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1
Rationale

Every child has a right to education and parents are legally responsible for making sure that their child/children, once enrolled at a school, attend regularly and punctually.  Regular attendance at school is the single most important factor in a child making appropriate progress and achieving success.  Good, regular and punctual attendance means doing well academically, developing better relationships with their peers and fostering positive behaviour.  It also sets up good habits for when young people enter into work and life.  Whilst every pupil has a right to a full-time education and high attendance expectations are set for all our pupils, the application of the attendance policy will take into account the specific needs of certain pupils and pupil cohorts. The policy will be applied fairly and consistently but in doing so we will always consider the individual needs of pupils, and their families, who have specific barriers to attendance. In implementing this policy, we will consider our obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child.
This policy has been written using the government’s guidance: Working Together to Improve School Attendance (September, 2022): https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
Principles
We recognise that children’s learning is affected by their attendance and punctuality.  As we aim to encourage everyone to aim high and try to achieve their full potential, the school provides a warm, welcoming and caring environment, within which everyone is valued and respected.

All school staff work with parents to help their children attend school punctually every day and to thereby meet the legal requirement that all children of compulsory school age attend school on a regular, full-time basis.

Every half-day absence from school has to be classified by the school as either authorised or unauthorised; this is why information about absence is always required.

Authorised absences are mornings or afternoons away from school for a good reason (e.g. illness or educated off-site).

Unauthorised absences are those which the school does not consider reasonable (e.g. absences that have not been properly explained) or children who arrive too late to receive a mark in the register.

Procedures

· The school day

The school day starts when the gates are opened at 8:40am. The gates close at 8:55am after which time a child is deemed late and should enter via the main school office where Mrs Walster will add them to the register.
The school finishes the morning session at 12:00am and starts the afternoon session at 13:00.
The school day finishes at:

15:05 for children in Reception
15:10 for children in Key Stage 1 (Years 1 and 2)

15:15 for children in Key Stage 2 (Years 3, 4, 5 and 6)

Attendance registers are taken electronically by the class teacher at the beginning of the morning and afternoon sessions. The school office then immediately checks them and contacts the parents/carer of any child who has an unexplained absence before the end of the morning or afternoon session.  All absences are treated as unauthorised unless or until the school agrees on a satisfactory explanation. 

The school applies the following procedures in deciding how to deal with individual absences: 
· Late arrival

Children who arrive late to school must report to the school office (Mrs Walster), and the time of arrival is recorded in the register.  Arrival at the school after 9.20am (30 minutes after the official start of school) is recorded as an unauthorised absence, unless a reasonable explanation is given.
· Reporting Illness and other legitimate reasons
If a child is too poorly for school, parents/carers are asked to inform the school on the first day of absence before 9.30am. Messages may be sent via email to: office@boshamprimary.co.uk or left on the school answer phone or made in person to Mrs Walster (School administrator). In exceptional circumstances, further evidence of a child’s illness may be requested, such as a doctor’s note.  Other reasons for absence must be discussed with the Headteacher who may ask for a Leave of Absence Request form to be completed.  Leave may be granted in an emergency e.g. bereavement or for exceptional medical appointments which take place during school time however absences will not be authorised for shopping, day trips, birthday treats etc.
· Holiday absence
In line with DfE guidance, the school will not authorise holiday in term time for any statutory age child unless there are exceptional circumstances. All requests for “holidays” must be made on a Leave of Absence Request form with the exceptional circumstances clearly detailed.
The guidelines around exceptional circumstances give the following as examples:
· If a parent is service personnel and is returning from a tour of duty abroad where it is evidenced the individual will not be in receipt of any leave in the near future that coincides with school holidays.
· Where an absence from school is recommended by a health professional as part of a parent or child’s rehabilitation from a medical or emotional issue.
· The death or terminal illness of a close relative, only if Headteacher is satisfied that the circumstances are truly exceptional;
· Out of school programmes such as music, arts or sport operating at a high standard of achievement. Documentary evidence of this event will be required.
· Religious observance – The Education Act 1996 S444(3) (c), states ‘’on any day exclusively set apart for religious observance by the religious body to which his/her parent belongs’’;
· To attend a wedding or funeral of a close relative if the Headteacher is satisfied that the circumstances are truly exceptional.
Examples of circumstances NOT considered as exceptional are as follows:

