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Attendance Policy

At Barwic Parade Community Primary School we aim to honour and fulfil the United Nations Convention on the
rights of the child, this policy refers directly to the following article:

Article 28 - every child has a right to an education
This policy applies to all children in school from Nursery to Year 6

At Barwic Parade, it is everyone’s responsibility to promote excellent attendance to maximise every pupils
learning journey and equip them with the skills and values they need to succeed throughout their education and
beyond.

The school rules ‘ready, respectful and safe’ run through every part of the school day. Pupils should be ready to
learn. This means pupils should be at school, on time, every day 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.

School understands that there can sometimes be barriers which make attendance more difficult. The barriers to
accessing education are wide and complex, both within and beyond the school gates, and are often specific to
individual pupils and families. Any difficulties with consistently punctual attendance are best resolved between
the school, the parents, and the pupil. If a pupil is reluctant to attend, it is always better to address the problem
swiftly. The school team have considerable experience in supporting pupils and families with a range of
difficulties. If family circumstances are affecting attendance, it is crucial parents/carers are open and honest with
school to improve attendance quickly. School work hard to create an environment where pupils want to be, that
is a calm, orderly, safe, and supportive environment where all pupils are keen and ready to learn.

A child registered at school can legally miss school in only very limited circumstances to include when the child
is too ill to attend or when the school has authorised the absence beforehand.

Every half-day absence from school must be classified by the school, (not by the parents), as either authorised or
unauthorised. Therefore, information about the cause of each absence is always required, either in writing, or by
phone. Contact will always be required on the first day of absence, and at least every other day thereafter.

Parents/carers are expected to contact school quickly and work with the staff in resolving any problems together -
this is nearly always successful. If difficulties cannot be overcome in this way, the school will request support from
Early Help as part of the Children’s and Families service. Alongside this, a request for legal action to be taken by
the Local Education Authority will commence, as is outlined below. School will always try to resolve the situation
by agreement but, if other ways of trying to improve the pupil's attendance have failed, the Local Education
Authority reserve the right to prosecute parents and carers. Please see the latest statutory guidance document
‘Working together to improve school attendance’ regarding the roles and responsibilities of parents and carers,
schools and the Local Authority.




Procedures
School starts at 8.50am.

The whistle will be blown at 8.50am. All children line up and enter school, gates will close promptly following this.
Registers open at 9am and those arriving after this time are late.

Those pupils who do not arrive before the gates are shut but arrive before 9.30am will be marked as late and the
minutes of lost learning recorded. Any pupil arriving later than their start time should report to the School office
at the main entrance to school. A reason for the lateness must be reported to office staff which will be recorded
on the school system. The pupil will then be escorted to class by a member of staff. Repeated occasions of late
arrival at school will be addressed and support offered to resolve the issue.

The registers close at 9.30am. Any pupils that are not marked as present by this time will be contacted as outlined
in the First Day of Absence Flowchart, see Appendix A. Without an acceptable reason for absence, their session
will be recorded as unauthorised, even if they arrive after this time. The minutes of lost learning will also be
recorded.

Repeated lateness impacts profoundly on pupil’s education across their primary years and beyond. It affects not
only the pupil who is late, but the rest of the class due to the staff required to support the late pupil. Support is
always available to improve punctuality.

Persistent Absence

A pupil with attendance below 90% is classed as a persistent absentee. To avoid absence dropping below 90%,
class teacher’s will often contact parents in the first instance. They are best placed to offer daily support and
discuss barriers to attendance before they become persistent.

Those pupils whose attendance falls further will be monitored by the attendance team.

e Where a satisfactory reason for persistent absence is not given and pupils have accumulated unauthorised
absence, parents/carers will be contacted and plans of support will be made alongside the family:-

e Early Help support will be offered either through school or through the Children and Families service.

e Aninitial warning letter will be sent to parents, followed by a 10 day school monitoring period.

e An Attendance Panel meeting will follow this, with a final 20 day school monitoring period, after which a
PACE formal caution interview (Police and Criminal Evidence Act 1984) will be arranged by the Local
Authority (See Appendix B). The outcome of this meeting may include a fixed penalty fine, an Education
Supervision Order (ESO) or prosecution. Throughout this process medical evidence may be required to
authorised future absence, this will only be requested where other avenues have failed.

