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1. Introduction
This policy applies to all children registered at our school. It is made available to all Parents/ Carers of pupils via our school website and it the admission pack when joining our school. Parents’/ Carers’ attention is drawn back to this policy at the start of each year and, if needed, during the year to ensure parents and pupils fully understand our expectations of attendance. Paper copies are available upon request, from the school office.

This policy has been written with due consideration to the relevant Children Acts, Education Act 1996, Equality Act 2019, the UN Convention on the Rights of the Child and has been informed by the non-statutory DFE guidance ‘Working Together to Improve School Guidance’ May 2022.

The importance of School Attendance
Regular and punctual school attendance is important. Pupils need to attend school regularly to take full advantage of the educational opportunities available to them by law. Barley Mow Primary School fully recognizes its responsibilities to ensure pupils are in school and arriving on time, therefore having access to learning for the maximum number of days and hours each academic year.

Children who are persistently late, or absent, soon fall behind with their learning. Children who are absent from school frequently develop large gaps in their learning which will impact on their progress and their ability to meet age related learning expectations. A child whose attendance drops to 90% each year will, over their time at primary school, have missed two whole terms of learning.

Good attendance is essential for pupils to get the most out of their school experience, including their attainment, wellbeing, and wider life chances. The pupils with the highest attainment at the end of Key Stage 2 are shown to have higher rates of attendance over the key stage compared to those with the lowest attainment. For the most vulnerable pupils, regular attendance is also an important protective factor and the best opportunity for needs to be identified and support provided.

When considering attendance, we do consider the specific needs of certain pupils and the individual needs of pupils and their families who have specific barriers to attendance. This policy has been written with this in mind.

The Law on School Attendance
The law entitles every child of compulsory school age to the efficient, full-time education suitable to their age, aptitude, and any special educational need they may have. It is the legal responsibility of every parent to make sure that their child receives that education either by attendance at school, or by education otherwise than at a school (Section 444 of the 1996 Education Act and Regulations of 2006 and 2010).

Where Parents/ Carers decide to have their child registered at a school, they have an additional legal duty to ensure their child attends that school regularly. This means their child must attend every day that the school is open, except in a small number of allowable circumstances such as being too ill to attend or being given permission in advance from the school.

Although Parents/ Carers have the legal responsibility for ensuring their child’s good attendance, the Head Teacher, and Governors at our schoolwork together with other professionals and agencies to ensure that all pupils are encouraged and supported to develop good attendance habits. Procedures in this policy are followed to ensure this happens.

Our Aims
We have a continuing responsibility to proactively manage and improve attendance across our school community. In order to do this effectively we:
· Have a clear school attendance policy which all staff, pupils and parents understand.
· Develop and maintain a whole school culture that promotes the benefits of high attendance, through assemblies, displays, certificates and letters home.
· Recognize the importance of good attendance and, alongside good behavior, make it a central part of the school’s ethos and day to day life.
· Ensure all teaching and non-teaching staff know the importance of good attendance, are consistent in their communication with pupils and parents, and receive the training and professional development they need to make this happen.
· Accurately complete registers and have effective day to day processes in place to follow up absence.
· Regularly monitor and analyze attendance and absence data to identify pupils that require support with their attendance and put effective strategies in place.
· Ensure that our policy applies to nursery and Reception aged children in order to promote good habits at an early age.
· Build strong relationships with families, listen to, and understand barriers to attendance and work with families to remove them.
· Set high expectations for the attendance and punctuality of all pupils and communicate these regularly to pupils and parents.
· Help parents understand what is expected of them and why attendance is important to their child’s attainment, wellbeing, and wider development.
· Help Parents/ Carers understand the short-term and long-term consequences of poor attendance, where there are concerns.
· Ensure attendance support and improvement is appropriately resources, including support from the Local Authority School Attendance Support Team.
· Share information and work collaboratively with other schools in the area, local authorities, and other partners where absence is at risk of becoming persistent or severe.
· Recognize that children missing education can act as a warning sign to a range of safeguarding issues, including neglect.

