESCRIPTION
	MEANING

	/
	Present (AM)
	Present

	\
	Present (PM)
	Present

	B
	Educated off site (NOT Dual registration)
	Approved Education Activity

	C
	Other Authorised Circumstances (not covered by another appropriate code/description)
	Authorised absence

	D
	Dual registration (i.e. pupil attending other establishment)
	Approved Education Activity

	E
	Excluded (no alternative provision made)
	Authorised absence

	F
	Extended family holiday (agreed)
	Authorised absence

	G
	Family holiday (NOT agreed or days in excess of agreement)
	Unauthorised absence

	H
	Family holiday (agreed)
	Authorised absence

	I
	Illness (NOT medical or dental etc. appointments)
	Authorised absence

	J
	Interview
	Approved Education Activity

	L
	Late (before registers closed)
	Present

	M
	Medical/Dental appointments
	Authorised absence

	N
	No reason yet provided for absence
	Unauthorised absence

	O
	Unauthorised absence (not covered by any other code/description)
	Unauthorised absence

	P
	Approved sporting activity
	Approved Education Activity

	R
	Religious observance
	Authorised absence

	S
	Study leave
	Authorised absence

	T
	Traveller absence
	Authorised absence

	U
	Late (after registers closed)
	Unauthorised absence

	V
	Educational visit or trip
	Approved Education Activity

	W
	Work experience
	Approved Education Activity

	X
	Untimetabled sessions for non-compulsory school-age pupils
	Not counted in possible attendances

	Y
	Enforced closure
	Not counted in possible attendances

	Z
	Pupil not yet on roll 
	Not counted in possible attendances

	#
	School closed to pupils
	Not counted in possible attendances


Registers by law must be kept for at least 3 years.

Computer registers must be printed out at least once a month and bound into annual volumes. Alternatively electronic back-ups or micro-fiche copies can be made. These also need preserving for at least three year. 

Register Security

The registers must be safely stored in the school office. 

Documents used to support this policy:

· A promotional leaflet: “School Attendance Matters”

· Cluster request for leave of absence form
· Template school letters regarding attendance
· Medical form to support absence
· Smithdon Cluster leaflet
· Holiday request form
Policy Review

This policy was drawn up in agreement with all of the schools in the Smithdon Cluster.  It was accepted by the cluster governance in March 2012, and will be reviewed annually.
Appendices

1 The Law

The Education Act 1996 Part 1, Section 7 states:

The parent of every child of compulsory school age shall cause him to receive efficient full-time education suitable-

[a] 
To his age, ability and aptitude and

[b] 
To any special needs he may have.


either by regular attendance at school or otherwise.

For educational purposes the term parent is used to include those that have parental responsibility and/or those that have the day to day care of the child.

The legislation that appertains to children who are of compulsory school age and are registered at school is contained within this Act.

Part V1 Section 444 contains the details of when an offence is committed if a child fails to attend school.

 
Register and Admission Roll keeping.

The legal requirements are found in:

The Education [Pupil Registration] (England) Regulations 2006

Categorisation of Absence

Any pupil who is on roll but not present in the school must be recorded within one of these categories.

1. Unauthorised Absence

2. Authorised Absence

3. Approved Educational Activity

1. Unauthorised absence

This is for those pupils where no reason has been provided, or whose absence is deemed to be without valid reason.

2. Authorised absence

This is for those pupils who are away from school for a reason that is deemed to be valid under the Education Act 1996.

3. Approved Educational Activity

This covers types of supervised educational activity undertaken off site but with the approval of the school.

Note Pupils recorded in this category are deemed to be present for attendance returns purposes.

This would include:

· Work experience placements

· Field trips and educational visits

· Sporting activities

· Link courses or approved education off site 

· Most types of dual registration 



	Application for pupil leave of absence from schools in the Smithdon Cluster  during term time


	Please note: taking your child out of school during term time could be
detrimental to your child’s educational progress


	Full name of child:                                                               Date of Birth:
Leave requested from________________  to _______________Total number of school days ________

Detailed reason for holiday application:


	I/we have read the information on the reverse of this application and would like to formally request the leave of absence as shown. 

