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Introduction

Regular school attendance is fundamental to pupil achievement.  We work in partnership with parents to ensure regular attendance and take seriously any problems which may lead to non-attendance.  We monitor all attendance, including the Foundation class and have the following procedures in place for investigating concerns.
Foundation Stage (3 and 4 year olds)
Regular attendance is encouraged from the outset and although attendance is not statutory, the school will contact the family by the use of school Comms system. In most cases, any difficulty can be discussed and resolved.  In severe cases, the child will be removed from the Foundation roll.  At all times, the importance of Foundation Stage education and regular attendance is stressed, particularly for four year olds, in preparation for school.

Foundation Stage (5 year olds)

At Dunkirk Primary, attendance becomes statutory at the beginning of the term in which a child is 5 years old (unless the parents/carers have deferred this until the following term).  These Reception Year (YR) children will continue to be taught in the Foundation Class but their attendance will be subject to the procedures and monitoring outlined below.

Pupils of Statutory School Age

Principles

Parents/Carers are responsible for:

· Ensuring the child is brought to school punctually each day.

· Keeping the school informed about the reason for any absence on first day onwards.

· Keeping a child who is unwell at home until s/he has recovered.

· Adhering to the Home School Agreement.

Teachers are responsible for:

· Ensuring the electronic attendance register is completed accurately at the correct time.

· Reporting any attendance or late concerns to the Family Mentor or Deputy Head Teacher.

· Discussing concerns with parents/carers when they arise or at Consultation meetings.

· Only authorising absences as outlined within this policy
· Following all procedures for attendance and registration.

· Providing a welcoming, secure and inclusive atmosphere.

Children and parents/carers are responsible for:
· Taking an increasing role in responsibility for attendance.
· Taking an increasing role in responsibility to get to school on time.

Identification and Intervention

Early identification and intervention are at the heart of the school’s strategies for dealing with attendance and punctuality issues.  Initial identification of children whose attendance or punctuality is causing concern will normally be made by the class teacher, Family/Attendance Mentor, and Deputy Head Teacher, who all monitor children’s attendance regularly.  Attendance concerns include patterns of irregular attendance (regular one day absences); long periods of absence; concerns about reasons given, especially if a recurring illness; or where overall attendance falls below 95%. 
Monitoring Attendance 

The Family Mentor and Deputy Head Teacher monitor all school attendance on a weekly basis and will contact parents if the school have not been informed of the reason for the absence.

If parents/carers do not reply to school communications system, the Family Mentor will follow this up with a phone call and may offer support if this is needed. 
The school office makes a daily inspection of the registers to examine the level of absence, picking up children who may need referring.  The Head Teacher and governors will receive termly reports from the Family mentor and Deputy Head Teacher.

Half-termly review meetings are held between the Family Mentor and the Deputy Head Teacher. The attendance of all children is reviewed and letters are issued regarding poor attendance/ lateness or improving attendance. 
If there is persistent non-cooperation by parents/carers or concerns about the reasons given, then this will be referred to the Head Teacher and/or the Local Authority Education Welfare Team when thresholds are met.
All attendance registers and information, as required by the Local Authority, is collected and stored electronically within the SIMS database. This information is sent directly to the Local Authority.
Authorised or Unauthorised?

Absences at school are of two types – unauthorised or authorised.  All absences are unauthorised until a satisfactory reason for the absence is given.

The only satisfactory reasons for absence are: 

· Illness;

· Observance of a religious festival;

· Annual holiday – up to two weeks a year (although this is actively discouraged) - see below
· Attendance at a medical appointment.

· Being educated elsewhere? (+ other codes)

All other absences are unauthorised.  Regular illness may need to be substantiated by a medical certificate. If teachers are unsure about any absence/lateness issues or whether to authorise an absence, they should discuss this with the Family Mentor or Deputy Head Teacher.
Attendance Incentives

We operate an incentives scheme which rewards children with either:

· 100% attendance

· Improving attendance

Children receive badges and a reward prize in a special attendance assembly.

Each term the attendance ‘stars’ receive:

· Autumn term non-uniform day

· Spring term Extra playtime

· Summer term Spider Park visit

All of the children who maintain 100% attendance during the academic year receive a ‘goody bag’ and there are regular one-off prize draws during the year.

Leave of absence

We have determined the period of which it considers a pupils attendance record at the point of any request as 95% or above in the twelve months prior
We have the discretionary right to grant a pupil time off in term time and can do so under extenuating or compassionate reasons.

We are able to refuse the whole period requested by the pupil’s parents, grant part of the period and refuse the remainder, or grant the whole period of the time requested

a. the amount of time requested; 

b. age of the pupil; 

c. the pupil’s general absence/attendance record; 

d. proximity of SAT’s and public examinations; 

e. length of the proposed leave; 

f. pupil’s ability to catch up the work; 

g. pupil’s educational needs; 

h. general welfare of the pupil; 

i. circumstances of the request; 

j. purpose of the leave; 

k. frequency of the activity; and 

l. when the request was made. 

It is good practice for schools to respond to all requests for a leave of absence in writing giving the reasons for the decision. It is particularly important that letters approving a request clearly state: 

a. the expected date of return; 

b. that the parents are expected to contact the school if anything delays the pupil returning to school when expected; and 

c. what action will be taken if the pupil fails to return when expected. 

Similarly, a letter refusing a request should explain the reasons for the refusal and what action will be taken if the parents ignore the refusal and keep their child away.
Holidays in term time

Dunkirk Drimary School does not encourage absence from school for the purpose of taking holiday.  Parents may request leave of absence in order for their child to have a holiday; however, it is not their right to do so.