Who to contact about Attendance/ Absence?
The named senior leader with overall responsibility for attendance is Nicola Watson, Head Teacher. Julie Moons, our admin officer is responsible for the day-to-day recording of absence- she is the first point of contact for parents. She populates the register with reasons for absence, which she accesses from the absence phone call. She is contactable via the main school phone line. She is also the person who will follow up on any absent child, who we have not received a phone call about. It is part of our safeguarding process to ensure that we know why a child is not in school, and that they are being safely cared for by an adult, for every day that they are absent.

Class teachers can offer support for attendance where there are concerns that the child may not want to attend school because of a social issue or worry about their work. Class teachers can be contacted by calling the main office or can be contacted via Class Dojo.

Although these are the key people, our attendance strategy includes everyone- each staff member has a responsibility for promoting and securing good attendance.


Responsibilities
The Head Teacher is responsible for:
· Monitoring absence regularly and will formally follow- up any absence which is of concern.
· Organizing staff training about attendance and information in induction packs.
· Improving school attendance by carrying out home visits where necessary.
· Attending meetings with the Parents/ Carers.
· Identifying with Parents/ Carers the reason for poor attendance and working with parents to achieve improved attendance.
· Offering group work sessions to remove the barriers to attendance including friendship groups.
· Talking to pupils on a 1:1 basis regarding attendance related matters.
· Referring to outside agencies for additional support for families including School Health, CYPS, Social Care.
· Informing Parents/ Carers what constitutes authorized and unauthorized absence.
· Strongly discouraging unnecessary absence through holidays taken during term time.
· Overall monitoring of school attendance.
· Identifying trends in authorizes and unauthorized absence.
· Providing reports and background information to inform discussion with the school’s LA School Attendance Support Team.
· Liaising with other professionals to determine potential sources of difficulties and reasons for absence, along with ways to support.
· 
The admin officer is responsible for:
· ‘First Day Response’: contacting home if no reason for absence is received. This will be by test message. A follow up phone call will be made if there is still no reply to the text message.
· Working with Parents/ Carers and the Head Teacher to improve individual pupil’s attendance and punctuality.
· Reporting attendance statistics to the Local Authority and the DfE where requested.
· Raising any attendance or punctuality concerns to the Head Teacher.
· Collating and recording registration and attendance information.
· Taking and recording messages from Parents/ Carers regarding absence.
· Recording details of children who arrive late or go home early.
· Contacting families where concerns are raised about issues and arranging meetings with the Head Teacher to discuss attendance issues.
· Sending out standard letters regarding attendance.

Class Teachers are responsible for:
· Maintaining class registers and completing them accurately in accordance with school policy, forwarding completed registers to the school office before registration closes.
· Informing the Head Teacher where there are concerns about attendance or punctuality and acting upon them.
· Ensuring the Head Teacher is informed where poor attendance re-occurs.
· Promoting and emphasizing with their class the importance of good attendance and promptness.
· Ensuring appropriate school staff are informed of additional information provided by the child so it can be recorded in line with school policy.
· Discussing attendance issues at parent consultation meetings, where necessary.
· Reporting accurate data on the child’s end of year report.
· Identifying where attendance is having a negative impact on attainment/ wellbeing.

The Governing Body will:
· Recognize the importance of school attendance and promote it across the school’s ethos and policies.
· Ensure school leaders fulfil expectations and statutory duties.
· Regularly review attendance data (including benchmarking data), discuss, and challenge trends and help leaders focus improvements efforts on the individual pupils or cohorts who need it most.
· Ensure school staff receive adequate training on attendance.
· Recognize that attendance improvement does not happen in isolation and therefore ensure it is prioritized in wider improvement strategies.
· Ensure that processes and support are adapted to the individual needs of pupils.
· Ensure due regard to guidance and compliance with the law on school attendance is followed and adhered to.
· Ensure the school has an attendance policy which is published and publicized regularly so that it is easily accessible to pupils, parents, and staff.
· Ensure the staff record attendance accurately and share the required information with the DfE.

Attendance and Punctuality Expectations
Pupils are expected to attend school regularly and on time, adhering to the following expectations, and Parents/ Carers are expected to support their child to meet these. Where necessary we will work together with Parents/ Carers to support them in ensuring their child meets these expectations.

