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Aims
We are committed to meeting our obligation with regards to school attendance through our whole school culture and ethos that values good attendance. As a school, we want to celebrate success and believe that good attendance is fundamental to a successful and fulfilling school experience. We actively promote 100% attendance for all pupils and use a variety of week, termly and annual awards to promote this. 
As a school we will:
· Promote good attendance for all
· Reduce absence, including persistent and severe absence
· Ensure every pupil has access to the full-time education to which they are entitled
· Act early to address patterns of absence
· Build strong relationships with families to ensure families have the support that they need
This policy meets the requirements of “Working together to improve school attendance” and refers to the DfEs statutory guidance on school attendance parental responsibility measures. This policy also refers to the DfEs guidance on the school census, which explains the persistent absence threshold. 
School Roles and Responsibilities
The Governing Body
The governing board is responsible for promoting the importance of school attendance through the school’s policies and ethos. It is also responsible for:
· Ensuring that leaders fulfil expectations and statutory duties.
· Regularly reviewing, monitoring and challenging school attendance data
· Ensuring staff receive adequate training on attendance
· Holding the Headteacher and Assistant Headteacher to account for the implementation of this policy.

The Headteacher 
The Headteacher is responsible for:
· The implementation of this policy at the school
· Monitoring school-level absence data and reporting it to governors
· Issuing fixed-penalty notices, where necessary
· Monitoring the impact of any implemented strategies to tackle poor attendance
· Overall responsibility for monitoring attendance issues.

The Designated Senior Leader responsible for attendance 
Robyn Harrison, Assistant Headteacher (r.harrison@newington-ramsgate.kent.sch.uk) is responsible for the school’s strategic approach to attendance across the school. She is responsible for:
· Leading on attendance across the school
· Offering a clear vision for attendance improvement
· Evaluating and monitoring expectations 
· Having an oversight of data analysis of attendance
· Devising and implementing specific strategies to address poor attendance identified through school data
· Delivering targeted interventions and support to pupils and families

The Attendance Officer
Sarah Ayling is our school’s attendance officer and is responsible for:
· Monitoring and analysing attendance data
· Reporting attendance data findings to the Assistant Headteacher
· Benchmarking attendance data to identify areas of focus for improvement
· Providing regular attendance reports to school staff and reporting concerns about attendance to the Assistant Headteacher and Headteacher
· Arranging calls and meetings with parents to discuss attendance issues and concerns
· Working with the Assistant Headteacher to devise strategies to tackle persistent absenteeism.

Class Teachers
Class teachers are responsible for:
· Recording attendance and absence daily and submitting this information to the attendance officer
· Communicate attendance concerns to the attendance officer, via CPOMS 
· Raise initial and early concerns with parents and carers about attendance and offer support and incentives where necessary – they may ask for support with this from the pastoral support team. 

Office staff
Office staff are responsible for:
· Receiving phone calls from parents/carers re absence and transferring these calls, when possible to the attendance officer
· Reporting any messages re absences or appointments to the attendance officer
· Accepting any evidence of appointments or medication and making a note of this for the attendance officer. 

Parents and Carers
Parents and carers are expected to:
· Ensure that their child attends school every day and on time
· Encourage children to be enthusiastic about school
· Report any absence that it is necessary for their child to have to the school before 9.00am on the day of each absence and each subsequent day of absence and advise the school’s attendance officer when they are expecting their child to return. This can be done by calling the school office on 01843593412, or emailing the attendance officer on attendance@newington-ramsgate.kent.sch.uk
· Provide the school with more than one emergency contact number for their child
· Ensure that, where possible, appointments for their child are made outside the hours of the school day. If this is not possible, their child should attend school either side of their appointment. Evidence of appointments are to either be shown at the school office or emailed to the attendance officer (attendance@newington-ramsgate.kent.sch.uk) 
· Ensure that any holidays are taken only during school holidays.

Pupils
Pupils are expected to: 
· Attend school every day, on time
· Strive to be the best that they can be, upholding our school values
· Wear the correct uniform to school each day.

