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“The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practices and ethos. As a Rights-respecting school we not only teach about the children’s rights but also model rights and respect in all relationships”.
Introduction

The legal framework governing attendance at schools is set by successive Education Acts.

Legal Obligations

Section 444 of the Education Act 1996 states that where children of compulsory school age (5-16) are registered at a school, they should attend regularly.  Unless a child is engaged in an approved educational activity away from school site or absent with the school’s authority, they should be at school.

Clwyd Primary School works in close partnership with the LEA to ensure that all pupils attend regularly.  The LEA exercises its responsibility through the Education Welfare Service and its Education Welfare Officer (EWO)  The EWO visits school on a weekly basis.  Class teachers or the Wellbeing Officer are required to complete an NA1 referral form for any child absent for 3 days without notification.  The EWO also checks the registers at regular intervals throughout the year.

The law states that the school has a duty to keep an admission register of all pupils, which serves as the school roll, and an attendance register. (Section 434 of Education Act 1996).  Attendance registers must be called twice daily, at the start of the morning and during the afternoon session.  The register must show whether each child is present, engaged in an approved educational activity off site, or absent.  In addition, where a pupil of compulsory school age is absent, the register must show whether the absence was authorised by the school or unauthorised.  Authorised absence means that either the school has given approval in advance, or that a satisfactory explanation has been given afterwards.

Electronic SIMS are completed morning and afternoon. All sessions must be marked at the time of registration.  Official registration lasts for 30 minutes. Class teachers are required to address any missing marks for the previous week every Friday.  Print outs are provided each Friday afternoon for the previous week and reasons for absence recorded.  The School is registered with Data Protection Register as a data user under the Data Protection Act 1984.

The Governing Body is required to produce an annual report for parents including reference to the school’s attendance figures.   This information is the same as that which is required to be published in School Prospectuses. 

(N.A.W. Circular 14/01)

At Clwyd Primary School we aim –

· To ensure that parents are informed of our expectations for regular attendance.  (School Prospectus, Home School Agreement, regular awareness raising initiatives, issue letters) 

· To ensure that parents also realise the importance of punctuality.

· To ensure that parents see themselves as partners with school in the education of their children.

· To impress upon children the importance of regular, punctual attendance.

· To ensure that parents are aware of the procedure for notifying school of a child’s absence.  (School Prospectus)

· To ensure that all registers are correctly marked with the appropriate electronic code (see Appendix A)

· To ensure that all teachers realise their statutory duties relating to registration procedures.

· To ensure that staff are aware of the work of the EWO. (Education Welfare Officer).

· To maintain a close working relationship with our EWO.

How do we achieve the above?

1. Parents are informed of the importance of regular attendance and punctuality via The School Prospectus, Home School Agreement and by regular reminders and issue letters (see Appendix B)

2. If a problem seems to be developing with a certain child or family, this may initially be dealt with by the class teacher.  The Head  Teacher may also become involved.  At all stages, the matter is dealt with sensitively.  We appreciate that often there are genuine reasons for lateness or absenteeism developing which, perhaps the parent/s will find difficulty discussing.  School may be in a position to help.

3. Children are gently and sympathetically made aware of the importance of punctuality by their class teacher and through school assemblies.  Positive attendance promotion strategies include:

· Helf-Termly 100% attendance certificate.

· Weekly class percentage attendance rates.

4. Teachers will take great care in marking their registers, paying careful attention to the accurate recording of appropriate attendance codes.  The importance of careful, consistent registration cannot be over-emphasised.

5. If a child is away from school for three days without an explanation for the absence being received by school an NA1 form is completed (see Appendix C) and the EWO requested to make a home visit.

6. School operates a system of first day absence checks.  Class teachers notify school office of any child who has not arrived at school and for whom we have received no explanation.  Admin staff telephone to confirm reason for absence.

7. Letters of explanation for absences should be carefully retained by the teacher.  These may be kept in a separate zip wallet.  Registers must be called twice a day and the correct absence code recorded. (Section 434 of the Education Act 1996).

8. Accurate registration, retention and security of registers is important.  It must always be remembered that registers may be used in evidence in cases where e.g. parents are being prosecuted for school attendance offences, or, as evidence in a divorce case where there is a dispute over custody of the child/children.  If unsure of the exact procedure of marking, consult the Head Teacher, the Deputy Head Teacher or refer to the Admin Staff.

9. Any concern relating to a child’s attendance should be relayed to the Head Teacher or a senior member of staff with the utmost urgency who will decide upon the appropriate action.

Penalty notice statement for school to include in their attendance policies and websites.

The Welsh Government (WG) Education (Penalty Notice)(Wales) Regulations 2013 states that Local Authorities (LA’s) are required by law to adhere to the Education Act 1996 section 444 to include penalty notices as one of the interventions to promote better school attendance. 

Sections 444A and 444B of the Education Act 1996 provide that certain cases of unauthorised absences can be dealt with by way of a penalty notice. A penalty notice is a fine of up to £120 and may be issued to a parent / carer as a result of a child’s regular non-attendance at school / educational provision. 