The school expects attendance of at least 96%.

Absence due to illness
If your child can not attend school because they are too unwell, Parents/ Carers must:
· Call the school and leave a message for the reason for their absence and whether medical advice is being sought. This information will be used to determine whether the absence is authorized or unauthorized. The Head Teacher has the responsibility to determine whether absences are authorized or unauthorized.
· Parents/ Carers are asked to contact school by 9am and call every morning that their child is absent and give an update on their illness and possible return to school date.
· Reasons for absence will be recorded on SIMS and recorded on CPOMS for persistent absences, safeguarding and child protection cases.

Absence due to illness will be marked as “Attendance Code I” on the register.

When children have an illness that means they will be away from school long term, the school will do all it can to send material home, so that they can keep up with their schoolwork. This will be via the child’s relevant online platform.

If the absence is likely to continue for an extended period, or be a repetitive absence, the school will contact the support services (School Nurse at Single Point of Contact Service) to see if arrangements can be made for the child to be given some home tuition outside school.

Where over the course of an academic year, a child has repeated periods of illness, the school may request medical evidence for each period of illness related absence. Alternatively, we may make a referral to the school health Advisor for support.

Medical appointments
Where possible all medical or dental appointments should be made outside of school hours, however we acknowledge that this is not always possible. This absence will be marked as “Attendance Code M” on the register. If your child needs to attend a medical appointment in school hours Parents/ Carers must:
· Inform school in advance of any such appointments
· Make available, on request, evidence of the appointment letter or appointment card
· Only take their child out of school for the duration of the appointment and the time to travel there and back.

Absence for other Reasons
If your child is reluctant to come to school for any reason, even if that relates to hoe rather than school, please let us know straight away so that problems can be quickly identified, and support put in place to overcome this.

Lateness
Repeated absence at the beginning of a school session can amount to failure to attend regularly for the purpose of 1996 Education Act.

Children who are persistently late miss a significant amount of learning, often the most important aspect, as the beginning of the day is where the teacher explains the learning for the first lesson and what each child is expected to achieve.

School opens at 8.50am for a soft start. This gives a 10-minute window to get into school and be ready for lessons starting. The first bell rings at 9am- your child should be in school by this time. Lessons start promptly at 9am. The register closes at 9.15am.

Once the doors are closed at 9am, the only way into school is via the school Office. Any pupil who comes into school this way from 9.15am, when the register is closed, will be marked as late (Attendance Code L). any child who arrives for school later than 9.30am will be marked as having an unauthorized absence for the morning (Attendance Code U). 

We aim to improve general punctuality and to improve the attitude of persistent offenders by:
· Informing parents of expectations and offer ways of helping combat lateness.
· Contacting Parents/ Carers of persistent offenders and offering support and advice.
· Making the head Teacher aware of individual late comers if there is no improvement.
· Praising and acknowledging latecomers who improve.
· Ensuring that all staff set a good example of arriving punctually for lessons.
· Using other incentives where necessary to improve specific issues with punctuality.

Children who have attended a doctor or dentist’s appointment and subsequently come to school later than 9.00am will have the absence recorded as a medical absence (Attendance Code M).

Requesting Leave of Absence
Only exceptional circumstances warrant a leave of absence; we expect your child to attend every school day unless they are too ill to attend. Therefore, making requests for leave of absence in term time should only be if necessary.

Leave of absence is never automatically authorized. The Head Teacher considers each application individually taking into account the specific facts and circumstances and relevant background context behind the request. A leave of absence form must be submitted in writing, on the correct form (available from the school office) and must be submitted in advance of the absence.

If a leave of absence is granted, it is for the head Teacher to determine the length of time the pupil can be away from school.

As leave of absence will only be granted in exceptional circumstances, it is extremely likely than a leave of absence will be granted for a family holiday. Family holidays should be taken outside of term time, utilizing instead the 13 weeks of school holiday.

If leave of absence is authorized: a letter will be posted to both Parents/ Carers authorizing the leave of absence under exceptional circumstances.