Signature of parent(s)/carer(s) ___________________________ Date: _________________



	The Headteacher will consider your request for leave of absence and the following points 

1. The child’s previous attendance history

2. The child’s stage of education. 

3. The time of year (SATS or exams).

4. Whether the parents are restricted in terms of leave from their employer.

	School / Office use only

Current attendance %_______________________________on_____________________________

Agreement reached

•  In this instance we acknowledge and agree with the request for this holiday for the above    

   period and the absence will be recorded as authorised.

•  We are unable to agree with the request for this holiday and the absence will be recorded  

   as unauthorised– see reasons below:

This holiday agreement is not granted because: -

• Your child's attendance record is below the recommended cluster guidelines 92%

• Your child has already taken time for an annual holiday

• The holiday requested totals more than 5 days

• The holiday falls within an examination period

• The reason for your request does not meet policy criteria

• Your child is in Year 10 or Year 11
Signature (Headteacher)______________________ dated______________________ 





Family Holidays & Extended Trips Abroad during Term Time

You are required under the Education Act (1996) to ensure your child attends school regularly. There is however, a discretionary power to allow leave of absence for up to 10 days in any academic year*, for the purpose of annual family holidays in exceptional circumstances during term time. This is not an entitlement and purely at the discretion of the schools head teacher. The Smithdon cluster of schools will agree 5 days for those children where attendance is above 92% for the previous calendar year. Our Schools will not authorise absences if they believe it is to the detriment of a student’s education or if the absences are during school exam periods and SAT’s.

Before completing this application we would advise that you consider very seriously how the absences will affect your child’s education. National statistics show that frequent absence in any academic year does have a negative effect on attainment. Schools are not obliged to provide work for students taking leave of absence, however some schools may choose to do this. 

The government advises that any excessive family holiday or any refusal of leave of absence must be recorded as unauthorised by the school on the student’s records. As you may be aware an accumulation of unauthorised absences may result in legal proceedings against you either through a Fixed Penalty Notice or the Magistrates’ Court.

	Discuss with the school any request for holiday prior to making a booking. Your child’s school may have a designated person for this. It is the parent/carers responsibility to ensure you receive confirmation from the school before the trip is taken. Do not assume permission is granted if you have not received written confirmation.


If the head teacher does not approve an application for a leave of absence an appeal can be made through the Governing Body. This cannot be made retrospectively.

Fixed Penalty Notices
With the implementation of the Anti Social Behaviour Act (2003) the Local Authority has statutory powers to use Penalty Notices to help tackle irregular school attendance and unauthorised absences. An unauthorised absence is any absence that the school has not given permission for or the parent/carer has been unable to provide a reason for the absence, which is acceptable to the school.

The school will discuss with the Local Authority any cases of unauthorised absence and whether the issuing of a Penalty Notice would be appropriate. A Penalty Notice is an alternative to a prosecution to the offence and can be issued when it is felt that parents/carers are failing in their legal responsibility to ensure their child attends school regularly.

The penalty is in the form of a £50 fine per parent/carer per child payable within 28 days, this increases to £100 payable between 29-42 days. Failure to pay usually results in prosecution in the Magistrates’ Court.

*(Academic year =school year from September to July
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Children do better when they go to school all day, every day      .





King George VI


Primary School





They learn better


They make friends better


They have a brighter future





School attendance, absence and your child


Attending School on a regular basis is the key to your child doing well at school and will set them up with good routines for later life and the working world, as well as giving your child the opportunity to:


• Make lots of friends and feel included;


• Learn new things and develop many skills;


• Increase confidence and self esteem;


• Improve social skills;


• Achieve potential and fulfil aspirations.





90% Attendance


Peter is a child who attends school for 90% of the time. His parents think this is quite good. Peter is absent from school for the equivalent of one half day a week.


Over a whole school year Peter would miss four weeks (20 days) of lessons. Bearing in mind that children only attend school for 190 days each year, 4 weeks of absence would mean Peter spent more time away from school over the year than in school!


If Peter’s attendance for his whole time at school was 90% he would have missed 209 days of school, that’s a whole school year!


Regular school attendance - why it's so important


Going to school regularly is important to your child’s future. For example, children who miss school frequently can fall behind with their work and do less well in exams.





