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Attendance policy

Rationale:

· St. Paul’s Primary school promotes the view that regular attendance is important to ensure the best possible learning outcomes for all of our children. It is vital that parents and carers ensure their child's regular attendance at school and it is also their legal duty to ensure their child's regular and punctual attendance at school. The time you have to prepare your child for his or her future is very important. Each year, there are just 190 statutory school days. If your child were to miss 1 day a week for their whole time at school, they would miss the equivalent of 2 year’s school. We feel the whole school community takes responsibility for attendance and we want to support you as fully as possible in ensuring that your child attends school.
Aims:

· To raise attendance levels of all children.
· To improve punctuality.
· To raise level of personal achievement.
· To maximise opportunities for children both in school and in later life.

Guidelines:

Reasons for absence:
· Parents and carers are asked to contact the school office on that morning (or before if possible) by phone or in person if their child needs to be absent from school.

Authorised absences include:

· Sickness

· An unavoidable medical or dental appointment. 

(These appointments should be arranged outside school hours and where this is not possible, it is expected that children will only miss part of the school day.)
· Religious holidays. 
· An exceptional family circumstance, e.g. funeral 

Unauthorised absences include:

· Birthdays.

· Visiting relatives. 

· Shopping. 

· Hair appointment. 

· Looking after other members of the family. 

· Buying shoes.

Holidays during school term

Holidays:
· Absence from school should be avoided wherever possible as it causes disruption to your child’s education as every lesson counts.   

· If you plan a holiday during term-time your child will miss part of their education and may miss important tests or exams.

· Holidays cannot be authorised during term time but for exceptional family circumstance and is at the discretion of the Principal. The school needs to be informed if child is going to be missing for any period of time.
Response to absence:
· If any child has not been marked as present or the school has not been notified about a child’s absence, the office will contact the parent carer after the third day of absence.
· If the parent notifies the school of a child’s reason for absence, but the child continues to be absent for more than a week, then an update check will be made by the school in the form of a phone call.

· If the child continues to be absent then details will be passed to the Principal who will either write to the parent/ carer or consider a referral to the Education welfare officer or the school nurse.

· Whenever the school is unable to contact a parent or carer because of inaccurate/ outdated contact details the class teacher will attempt to meet the parents. If this is not possible a letter will be written. If we are still unable to make contact the parent/ carer will be invited into school to meet the Principal to discuss the situation.

· If an absence is unexplained the school will write to parents for an explanation. 
· If no reason is forthcoming, a phone call will be made.

· Any absence considered not to be a justified reason will remain unauthorised.

· A series of unauthorised absences will trigger a meeting with the Principal.

· Where children have persistent attendance problems the Principal teacher will

· invite parents/ carers into school to a formal meeting. 

Lateness:
· School starts at 8:55 am.
· Lateness is classed as: any child who arrives into school between 9.05 am and

· 9:20am

· All children arriving after 9.05 am will be marked as late. (L)

· Any arrival after 9:20 is classed as unreasonably late (U)

· Punctuality is monitored monthly. Where children have persistent lateness problems, the Principal will invite the parents into school to a formal meeting.

Monitoring and Evaluation:
· Throughout the year parents will be kept informed of school expectations and

  
procedures through information, flyers and newsletters,curriculum meetings and text messaging.The school website also has a calendar of events which all parents can access via www.stpaulsmica.com
· The school will employ a range of strategies to encourage good attendance. This will include a class of the month award which will be given to classes at the monthly assembly.
Termly:
· Each child with a full year attendance will receive a special certificate on our last assembly at the end of June.

Procedures:

· Registers of all classes are kept and monitored by the office staff daily.

· Log kept of all children who arrive late.

· Log kept of all children daily for whom no notification for absence has been received and of phone calls made to parents.

Lateness and attendance figures scrutinised on a monthly basis.

· After four episodes of lateness in a month, a letter will be sent to parents by the school with the aim of addressing the situation. 
· If the situation does not improve the parents will be invited to a meeting with the Designated teacher.

· Any child with an absence of under 85% will have their records examined and if need be drawn to the attention of the E.W.O.
· Children with absence between 85% and 90% will have their reasons for absence monitored.

· Attendance figures are analysed monthly by class, year group and whole school.  These figures will be given to the named governor. 
· The school will meet monthly with the E.W.O to discuss figures. 
· All practices will be reviewed annually. 
· This year, as part of the multi disciplinary team, any family who has been visited by the EWO will be discussed at the meeting with recommendations made by EWO.
 ABSENCE CODES: GUIDANCE FOR SCHOOLS

CODE DESCRIPTION STATISTICAL MEANING PAGE

/ \ Present: / = (AM): \ = (PM) Present 1

A Artistic Endeavour Authorised Absence 2

B Bereavement Authorised Absence 3

C Suspended Authorised Absence 4

D No reason provided for absence Unauthorised Absence 5

F Family Holiday (agreed) Authorised Absence 6

G Family Holiday (not agreed) Unauthorised Absence 7

H Other Absence Unauthorised Absence 8

I Illness (not medical or dental appts) Authorised Absence 9

L Late (before registration closed) Present 10

M Medical/Dental Appointments Authorised Absence 11

N No reason yet provided for absence

(temporary code only)

Unauthorised Absence 12

O Other Exceptional Circumstances Authorised Absence 13-14

P Approved Sporting Activity Approved Educational Activity 15

R Religious Observance Authorised Absence 16

S Study Leave Approved Educational Activity 17

U Late (after registration closed) Unauthorised Absence 18

V Educational Visit Approved Educational Activity 19

W Work Experience Approved Educational Activity 20

X Only staff should attend Attendance not required 21

Y Exceptional Closure Attendance not required 22

* Not on roll Attendance not required 23

# Holiday for all Attendance not required 24

! No attendance required Attendance not required 25

1 Alternative Education Provision

(organised by the ELB)

Approved Educational Activity 26

2 Home/hospital tuition (organised by the

ELB)

Approved Educational Activity 27

3 Elective Home Education Approved Educational Activity 28

4 Pupil Referral Unit Approved Educational Activity 29

5 Another mainstream school (under

Entitlement Framework – EF)

Approved Educational Activity 30

6 Training Organisation (under EF) Approved Educational Activity 31

7 FE College (under EF) Approved Educational Activity 32

8 Intensive Support Learning Unit Approved Educational Activity 33

9 CAMHS Approved Educational Activity