If leave of absence is unauthorized: a letter will be posted to both Parents/ Carers explaining that the leave of absence has not been authorized.

Attendance Register
The attendance register is a legal document and must be completed accurately. Our registers are kept for 3 full years from the date of entry.
· Class teachers or HLTAs (if covering a class) are responsible for taking the register at the start of the morning session and at the start of the afternoon session.
· The register must be completed by 9.15am and 1.20pm.
· Staff must record whether every pupil is present and if not, add an “N” code.
· As the attendance register is a record of the pupils present at the time it was taken, the register should only be routinely amended where the reason for absence cannot be established at the time it is taken and it is subsequently necessary to correct the entry. Any amendments must include the reason, the date it was made and by whom.
· Where absence is recorded as unexplained in the attendance register, the correct code should be input as soon as the reason is ascertained, but no later than 5 working days after the session.
· If no reason is provided for an absence, then it will be marked with an”O” code- unauthorized with no reason provided.

Authorized absence
An absence is classified as authorized when a child has been away from school for a legitimate reason and the school has received notification from a Parents/ Carer. For example, if a child has been unwell and the Parent/ Carer telephones the school to explain the absence.

Only the school can authorize an absence. Parents/ Carers do not have this authority. Consequently, not all absences supported by Parents/ Carers will be classes as authorized. For example, if your child’s absence falls below 96%, we may not authorize medical appointments in school time.

Unauthorized Absence
An absence is classified as unauthorized when a child is away from school without the permission of the Head Teacher. Therefore, the absence is unauthorized if a child is away from school without good reason, even with the support of a parent.

The list below gives examples of authorized and unauthorized absence reasons (this is not an exhaustive list).

	Authorized Absence
	Unauthorized Absence

	Illness 
	Absence without a valid reason

	Medical/ Dental appointments (for the time of the appointment including travelling)
	Latecomers (beyond 30 minutes after the session has started)

	Family Bereavement
	Persistent lateness (within the first 30 minutes of the day)

	Religious Observance
	Babysitting children, including siblings

	Interview e.g., for secondary school
	Shopping trips during school time

	Excluded Children
	Special occasions e.g., birthday

	Sports Event/ Music Exam
	Holidays 

	Agreed other educational activity (at the discretion of the Head Teacher)
	

	
	



Our Processes for managing Attendance (Prevention and Early Intervention)
If the pupil has not arrived at school, or if a reason for absence has not been given by 9.30am, a test will be sent to the first contact to ascertain the reason for absence, if this text is not responded to a follow-up phone call will be made to the first contact and then emergency contacts, in order of their priority on our management information system. We will continue to make calls until we find out why a child is absent. While an absence remains unexplained code ‘N’ (unauthorized absence) will be used. The code will be changed to an ‘O’ if not reason is provided.

If we are unable to contact any of the emergency contacts and have not received communication via our online platform, the Head Teacher will consider making a home visit to find out where the child is and ensure that they are safe. The decision is never taken lightly and all other attempts to communicate with all contacts for the child will have been exhausted first.

Informing Parents or Carers
We will regularly inform Parents/ Carers about their child’ attendance and absence levels. Parents/ Carers will also receive their child’s attendance percentage every term, showing the time missed and the impact on the pupil’s learning. This will be given to Parents/ Carers termly.

We will hold regular meetings with Parents/ Carers of pupils who we consider to be vulnerable or are persistently or severely absent to discuss attendance and engagement at school. In this meeting, the link between attendance and attainment and wider wellbeing will be discussed. 

Key messages and reminders concerning attendance are also on the school’s newsletter.

Reintegrating Long Term Absentees
Following a long period pf absence, a child may feel vulnerable, so staff may wish to arrange a phased or gradual return, allocation of a “Key Worker”; consider whether Special Needs support is appropriate, ensure that all staff are aware of the situation and the key person would monitor the child’s reintegration into school. All children must feel welcomed back and know from whom they can seek help if they need to.

