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ATTENDANCE AND PUNCTUALITY POLICY

Morley Victoria Primary School believes that all children should take maximum advantage of the opportunities offered to them in school, to enable them to reach their full potential. We are committed to Safeguarding and promoting the wellbeing of all children and we expect our staff, volunteers and parents / carers to share this commitment – this includes being proactive in tackling the issue of attendance and punctuality with families, working in partnership with parents /carers with the support from the Attendance Team who meet regularly in school. 
All pupils are entitled to receive an education that enables them to reach their full potential.

It is the legal responsibility of every parent/carer to make sure their child receives education either by attendance at school or by education otherwise than at a school.

Where parents decide to have their child registered at a school, they have a legal duty to ensure their child attends that school regularly.

Pupils must attend school 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 for an absence from the school.

It is the aim that a child’s attendance should not fall below 97%.  Attendance and Punctuality is high profile at Morley Victoria – there are displays all around school, this area is discussed regularly in SLT, inclusion and staff meetings and forms part of the learning review meetings for those families who need help and support.  We also keep the families up to date with their child’s attendance and punctuality by issuing them a letter at the end of each term.
We want to work in partnership with parents to support Attendance.

AIMS

The school aims to ensure that

· Appropriate action is taken in a timely manner to safeguard and promote children’s welfare

· To make sure that ALL staff are aware of their responsibilities with respect to Attendance and they understand the correlation to safeguarding.

· Parents and carers are informed about the procedures for attendance, understand their responsibilities as a parent/carer in supporting good attendance and punctuality.

· Pupils are recognised and rewarded for having good attendance.  

· The Attendance team work in partnership with parents to improve Attendance and adopt a support first approach . 

Every week class attendance is announced in assemblies and the winning classes are Tweeted on the whole school page.  The whole school attendance is also Tweeted each week and there is a section on the school newsletter about attendance and punctuality.  Over each term an average attendance will be taken for each class and pupil, those achieving 100% attendance in that term are given recognition of this achievement and are entered into a prize draw to win a book voucher.  
· Registers are taken as a legal requirement at the beginning of the AM and PM sessions.  In our school from Reception to Year 6 the doors open at 8.45am. (they will be opened earlier in bad weather conditions).  Registers should be completed by 8.55 a.m.  There are morning starters on the board each day for the children to work on as soon as they arrive.  Any children arriving after that time will be marked as late.

· Any children arriving after 9.15am will be marked as not present and unauthorised for the morning session.

· If a child arrives after the close of register, they must report to the main school office to get their mark.  Arriving late will obviously disrupt other pupils and teaching staff as part of the lesson or assembly, some parts may have to be repeated to enable the child to catch up. It may also be upsetting for the child to have to go into class knowing that the lesson or assembly has already started.

· Parents / Carers will be contact by school if their child is persistently late.

· Persistent lates and frequent unauthorised absence may result in penalty notices being submitted.

· We have a late gate system in place from September 2024 where reason for lateness will be recorded on the gate by a member of SLT /Attendance Team.

· We recognise that the layout of our building is difficult to ensure all children arrive on time when the doors are opened however, late marks are monitored carefully and any families arriving late on a regular basis are met with, in line with the letter, to discuss how we can help them to get their children to school on time and support further.  All persistently late pupils will be recorded on CPOMS.  Please note that all late marks are discarded if there has been an accident/bad weather conditions or a good reason as to why a child is late.  If a child reaches 6/12/18 late marks our Attendance Team will contact the families.
· Attendance Panel meetings may be arranged in school for any child who is persistently absent or has more than 12 lates recorded. These will be done with the Attendance Officer and Assistant Headteacher.

· For those children who are absent without a reason a text will be made by 9.10 am informing parents and carers that their child has not arrived at school. If they do not respond by 9.30 am a phone call is made and a home visit may be carried out.  All children must be accounted for each day.
· If we have no reason for absence given a home visit may be carried out.

· If we have concerns about frequent periods of absence for a child, the Attendance team may feel a home visit is necessary before the 3-day absence period.

· We do not always notify parents of a home visit.

· If there is no answer on a home visit the absence may be recorded as unauthorised.

· Parents / Carers must phone or email (using the attendance email) the school each day that their child is absent and clearly state why their child is not well enough to attend – this allows us to monitor trends/numbers of illnesses in each year group/class.

· Any cases of reported absences notified to the school office will be put on the computer and recorded as an authorised absence and relayed to the class teacher.


· School requests that all parents / carers of Nursery children inform staff of reasons for a child’s absence and of any forthcoming planned absences (for attendance purposes only).