Good attendance shows potential employers that your child is reliable. Research suggests that children who attend school regularly could also be at less risk of getting involved in antisocial behaviour or crime.





Preventing your child from missing school: what you can do


You can help prevent your child skipping school by:


making sure they understand the importance of good attendance and punctuality


taking an interest in their education - ask about school work and encourage them to get involved in school activities





discussing any problems they may have at school - inform their teacher or headteacher about anything serious





not letting them take time off school for minor ailments - particularly those which would not prevent you from going to work





Arranging appointments and outings after school hours, at weekends or during school holidays will help to prevent disruption to your child’s education and to the school. Under normal circumstances, you should not expect the school to agree to your child going on holiday during term time.





IF YOUR CHILD IS ABSENT


You must contact the office to inform school that your child is absent on the first day of illness


If your child is likely to be absent for a number of days please let school know this as soon as possible and again on the third day of absence 





Continued Attendance Issues


If there are continued attendance issues and things don’t improve, the school may use the Fast Track procedure to take further action which could result in legal proceedings. 








School attendance and 


absence: the law





By law, all children of compulsory 


school age (five to 16) must 


receive a suitable full-time education. For most parents, this means registering their child at a school - though some choose to make other arrangements to provide a suitable, full-time education.





Once your child is registered at a school, you are legally responsible for making sure they attend regularly. If your child fails to do so, you risk getting a penalty notice or being prosecuted.








HOLIDAYS IN TERM TIME


Holidays in term time can seriously impact on your child’s education and we actively discourage you from taking your child out of school. Please be mindful that absence due to a holiday is not, and never has been a parent’s entitlement.�


Smithdon Cluster of schools will consider authorising up to 5 days absence if your child’s attendance for the previous calendar year is above 92%. Our schools will not authorise absences if they believe it is to be to the detriment of a student’s education or if the absences are during school exam periods.  


If absence is not authorised and you should still take your child out of school this will be recorded as an unauthorised absence and could result in legal proceedings being taken.


ARRIVING LATE TO SCHOOL


When a child arrives late to school it can be very disruptive to your child, the teacher and other children in the class. If your child arrives late to school they will be marked as late on the register. If your child arrives very


late, the child will be marked as an


“Unauthorised Late” - This is the same as an Unauthorised Absence.








Support on school attendance


There are many different issues which can affect school attendance. Examples include problems with:


Bullying


housing or care arrangements


transport to and from school


work and money


Talking to your child and their teachers could help to solve any difficulties you have in getting your child to go to school - and there are other forms of support available if you still have problems.


Support from the school


Your child’s school is the first place to go to discuss any attendance problems. We will try to agree a plan with you to improve your child’s attendance.


Support from your local authority


Your local authority can also help if you are struggling to ensure that your child goes to school. Potential forms of support include:


home tuition for children with long term and recurring illnesses, so they do not fall too far behind





support to help reduce the burden on children where families are in difficulty (for example, if a child is spending a lot of time caring for someone)working with families and schools to overcome bullying and other serious problems








Parenting contracts


If your child is missing school without good reason, one option the school or local authority might suggest is a parenting contract.


A parenting contract is a voluntary written agreement between you and either the local authority or the school’s governing body. Parenting contracts aren’t a punishment - they’re used to help you and the school or local authority work together to improve your child’s attendance, and get you access to practical support. Under the contract you agree to do certain things - for example, ensure that your child arrives at school punctually every day.





If your child is not attending school regularly, however, and you refuse to agree to a contract or do not keep to its terms, this can be used as evidence if the local authority decides to prosecute you.








Information source: � HYPERLINK "http://www.directgov.uk" �www.directgov.uk�








Attendance





The Smithdon Cluster has an agreed 


joint policy for attendance.





The cluster consists of the following schools:





Smithdon High School,


Brancaster Church of England Primary School


Dersingham Infant and Nursery School


Docking Primary School and Foundation Unit


Heacham Infant and Nursery School


Heacham Junior School


Ingoldisthorpe C. of E. Primary School


King George VI Primary School


Redgate Junior School


Sedgeford Primary Primary


Snettisham Primary School


St. George’s Junior School
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THESE SCHOOLS HAVE AGREED A POLICY TO AUTHORISE 5 DAYS HOLIDAY
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