How we promote and Incentivize Good Attendance
Although good attendance is an expectation the school seeks to improve the whole school attendance by offering incentives, these may include:
· Celebration letters for improved attendance/punctuality
· Termly certificated for 96% and above
· Termly certificates for 100%
· End of year certificate for 100%
· Weekly prize for class with the highest attendance

Our Traffic Light system for Monitoring Attendance/ Escalation of Procedures
At Barley Mow Primary School, we follow a traffic light system, the purpose of color coding helps staff, parents and pupils have a clear understanding of our expectations and what will happen if attendance levels fall.

	Green Zone
96%-100%
(Safety Zone)
Prevention
	We expect all pupils to have Green attendance throughout their education. Those in the green zone are more likely to achieve well educationally, have better job opportunities and can develop strong friendships within school. When parents or carers receive their attendance letter in the green zone, they should praise their child for this achievement.

	Amber Zone A
93%- 95.9%
(Monitor Zone)
Early Intervention
	Students in this zone are beginning to cause concern. Parents or carers in this zone will be notified of school’s concerns by their child’s class teacher and internal monitoring will continue.
They are at risk of underachieving due to the low absence level. Pupils who miss school regularly are more likely to suffer from school related stress. 

	Amber Zone B
90.1%-92.9%
(At Risk Zone)

Tailored Support
	Attendance levels are causing significant concern. Parents or carers will be requested to attend a meeting and an attendance action plan setting targets will be agreed. A review meeting will be arranged for 4 school weeks’ time.
Pupils in this zone are at risk of underachieving due to the very low absence level. Pupils who miss school regularly are more likely to supper from school related stress. If your child is in the Amber Zone B internal monitoring for a period of 4 weeks will be undertaken with an expectation that attendance will improve. An attendance action plan with agreed targets will be drawn up to identify steps to take to ensure the child’s attendance will improve.

	Red Zone
Below 90%
(Danger Zone)

Formalizing Support
	Attendance has decreased to an unacceptable level- below persistent absence rate despite intervention by school staff. Pupils in the red zone are more likely to underachieve, find making friendships difficult and disengage. An attendance action plan will be drawn up and the support of other services may be undertaken. The Local Authority Attendance Support Team may well be involved in supporting the child to improve their attendance. Formal legal action may also be taken against Parents or carers of red zone pupils if no improvements are made in attendance levels.




Using Data to Target Attendance Improvement (Prevention and Early Intervention)
As poor attendance is habitual, prevention and early intervention is crucial.

The office staff have the responsibility for ensuring that all the attendance data is accurately recorded. Regular meetings are held with the Head Teacher to discuss all attendance concerns and appropriate actions are taken following the meetings such as letter sent to Parents/ Carers or meeting arranged to discuss attendance concerns with Parents/ Carers. 

The Head Teacher analyses attendance patters and data each half term:
· Of individuals
· Of groups (e.g., boys/girls, SEND, PP, FAM, LAC, EAL)
· Of patterns in the use of certain codes
· Of days of poor attendance

The Head Teacher also:
· Reviews the attendance of the child subject to 4-week monitoring
· Identifies the pupils who need support and focusses staff efforts on developing targeted actions for those cases
· Makes available the attendance reports to class teachers and senior leaders
· Benchmarks their attendance data at a whole school and year group level, against local, regional, and national levels to identify areas of focus for improvement
· Devises specific strategies to address areas of poor attendance identified through data e.g., FSM group
· Monitors the impact of school wide attendance efforts
· Provides data and reports to support the work of the governing body

Our strategy for reducing persistent and severe absence Amber Zone B and Red Zone
Persistent absence is almost always a symptom of wider issues in a pupil’s life. Where absence escalates and pupils miss 10% or more of school, our school and the local authority will work together to put additional tailored support in place to remove any barriers to attendance and re-engage these pupils.

Where a pupil or family needs support with attendance, we will endeavor to ensure that the best places person in school works with and supports the family. They will listen to and understand the barriers to attendance that the pupil and family is experiencing. We will be sensitive to the reasons for absence and always promote the school as a place of safety and support.

In the first instance we will meet and work together to tailor support- staff, pupil and parents will address any in-school barriers to attendance. Where barriers are outside of the school’s control, we will work with the parents to access any support they may need voluntary. We will agree actions to be taken or interventions to address the barriers, which may include referrals to services and organizations that can provide support. (Tailored Support).