 
Procedures for Reporting Unplanned Absence
It is an expectation at Newington Community Primary School that all absence from school will be for good reason and it is vital that the school are kept informed of any reason behind why a child may be absent. Families should follow the steps outlined above.
We will mark absence due to illness as authorised unless the school has a genuine concern about the authenticity of the illness.
Planned Absence
Attending a medical or dental appointment will be counted as authorised, provided the parent/carer notifies the school in advance of the appointment, with evidence of this appointment. This should be done by emailing attendance@newington-ramsgate.kent.sch.uk
Following up unexplained absence
Where any pupil that we expect to attend school does not attend, or stops attending without reason, the school will:
· Call the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain the reason. If the school cannot reach any of the pupils’ emergency contacts, the school will consider carrying out a home visit. If there are welfare concerns, the school will consider phoning the Police and requesting a welfare check. 
· Identify whether the absence is approved or not
· Identify the correct attendance code to use and input it as soon as the reason for absence is ascertained (not later than 5 working days after the session)
· Call the parent/carer on each day that the absence continues without explanation to ensure proper safeguarding action is taken where necessary. 
Recording Attendance 

We will ensure that all pupils are entered onto our attendance register. 

The attendance registers will be taken by 9.00am each morning and by 1.20pm each afternoon. Marks on the register will indicate whether the child is:
· Present 
· Attending an approved off-site educational activity
· Absent for authorised circumstances
· Absent for non-authorised circumstances
· Unable to attend due to exceptional circumstances
· Educated off-site (not dual registered)
· Unauthorised family holiday in term time
· Agreed holiday in term time (this will only happen in extreme and exceptional circumstances and the Headteacher’s decision is final)
· Late before the register has closed
· Late after the register is closed 
· Unable to attend due to illness 
· Dual registered with another school or Pupil Referral Unit 
· Absent due to a medical appointment that could not be made outside of school hours 
· Day set aside exclusively for religious observance 
· Approved sporting activity 
· Educational visit or trip 
· Exclusion/suspension
We will also record: 
· The nature of the circumstances of why each code has been applied on the attendance register 

We will keep every entry on the attendance register for at least 3 years after the date on which the entry was made. 
 
Lateness and punctuality  
A pupil who arrives late before the register has closed will be marked as late, using the appropriate code 
Frequent lateness after the register has closed (U) will be discussed with parents and could provide grounds for prosecution or a Penalty Notices. 
Pupils are expected to arrive at school between 8.20-8.50 
Pupils arriving after their door closes will be authorised for a further 10 mins. The following 10 minutes will be marked as late. After this time, it will be an unauthorised absence. 
All pupils that arrive late until 09:10 must report, with their parent to the attendance officer at the front door. 
In addition, all pupils who arrive after 9:10 must report to the attendance officer and their parent or carer must sign their child in at the office, offering a reason for the lateness. 

Penalty Notice Proceedings for Lateness 
Penalty   Notices   are   issued   in   accordance   with   Kent   County   Council’s Education Penalty Notices Code of Conduct effective from January 2016, as revised in April 2017, when: 
· 10 incidents of late arrival after the registers have closed during any possible 100 school sessions leads to a Penalty Notice Warning Letter. 
· The Penalty Notice Warning Letter sets out 15 school days during which no unauthorised 
· absence is to be recorded 
· If unauthorised absence is recorded during the 15 day period, a Penalty Notice(s) will be issued (one per parent per child) 
· Where a Penalty Notice is not paid within 28 days of issue the Local Authority will instigate court proceedings. 

Children Missing or absent in Education 

No child should be removed from the school roll without consultation between the Headteacher and the Inclusion and Attendance Service, when appropriate.  Please see the circumstances below: - 
· Where a child is missing from education, Local Authority guidance will be followed, by completing a Child Missing Education referral for the following circumstances: - 
· If the whereabouts of the child is unknown and the school has failed to locate him/her. 
· The family has notified the school that they are leaving the area but no Common Transfer Form (pupil file) has been requested by another school. 
· If a child has been taken out of school for any reason, and a return date that has been given by the parent is not adhered to they will be at risking of losing their school place after 20 consecutive unauthorised days absent from school. 
· If the parent/carer has notified the school, in writing, that they intend to educate their child at home and the necessary paperwork has been completed through the Digital Front Door to inform the Local Authorty.