· Holidays abroad for the purpose of visiting a sick relative, excepting where that person is seriously ill. Medical evidence may be requested.
· Holidays taken in term time due to lower cost/parental work commitments.
· Appointments
Parents have a responsibility for ensuring that non-urgent medical and dental appointments are made outside of the school day whenever possible.  In exceptional cases, where this is not possible, parents have a responsibility for ensuring that only part and not all of the school day is missed. Requests for absence due to medical or dental appointments which will take the whole day should be made via the Leave of Absence Request form.
The school applies the following monitoring procedures:
The Headteacher, Mrs Wattam, is responsible for the strategic approach to attendance in school.
· Electronic records
Attendance of all pupils is recorded electronically using the West Sussex MIS system - BROMCOM.  This is reviewed regularly and used to identify patterns and concerns across the school.
· Register codes

Appropriate pre-set codes are entered by the class teacher and reviewed by the school office.  The Headteacher confirms any disputed codes.
· Review of Attendance 
At regular intervals throughout the year, whole school attendance is reviewed.  If concerns about attendance or punctuality arise, the school will send a letter to the parents/carers to highlight the concern (See attached letter).  If there is no improvement by the next review, parents/carers will be invited to attend a meeting and a case file may be started, comprising documented phone calls, letters, meetings, agreed actions and review dates.
· Pupil Entitlement Investigation (PEI)
The school works in partnership with the Pupil Entitlement Officer, and seeks their advice on issues and matters arising from pupil absence.  The initial responsibility to monitor, investigate and improve individual poor attendance lies with the school, and records will be kept.  A referral to the Pupil Entitlement Officer will be considered if the child’s absence is unauthorised for 10 schools days and attempts to contact the parents/carers has been unsuccessful or when a child has a minimum of 20 unauthorised absences within the past academic term.  Referrals will be made via the Online Referral Form.  For attendance advice both parents and school should contact the Advice Line on 0330222 8200 or via email: educationwelfare.duty@westsussex.gov.uk 
· Children Missing Education (CME)

The school will liaise with CME when a parent withdraws a child to be home educated.
· Fixed Penalty Notices 

The school, in conjunction with the Local Authority, is able to issue Fixed Penalty Notices to parents/carers of pupils who have 10 or more unauthorised absences in a 10-week consecutive period including unauthorised holiday in term time, late after the register closes and other unauthorised absences.
· Governing Body
The Governing Body agree targets for school attendance each year. The attendance policy is agreed by the Curriculum Committee and reviewed every three years or whenever significant changes occur. 
The policy is easily accessible to leaders, staff, pupils, and parents, including being published on the school’s website. Parents will be sent it with any initial information when pupils join the school and reminded of it at the beginning of each school year and when it is updated.
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LEAVE OF ABSENCE REQUEST FORM TO AUTHORISE 

AN ABSENCE IN EXCEPTIONAL CIRCUMSTANCES

	Child’s Name
	

	Date of birth
	

	Year Group
	

	Class/form
	

	Name of person making request

& relationship with child
	

	Address


	

	Phone Number
	

	Dates your child will be absent from school
	


Absences will only be authorised if this request is made in advance of the dates your child will be absent from school AND if the circumstances of the absence are exceptional. There is no entitlement to take a child out of school for a family holiday.

The law states that parents must ensure their children regularly attend school to receive their education. The head teacher can only authorise absence in exceptional circumstances. Exceptional is likely to be rare, significant, unavoidable and short.

Whether the absence is exceptional is at the head teacher’s discretion based on their assessment of the situation and can vary from school to school. A weeks’ absence for holiday and a weeks’ absence for illness would give an attendance figure below 95%. The government considers attendance unacceptable below 95%.

The head teacher will consider the reasons for your absence request. You may be asked to provide evidence to support your request. Please note that having already booked a holiday will not be considered as a good reason for term time absence. In relation to ‘unavoidable’ absence, the head teacher will consider whether the event could have reasonably been scheduled at another time. Issues of cost will not be considered as an exceptional reason.

If you wish for this absence to be authorised, you will need to fully explain (together with evidence) why the circumstances of this absence are exceptional.