If the absence intensifies, our support will also intensify, and we will work with the LA and other relevant partners to try and improve attendance. If the barriers are individual, we will draw on services to support the child in a 1:1 way or utilize the skills of current staff in a mentoring role. Where the needs are wider and a whole family response is more appropriate school will support parents with a voluntary early Heal assessment. (Formalizing Support)

Where engagement in support is proving challenging, we will hold a formal meeting with the parents (and pupil, if age appropriate). This will be led by the Head Teacher and may include a member of the Governing Body or a member of the LA School Attending Support Team. The purpose of the meeting is to clearly explain the consequences of persistent absence and severe absence and the potential need for legal intervention in the future. However, the meeting will also be an opportunity to continue to listen and to understand the barriers to attendance and the support that is available to avoid consequences. (Formalizing Support)

In all cases, we will monitor the impact of any interventions and make necessary adjustments. Where interventions are failing, all parties will work together to identify the reasons why and either adjust or change the approach.

There may be instances where a child’s attendance could be in the amber zone and no action will be taken (at that point in time other than to alert the parent) as it is a unique situation or set of circumstances, for example a child who has missed the first week of the Autumn term will automatically find themselves in the absence zone. This is where it is important that we look at the larger picture rather than just a set of data.

Further Formalization of Support- Red Zone
The law protects pupils’ right to an education and provides a range of legal intervention to formalize attendance improvement efforts and enforce it through prosecting Parents/ Carers.
Where voluntary support, as previously describes, has not been effective and/ or has not been engaged with, we will work with the local authority to:
· Put formal support in place, in the form of a Parenting Contract to an Education Supervision Order.
· Issue a Fixed Penalty Notice) fine_ where support would not be appropriate or had not been successful or engaged with
· Intensify support through statutory children’s social care involvement where there are safeguarding concerns, especially where absence becomes severe (below 50%).
· Prosecute Parents/ Carers where all other routes have been failed. This could include making the case for a Community or Parenting Order where the Parent/ Carer is convicted to secure engagement with the school.

The Role of the Local Authority
Local authorities are facilitators of wider support needed by families and schools and they will:
· Rigorously track local attendance data
· Have a School Attendance Support Team providing the following: communication and advice f0r attendance, access to multi- disciplinary support for families and legal intervention.

Pupils with medical Condition or SEND
Some pupils face greater barriers to attendance than their peers. There can include pupils who suffer from long term medical conditions or Special Educational Needs and Disabilities (SEND). Their right to an education is the same as any other pupil and therefore our attendance ambition for these pupils is the same as for any other pupil.

We recognize however, that because of the barriers these pupils may face, we might need to put additional support in place to help them access full-time education such as making reasonable adjustments, putting in place a medical or health care plan; time limited phased return plan; working with other services such as hospitals, physios to deliver any support etc.

Pupils with long term illnesses or other health needs may need additional support to continue their education. Local Authorities are responsible for arranging suitable education for children of compulsory school age who, because of health reasons, would otherwise not receive a suitable education.



Part-Time Timetables
In very exceptional circumstance, where it is in the pupil’s best interests, there may be a need for a temporary part-time timetable to meet their individual needs. It should only be in place for the shortest time necessary and not be treated as a long-term solution. There should be formal arrangements in place for regularly reviewing it. Absence in this case, is authorized.

Sharing information
In some cases, families will experience the same or similar barriers to attendance for multiple children who attend different schools in the area. As such, it is of mutual benefit for us to work together where possible.

As a Local Authority Maintained school we also:
· Have a regular Targeting Support meeting with the LA representative at least termly.
· Alert the LA every time a pupils’ name is added to or deleted from the school admission register outside of standard transition times- this must occur before the deletion and no more than 5 days after the addition.
· Share the name and address of any pupil who fails to attend school regularly or has missed school for 10 days or more without the absence being recorded as authorized.

Policy Review
As the barriers to attendance evolve quickly, our policy will be reviewed and updated as necessary. 
Next Review- September 2024
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