Reporting to parents/carers 

The school will regularly inform parents about their child’s attendance and absence levels through a bi-termly report through Arbor, discussion at parents consultations, informal chat with Year group leader, senior leader link or class teacher to ascertain if support is needed. Yearly attendance figure will be reported in the end of year school report. 

Approval for term-time absence 
 
The headteacher will only consider a leave of absence to a pupil during term time if they consider there to be 'exceptional circumstances'.  
We define ‘exceptional circumstances’ as  
· Service personnel returning from a tour of duty abroad where it is evidenced the parent 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’s or child’s rehabilitation from a medical or emotional issue. 
· When a family holiday has been suggested and provided by a charity (often for children with life limiting conditions)
· The death or terminal illness of a person close to the family.   
· To attend a wedding of a person in the child’s immediate family (one day only will be permitted for this, a holiday either side, or travelling time will not).
· To attend a funeral of a person close to the family. 
· Any strong personal reasons why a family might need to take a child away from school for a short break. 

The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant context behind the request.  
Any request should be submitted as soon as it is anticipated and, where possible, at least 2 weeks before the absence, and in accordance with any leave of absence request form, accessible via the attached form. The headteacher may require evidence to support any request for leave of absence.  

Valid reasons for authorised absence include: 
· Illness and medical/dental appointments 
· Religious observance – where the day is exclusively set apart for religious observance by the religious body to which the pupil’s parents belong.  If necessary, the school will seek advice from the parents’ religious body to confirm whether the day is set apart 
· Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, and new travellers. Absence may be authorised only when a traveller family is known to be travelling for occupational purposes and has agreed this with the school, but it is not known whether the pupil is attending educational provision 

Legal sanctions

The school can make a Penalty Notice Application so that the local authority can fine parents for the unauthorised absence of their child from school, where the child is of compulsory school age. 
The first penalty notice issued to the parent for a child will be charged at £80 if paid within 21 days, rising to £160 if paid between days 22 and 28.  
Where it is deemed appropriate to issue a second penalty notice to the same parent for the same pupil within 3 years of the first offence, the second notice is charged at a flat rate of £160 and is payable within 28 days. There is no reduced sum available in this instance 
Part payments or payment plans are not acceptable and fines must be paid in full within 21 or 28 days, at the rate specified within the penalty notice. 
When a third or subsequent period of unauthorised absence occurs during a 3 rolling year period and the school wish legal action to be considered, a penalty notice request should be made as usual including supporting documentation. Information regarding previous penalty notices should be provided if known. Kent County Council will not issue a penalty notice but will contact the Headteacher to request additional evidence. The matter will be considered for prosecution via the Single Justice Procedure. 
Penalty notices can be issued by a headteacher, local authority officer or the police.  

The decision on whether or not to issue a penalty notice may take into account: 
· The number of unauthorised absences occurring within a rolling academic year  
· One-off instances of irregular attendance, such as holidays taken in term time without permission 
· Where an excluded pupil is found in a public place during school hours without a justifiable reason 
If the payment has not been made after 28 days, the local authority can decide whether to prosecute or withdraw the notice. 