Why is this absence exceptional? (continue on a separate sheet if necessary)

Declaration

I confirm that the information I have given on this form is true. I understand that if I do not fully complete this form, fully respond to requests for further information or that ultimately the absence is not authorised, my child’s attendance will be recorded as an unauthorised absence. I understand that I must ensure my child attends school regularly and that failing to do so is a criminal offence which may result in legal proceedings being taken against me, either through a Penalty Notice or by prosecution in the Magistrates’ Court.

Signed:…………………………………………………………………………………. Date:

(Parent/Carer)

Full Name:…………………………………………………………………………….

Unless further information is required, a decision will be sent to you within 5 school days.

	School Office to complete this section:

	Attendance 2020/21                         %

Attendance 2021/22                          %

Attendance 2022/23                          %
	Green 


	More than 94.9%
	Satisfactory

	
	Amber
	94.01% to 94.89%
	Needs improvement



	Colour Code: Green / Amber / Red 


	Red
	Below 94% 
	Unsatisfactory

	Head Teacher to complete this section:

	Your request is approved and the absence as set out above is duly authorised

	Signed:



	The code placed in the register will be:



	Educated Off Site 


	B
	Religious Observance 


	R

	Medical/Dental Appointment
	M


	Attending Interview
	J



	Approved Sporting Activity
	P


	Other Authorised Circumstance
	C



	Your request is not approved. If the pupil is absent as proposed above, it will be recorded as

unauthorised for the following reason:



	Signed:



	Penalty Notices may be issued to each parent for £60 if paid within 21 days or £120 if paid within 28 days for unauthorised absences. Or if a parent fails to ensure that their child regularly attends school.



Letter of concern: To be copied onto headed paper before sending to parents
Details in blue type are to be amended appropriately
Dear Parents and Carers,

Attendance at Bosham Primary School
As a school we want all our children to achieve and we are constantly looking at ways of improving our systems for that to happen. One of the systems we have been reviewing is attendance.

If a child of compulsory school age is registered at a school it is essential that they attend school regularly to allow a child to fulfil their potential.

For a school to be considered to have good attendance, the school must have an overall attendance of at least 97%. Our current school attendance is 94.8% 

I am very concerned that your child’s attendance has dropped to below 90%. Please see the enclosed copy of your child’s registration for the autumn term.
Attendance percentages can be misleading.  For some parents 90% attendance may seem like an acceptable level of attendance.  However, the reality is that 90% attendance means that your child will miss half a day of school each week or 19 days of school during the school year. That is nearly four school weeks. Every single day a child is absent from school equates to a day of lost learning.

The table below shows the amount of lost learning a child may have by missing school.
	100% attendance
	Zero days missed
	Perfection!

	99% attendance
	Two days of absence across the year
	Excellent!

	97% attendance
	Five days of absence across the year
	Good

	95% attendance
	Nine days of absence across the year: one week and four days of learning missed.
	Satisfactory

	90% attendance
	Nineteen days of absence across the year; three weeks and four days of learning missed
	Poor

	85% attendance
	Twenty-eight days of absence across the year: five weeks and three days of learning missed.
	Very Poor

	80% attendance
	Thirty-eight days of absence across the year: seven weeks and 3 days of learning missed.
	Unacceptable

	75% attendance
	Forty-six days of absence across the year: nine weeks and one day of learning missed.
	Unacceptable


We can only achieve good attendance by working together. 

If your child is genuinely unwell and unable to attend school, please continue to telephone the school and leave a message. We must have a reason for every time a child is absent from school.

Holidays during term time are not authorised unless exceptional reasons are provided and any holiday taken during term time that is not deemed exceptional will be recorded as an unauthorised absence. Any child absent from school due to a holiday will miss out on important learning and may fall behind with their school work. There are only 190 statutory school days leaving plenty of time for holidays to be arranged outside term time.

Please support us by making doctor, dentist and medical appointments outside of school hours when possible and ensure your child arrives at school on time.

If you would like to discuss your child’s attendance or receive support in making improvements, please contact Mrs Walser: office@Boshamprimary.co.uk  to book an appointment with myself.

Kind regards,

Jacquelyn Wattam

Headteacher










Inspiring independent, resilient, creative, emotionally intelligent learners.