The school adheres to the code of conduct for penalty notices as issued by ERW and agreed by the Local Authority, and therefore may request the local authority to issue a penalty notice in certain cases. 

The Education Welfare Service
Circular 45/91 stated that “the principle function of the Education Welfare Service is to help parents and LEA’s meet their statutory obligations on school attendance”.

The Service is empowered to approach a child’s family to make enquiries where it is thought that a child is absent without good reason.  When an EWO is dissatisfied with the reasons given for absence, he or she can initiate court proceedings (see Appendix D).  However, the role of the EWO is mainly to provide a supportive role between a pupil’s home and school.

Whenever possible our EWO usually visits on a weekly basis.   However, should there be any concern or question that requires an immediate answer, our EWO can be contacted by telephone at Penyrheol Comprehensive School.

Authorisation of absence (including holidays) 

1. Absences may only be approved by authorised representatives of the school within the Pentrahafod Comprehensive Cluster. Schools will exercise caution in the authorisation of absence and parents must seek to provide the school with a full picture of the reasons and in some circumstances documentary evidence relating to their child’s absence. The Education (Pupil Registration) (Wales) Regulations 2010 states that all absences are to be treated as unauthorised until schools have agreed that a satisfactory explanation has been given which should normally be within one day. If a reason is accepted it needs to be recorded on the SIMs system using the correct code. 
2. The Education (Pupil Registration) (Wales) Regulations 2010 give schools discretionary power to grant leave for the purpose of a family holiday during term time. Parents do not have an automatic right to withdraw their child from school for a holiday and, in law, have to apply for permission from the school in advance. Schools within the Pentrehafod Comprehensive Cluster will only authorise family holidays at the head teacher’s discretion where parents are able to demonstrate that in the individual circumstances warrant it being authorised.  
We, in Pentrahafod Comprehensive School Cluster are very clear about the effect of term time holiday absence on student attainment performance and progress as they will be at a severe disadvantage compared to their peers.

The Social Worker and not the Foster Carer would ordinarily make requests for leave of absence for Children who are Looked After; if such a request is received, the school should liaise with the social worker and the Local Authority LAC team. It is noted however that Social Services in appropriate cases are moving towards a system of delegating more parental responsibility and day to day decision making to foster carers. This scheme of delegation is designed to ensure a LAC child can have a more normal family experience rather than having all decisions delayed and passed via social services. The school will accept a request from a foster carer upon production of a delegation form signed by social services.  
3. When assessing requests for a holiday, the Headteacher will consider: 
The age of the child

The time of year of the proposed trip; 

The length and purpose of the time off; 

Any impact on continuity of learning; 

Overall attendance pattern;

The stage of education

The child’s progress

Any guidance issued by Welsh Government

Balanced with

The circumstances of the family 

The wishes and views of the parents; and 

The purpose of the holiday

The above list is not exhaustive and the Headteacher is entitled to take into account other factors which they feel to be relevant to the exercise of their discretion. Parents are expected to be clear at the time of making their request the family circumstances, purpose of the trip and any views they have. 

4. Should the holiday take the total absence due to holidays for the year to being over 10 days then only in exceptional circumstances should this holiday be granted. The test of exceptional circumstances applies only to holidays which 
accumulate over the course of the year to more than 10 days. Holidays which accumulate to 10 days or less throughout the year need to be considered in accordance with paragraph 3 above. 
5. 
The cluster has set 95% attendance as a minimum target for all pupils.
The fundamental principle underlying this policy is that schools are open for 190 days a year. Children and families have 175 days off school to spend time together, including weekends and school holidays. Parents are to be actively encouraged to take time off and book holidays outside of term time as it is only with parental cooperation will it be possible to achieve and maintain a high level of attendance and attainment. 
If an event can reasonably be scheduled outside of term time, it would be normal for the Headteacher to closely scrutinise the individual circumstances of the request if it relates to a term time absence. 

6.
Parents should not expect and head teachers should not assume that because a term time absence is agreed one year that it will be authorised the next. As children become older and progress through the stages of education there will inevitably be different circumstances applicable as they will be learning new topics and studying for a different key stage. Likewise, it should also not be assumed that if there is an extended family / friends holiday where the children attend different schools that if the term time absence is agreed in one school that the other school will also agree the absence. The exercise of discretion lies solely with the individual Headteacher of any particular school and the circumstances and attendance records of individual children will inevitably differ. 

7.
Head teachers also have the discretion to authorise only part of a term time absence. If the request is for a 10 day term time absence the head teacher can authorise 5 days and inform the parent that any days taken beyond the 5 days will be unauthorised.  

8.
It will be good practice for schools within the cluster to periodically discuss on an anonymous basis the cases whereby the discretion has been exercised to authorise a term time absence and when it has been refused. Whilst the discretion to authorise term time absences ultimately lies with individual head teachers it would be helpful to discuss with other head teachers your approach to try and work towards achieving greater consistency across the cluster. Care should be taken when seeking consistency not to develop rigid rules or blanket approaches to absences and the head teacher must always have in mind that each request must be considered in light of its individual circumstances. 