Poor attendance is a safeguarding concern and a log will be held on the child’s CPOMS (Child Protection Online
Management System) file.

Children Missing Education (CME)

Where school do not know the whereabouts of a pupil on role, a pupil has failed to return from a leave of

absence or whilst having contacted the family, understand the pupil is not attending an educational setting for 10
school days, the Local Authority will be contacted to report pupils as a Child Missing Education.




People responsible for attendance in school are:
Class Teacher/Teaching Assistant — These staff know their pupils best and will spot any concerns first. They will be

the first point of contact for parents, and will use their initiative to have the first conversation with parents/carers
about absences.

School Office Staff — Staff working in the school office record all pupils arriving late to school and pupils
leaving/returning during the school day.

Parent Support Advisor — Mrs Morris is available via phone or in person to support parents. Mrs Morris records
absences, collects messages left on the absence line and records these on SIMS and CPOMS where needed. Spells
of unauthorised absences will be at the discretion of the Headteacher.

Headteacher —As Senior Attendance Champion, the Headteacher meets regularly with the PSA regarding
attendance and safeguarding concerns about individual children's lateness or absence. The decision of the
Headteacher is final when agreeing a leave of absence and escalating attendance procedures.

Early Help — The service will support the family in improving attendance where necessary via a referral to the
Children’s and Families service.

Local Education Authority — As a last resort, the LEA will support school with the taking of any necessary legal
action.

Leave of Absence from School During Term Time
Applications should be made at least 6 weeks prior to the period of leave, wherever possible.

No parent/carer can demand leave of absence as of right. The Education regulations state that applications for
leave must be made in advance by a parent with whom the child lives and can only be authorised by the school in
exceptional circumstances. Each application is considered individually by the school.

The following are examples of the criteria for leave of absence, which may be considered as ‘exceptional’:

e Service personnel returning from active deployment

e Where inflexibility of the parents’ leave or working arrangement is part of the organisational or company
policy. This would need to be evidenced by the production or confirmation from the
organisation/company

e Where leave is recommended as part of a parents’ or child’s rehabilitation from medical or emotional
problems. Evidence must be provided

e When a family needs to spend time together to support each other during or after a crisis

Please note: Headteacher would not be expected to class any term time holiday as exceptional.




Appendix A - First Day of Absence Procedures

8.50am
Doors close. Registers taken in class and information sent to the office.

Responsibility of Class Teacher

U

8.50am — 9.30am

Children arriving in school via reception will be marked as late and the number of minutes recorded
on SIMS.

Responsibility of School Office Staff

¢ ¢

9.30am - 10.00am 9.30am - 10.00am
Registers will be updated with reasons for Registers will be updated with reasons for any
absence left on the absence voicemail. absences and any missing pupils will be

I reported to the PSA.
Responsibility of PSA

Responsibility of School Office Staff

U 4

10.00am
HeaPSA will attempt to contact the family using numbers available on SIMS.

Responsibility of PSA

g

10.30am

If no contact can be made, a home visit will be carried out by the PSA and/or DSL. If unsuccessful, a
note will be left at the property requesting they make contact as soon as possible.

Responsibility of PSA/DSL

¢

Time — 11.30am

PSA will report any missing pupils to the Headteacher, in their absence a DSL, who may inform
external services to conduct a welfare check.

Responsibility of Headteacher

6




Appendix B
Flow Chart of School/LA Attendance Procedure — Time restricted

These procedures will be followed by the school. Should there be no significant improvement in the child’s
attendance and unauthorised absence continues to be recorded.

Initial Warning Letter

10 school day monitoring period

U

Attendance Panel Meeting

20 school day monitoring period
(Review Meeting — Optional)

J

(P)olice (A)nd (C)riminal (E)vidence Act (1984)
Formal Caution Interview/LA Panel Meeting
(Chaired by the Local Authority)

4

LA/Panel Decision :

No Further Action/Review Meeting
Penalty Notice Warning Letter
Education Supervision Order

Prosecution Education Act 1996 s444 (1,1A)

If at any stage in the above procedure the child’s attendance improves significantly the school will not proceed to
the following stage. (Normally...% (school target) and above during the monitoring period).

However, your child’s attendance will continue to be monitored by the school and should there at any time in the
future become further concerns the above procedure will be continued onto the next stage or recommenced from
the first stage depending on the situation.