Holidays in term time are at the sole discretion of the Deputy Head Teacher.  Parents should make any request for a holiday by completing a leave of absence request form, available from school. At the point of request the Deputy Head Teacher should ensure the pupil has a record of 95% attendance.

Holidays are normally planned well in advance and are very rarely an occurrence that happens at short notice.

Six weeks is a reasonable period of time for a request to be submitted and for the parent to be invited in to school to meet with the Deputy Head Teacher/Family Mentor.

Several issues are taken into account when the Deputy Head Teacher is considering the decision e.g. overall attendance of the pupil.  

· If at the point of application, the attendance level is at 95% or above in previous 12 months

· The stage of the child’s / young person’s career

· Any pending exams / test

· Purpose of holiday

DCSF guidance states that ten days can be authorised in exceptional circumstances.  It is not the right of parents to be granted leave for their child for a holiday.  

Any child who does not return by the agreed date of return will incur unauthorised absences until such time as they return.  This could lead result in a Penalty Notice being issued against the parent.

Children/young people taken out of school for a holiday that has not been authorised by the Deputy Head Teacher will have the absence recorded as unauthorised absence.  

A child or young person who does not return to school on the agreed date will be subject to enquiries being enacted initially by the school.  It is therefore imperative for school to make every attempt to ascertain where the holiday is taking place by asking for the address and a contact phone number.

If after ten days of the expected return date, the child/young person has still not returned to school, a referral will be made to the Education Welfare Service for further enquiries to be made.  The child/young person should not be taken off the school roll. Once checks are completed and the Education Welfare Service is satisfied that all possible checks have been made, the school will be advised in writing to remove the child from roll.  It is important then, that parents are aware of the actions that will take place if the return date is not adhered to.

All of the above should is reflected in the school brochure, newsletters and on the school web sites.


The following information is lifted directly from ‘Keeping Pupil registers’ – Guidance on applying the Education Pupil Registration Regulation 2006.

Time off school for family holidays is not a right.  Schools have discretion to allow up to 10 days absence in a school year for a family holiday if they believe that the circumstances warrant it. 

Schools may agree up to 10 days “holiday leave” in special circumstances such as: 

a. for service personnel and other employees who are prevented from taking holidays outside term-time if the holiday will have minimal disruption to the pupil’s education; and 

b. when a family needs to spend time together to support each other during or after a crisis. 

Holidays which are taken for the following reasons should not be authorised: 

• availability of cheap holidays; 

• availability of the desired accommodation; 

• poor weather experienced in school holiday periods; and 

Whilst the application must be made by the parent(s) that the child normally resides with, there is no restriction on who the holiday is taken with. This is a matter for the parent(s) not the school. 

If the local code of practice allows, parents can be given a penalty notice or prosecuted for periods of unauthorised holidays. 

In exceptional circumstances, schools can approve more than 10 days holiday leave - called extended leave of absence or extended holidays. However, it is worth discussing with parents whether their plans could be changed to overlap with school holidays and thereby reduce the effect on their child’s education. 

Leave of absence cannot be aggregated with days that the school is closed. 

Children who have extended periods overseas will remain on the school roll and will be given work by the school.  These children should be counted in the absence figures.  This will apply for up to eight weeks and then the child (ren) will be taken off roll.
Children who have been referred to the EWO should not have their absence authorised until instructed to do so by the EWS, Family Mentor or Deputy Head Teacher.

Punctuality
The school doors are opened at 8.55 a.m. and the registration period is from 9.00 a.m. until 9.10 a.m. when the registers will be closed.  No child who arrives during this period should be marked late.  Registers will be sent by the class teacher to the school office on completion.  Any child, including YR, arriving after this time must enter through the main entrance door where they will be marked as late and entered into the register.  It is very important that late children are not allowed through cloakroom doors after 9.10 a.m. as this could result in a high risk health, safety or security situation as they would not be registered as present.

School session times are from 9.00 a.m. until 3.30 p.m. for foundation, KS1 and KS2.  Please see the school’s Prospectus for variations of sessions within the school day for each phase.

Registration periods will last for ten minutes after which time the register will close.  Any

Pupil arriving after the start time, but within the ten minutes will be recorded as an L which

signifies late.
Any pupil arriving after the ten minutes will be recorded as U which signifies that they arrived

after the official close of the register and will therefore denote an unauthorised absence.

Issues relating to punctuality are addressed with the pupil/parents and carers by speaking

with them directly; school Communication system correspondence and through the use of

punctuality letters.  

The Local Authority will use the following as a trigger that allows us to request a Penalty Notice.  

Any pupil registered late (recorded as U) five times in a four-week period.  (Refer to the ‘Lates’ Penalty Notice Flow Chart)
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RELIGIOUS OBSERVANCE 

Dunkirk primary School is a vibrant and diverse school that promotes respect for the faiths and values of all its communities.  There are many religions celebrated in our school and it is important that we recognise the diversity of the school population.

It is acknowledged that different schools have different arrangements according to the ages of the children, the type of school and the percentage of pupils from different religious backgrounds.  This section promotes community cohesion by recognising the diverse needs of all sections of our school community.  

One day for each religious festival (no more than three days in any one academic year) should be counted as authorised absence.  The Pupil Regulations 2006 state that absence for religious observance should be treated as authorised (absence) ‘on a day exclusively set apart for religious observance by the religious body to which the parent belongs’.  Additional days off for shopping or for extended celebrations should be treated as unauthorised absence. 
In respect of pilgrimages, we request to see copies of visas.  Dates of return should also be agreed prior to the period of leave.  Parents should be advised about this policy and procedures regarding unavoidable delays in returning or taking extended leave that has not been authorised by the school.
The following codes should be used by school staff when marking registers and staff should speak to the Deputy Head or Family Mentor if unsure about any absence.
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