9. For non-holiday related requests for absence the Headteacher should consider the Welsh Government School Attendance Codes Guidance 2010. 

Attendance of Teachers

In the same way as Governors monitor pupil attendance, they have the same overall duty to monitor staff attendance.  This occurs on a regular basis within the context of the Head Teacher’s Reports to the Governing Body.

Evaluation

The effectiveness of the Policy should be evaluated annually, or sooner, if deemed necessary.  The Policy should then be amended and reviewed again in a further year.

Appendix A

Primary Attendance Codes Quick Reference Guide

“The Education Act (school Day and School Year) Regulations 1999 require schools to be open to each compulsory school-age pupil for 380 sessions a year ”Guidance on School Attendance Codes June 2010. 

	
	Code
	Meaning
	Statistical Value
	Details

	
	/\
	Present
	Present
	

	
	L
	Late
	Present
	· Registers should close 30 minutes after start of lesson. 

	Approved Educational Activity
	B
	Educated off site

(not dual registered)
	Approved Educational Activity
	· Taster days

· Alternative provision

	
	D
	Dual registration
	Approved Educational Activity
	· present at another school or at PRU



	
	P
	Approved sporting activity
	Approved Educational Activity
	· Supervised by someone approved by the school.



	
	V
	Educational visit or trip
	Approved Educational Activity
	· School organised trip including residential trips supervised by someone approved by the school. 

	
	J
	Interview
	Approved Educational Activity
	NOT TO BE USED BY PRIMARY SCHOOLS

	
	W
	Work Experience
	Approved Educational Activity
	NOT TO BE USED BY PRIMARY SCHOOLS

	Holidays Absences
	F
	Agreed extended family holiday (11 days +)
	Authorised Absence
	· For whole holiday if over 10 days.

· Must be exceptional circumstances.

· Must be provided with date of return.

· Parent working abroad for Fixed Period; returning to home country

	
	H
	Agreed family holiday (10 days or less)
	Authorised Absence
	· For whole holiday of 10 days or less 

· Authorised absence with school agreement. Agreement should be considered after taking into account the age of the pupil, the overall attendance and Key Stage suitability. 

· If school does not agree to this absence then should be marked as G

· 10 days holiday reduces the student’s % to 94.7%. 

	
	G
	Family holiday (not agreed or sessions in excess of agreement)
	Unauthorised Absence
	· If a parent does not apply for leave of absence in advance regulations do not allow schools to give retrospective approval so should be marked as G. 

· If the period exceeds 10 days without Headteachers approval of exceptional circumstances. 

· If schools agreed to extension of holiday they mark as F


Information for Parents:

Punctuality
At Penyrheol Primary School  we expect pupils to come to school on time. We also realise that lateness is very often not the child’s fault. There is a responsibility on parents or guardians to get their children to school on time.  

School commences at 8.55 a.m. Children should be assembled in their respective areas ready to enter the school at this time. If a child goes home for lunch the afternoon session commences at 12.50pm Foundation Phase and KS2.

Once the children have entered the school external doors are closed and locked for security. Late pupils will then have to gain access through the main entrance by pressing the button on the door entry system. All pupils are required to report to the main office before proceeding to class.

We consider it important that pupils arrive on time for the following reasons:

· Punctuality is part of the acquisition of necessary life skills for the future.

· Punctuality is courteous to school arrangements.

· Lateness can be embarrassing for a child who enters a class when their peers are already settled.

· Lateness means the loss of time that the child is engaged in the learning environment. 

· Lateness causes disruption for staff and pupils.

Sometimes lateness occurs because of isolated incidents when emergencies happen. Also there are times when lateness cannot be avoided because of attendance at medical appointments. Please inform the school if you experience difficulties in these areas so that the class register is marked appropriately. 

Registration officially closes at 9.20am every morning.  Pupils who arrive after registration are given a late mark. Persistent lateness can be referred to the Educational Welfare Officer so that they can call at the home in question. 

Remember!

If your child is 10 minutes late a day they miss:

50 minutes a week;

633 minutes a term;

1900 minutes a year,

that is 32 hours a year.

Make sure that your child goes to school regularly, arrives on time….

Start these good habits at an early age, while your child is at primary school.

	CONFIDENTIAL
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	REFERRAL FORM EW1


City and County of Swansea

Dinas A Sir Abertawe

Access to Learning - Education Welfare Team

	School
	Penyrheol Primary School
	Class/Tutor Group
	

	Surname
	
	First Name(s)
	

	Address
	

	Date of Birth
	
	Telephone No
	

	Parent’s Name
	


	LAC
	
	
	
	
	CPR
	
	
	
	
	FSM
	
	
	
	
	Statement
	
	
	


	Referred by:
	School
	
	
	
	Parent
	
	
	
	Ed Dept
	
	
	
	Other
	
	
	


	Reason for referral 
	
	

	

	

	

	

	

	

	Signature:  

Head Teacher
	Date:
	

	Education Welfare Officer Report

	

	Date
	Action
	Comments
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