· If school is not informed of an absence, it is automatically recorded as unauthorised – these are followed up each week.  If, as a result of monitoring, a pattern of unauthorised absences appears, the Attendance Lead will contact the parent/carer of the child by telephone and a Panel meeting may be arranged in school. There may also be a penalty notice submitted if we see no improvement over a certain time frame to be agreed by the Attendance Team. 
· We will carry out a home visit if a child is absent for more than a few days to see if we can support the family in any way 
· We may carry out a home visit if we have no reason given.

· We ask all staff in school to report any Attendance concerns / patterns to the Attendance Team promptly so we can look at any further support needed.
· Class teachers will discuss attendance concerns with parents/carers where they feel this is necessary.
· When there is an ongoing concern or pattern of lateness or absence, the class teacher may refer children to the Attendance Lead.

· The Attendance Lead will liaise with Headteacher, the Cluster or other local schools regarding the attendance of specific children and a specific plan for improvement will be agreed with families.
· Those children who fall below 90% attendance (persistently absent) will be closely monitored and a text will be issued at each half term point.   After that the pupil’s attendance will be monitored for a 4 week period, if attendance does not improve parents/carers will be called in to discuss what we can do to support the family to ensure their child’s attendance improves.
· If there is no improvement with support from school, we will request attendance at a School Panel Meeting.

· If no improvement is seen after 2 panel meetings a referral to the Attendance Team may be made or a Penalty notice submitted.  


· Holiday requests in term time cannot and will not be authorised by the Headteacher.  All requests are looked at individually.

· We will fine families if they take their child/children out for 5 days or more within a 10-week period (not just consecutive weeks) 
· Parents / carers found guilty of school attendance offences could be subject to prosecution.

· We ask parents / carers to keep health appointments out of school hours where possible.
· Pupils are expected to attend school before or after medical appointments – the register will be coded as Medical for the am or pm session.    

· From September 2024, we politely request parents/carers to provide proof of medical appointments so the registers can be coded appropriately. 

· If a family requires a leave of absence form, they must collect one from the school office or downloaded from our school website prior to travelling.
· The Local Authority will be notified of any leave of absence above 10 days.

· The Local Authority will be notified of any unauthorised leave over 10 days.

· The Local Authority will be notified of any pupil who has moved out of area. 

· The Local Authority will be notified promptly of any request to home school a pupil and paperwork completed accordingly. 

· Any request to home school a pupil must be made in writing and sent to the Headteacher.

· The local Authority Fining department will also be notified of any absence over 5 days.

· All planned time off school requires a leave of absence form to be completed, eg, funeral, religious celebration. 
· Without a Leave of Absence from being completed prior to travel this will be coded as unauthorised.

· Letters have been sent out to families about key times in the year where they should not be removing their children from school to go on holiday.

· We include the amount of lost learning for a pupil due to absence in communication sent out to parents and in Attendance meetings. 

· If a parent/ carer notifies school of a request to Home Educate – school will attempt to facilitate a meeting with parents/ carers to discuss further before a final decision is made .

Children Missing in Education

If a family is travelling abroad for a significant period of time, ie longer than a week or two, our Attendance Team establishes the purpose of the visit. They also ascertain how long the family will be gone for and gets contact details including address, telephone number and an email address so that they can contact the family if required. The team also asks for flight details, so they know when the children are expected back in the country. If for some reason the children do not come back to school when expected, this is followed up immediately and reported the Child Missing in Education Team.
In the instances where children are taken out of Morley Victoria to go to another school either in the UK or abroad, the school remain in contact and check that the children start at their new school on the date that they should, usually by contacting the new school.

A referral into the Child Missing in Education Team would be made at this point.

When this happens to be abroad, the Attendance Team asks for details of the school if known and makes contact with the family to ensure that their plans have not changed and that the children are accessing education. School will request all travel details.

Where the families do not communicate, the school will be contacted.

If we feel that a child is ‘Missing in Education’, this would be reported immediately to the Local Authority.

Our Attendance Team meet regularly to discuss attendance, punctuality and holiday requests.

Authorised Absences would only be given for – 

· Personal Illness (for pupils with less than 90% attendance and where we are seeing frequent absence these may be coded as unauthorised for a monitoring period . 

· Religious festivals (excluding travel around this)

· Medical appointments (proof required) 

· Circumstance authorised by the school (such as a family bereavement) this is to the Headteachers discretion.

Unauthorised Absences defined as – 

· Being late after register closes ‘u ‘code  

· Staying at home to care for younger children 

· Shopping, Birthdays, weddings 

· Holidays / Leave in term time 

· Taking the rest of the day off before or after a medical appointment 

· Where we have no completed Leave of Absence form prior to travel.

· Where the school is not satisfied that the reason given is one that would be recorded as authorised      

*Please see our school website for more information on our attendance strategies and procedures and the new framework around Penalty notices and Attendance. 
*Please see the letters section of our website for any letters sent out relating to this subject*
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