Strategies for promoting good attendance  

We expect all children to have good school attendance (100%). We recognise that it is fundamental to improving outcomes and life chances for children. However, we also recognise that ensuring good attendance can be complex for some families and some children require incentives in order to attend school regularly.  
Behaviour Strategy – the NCPS strategy for promoting good behaviour ensures that all staff build strong positive relationships with children, helping to make school a good place to be and belong. Children who find it difficult to attend school and/or face familial challenges with regards to attendance will be rewarded with house points, being moved up the ladder or weekly attendance certificates. 
Attendance Ted – the class with the best attendance is awarded Attendance Ted as part of our Newington Winners assembly. 
Certificates – recognising those children with good attendance and also those who have worked to improve their attendance term on term. 
Specific Attendance Projects – e.g Project 96%
Reducing Persistent and Severe Absence
Persistent absence is where a pupil misses 10% or more of school and severe absence is where a pupil misses 50% or more of school. 
The school will:
· Use attendance data to find patterns and trends of persistent and severe absence
· Hold regular meetings with parents of pupils who the school (and LA) considers to be vulnerable, or are persistently or severely absent, to discuss attendance and engagement at school
· Provide access to wider support services to remove the barriers to attendance
· Provide bespoke support to families to improve attendance (minibus collection, Breakfast Club, Early Help Referral)
· Consider a Front Door referral, in line with new safeguarding guidance. 

Monitoring attendance 
The school will:
· Monitor attendance and absence data half-termly, termly and yearly across the school and routinely at an individual pupil level. 
· Identify whether or not there are particular groups of children whose absences may be a cause for concern 
· The school will compare attendance data to the national average and share this with the governing board.  

Analysing attendance 
The school will: 
· Analyse attendance and absence data regularly to identify pupils or cohorts that need additional support with their attendance, and use this analysis to provide targeted support to these pupils and their families 
· Look at historic and emerging patterns of attendance and absence, and then develop strategies to address these patterns   

Using data to improve attendance 
The school will: 
· Provide regular attendance reports to class teachers and other school leaders, to facilitate discussions with pupils and families. Whole school tracker assessable at all times to staff to ensure they know why children are absent and what procedures have been put in place if necessary. 
· Use data to monitor and evaluate the impact of any interventions put in place in order to modify them and inform future strategies 

Monitoring arrangements  
This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum, yearly by the attendance team. At every review, the policy will be approved by the full governing board.  

Links with other policies  
This policy links to the following policies: 
Child protection and safeguarding policy 
Behaviour policy 
 
The school hold a wealth of attendance data and commit to ensuring that it is used effectively to identify children who attend very regularly as well as those who are at risk of persistent and severe absence. The strategic use of data will also enable the school to prioritise those families who require further support to ensure children attend school more regularly. 
Support Levels
	
	

	Level 1 (Universal Provision)
	Children who have attendance between 96% and 100%. All absences are explained and families communicate well with the school

	Level 2 (additional school support)
	Children who have attendance between 90% and 96%

	Level 3 (partnership working between school and family)
	Children with an EHCP and complex medical needs who are persistently absent

	Level 4 (working with the LA)
	Children who are persistently absent (below 90%)
Children with an EHCP (not medical) who are persistently absent 

	Level 5 (working with other agencies and LA)
	Children who are severely absent (below 50%)
Children with a social worker (CP, CHiN, LAC and PLAC) who are persistently absent



Support Levels
	
	

	Level 1 (Universal Provision)
	Effective curriculum, attendance incentives, standard communication of attendance with parents (via parents evening etc)

	Level 2 (additional school support)
	Letters sent home to remind parents of school expectations
Meetings to be set as appropriate to prevent further absence
Attendance reward cards implemented

	Level 3 (partnership working between school and family)
	Remote learning as appropriate, risk assessments and care plans established, regular contact with Medical Officer, attendance communicated regularly

	Level 4 (working with the LA)
	Meetings held with families, action plan implemented, discussions held with SLO and Specialist teachers. Medical evidence can be requested to evidence future absence

	Level 5 (working with other agencies and LA)
	Action Plan implemented, school to ensure that attendance is targeted through LA planning, attendance to be reported at all child protection meetings. Welfare home visits carried out alongside first day calling. 



School Actions Overview
	Attendance is between 100% and 96%
	Reinforcement of the school expectations. Recognition of success and attendance incentives

	Attendance drops below 96%
	Reinforcement of the school expectations. 

	Attendance drops below 90% (Persistent Absence)
	Reinforcement of the school expectations. Support letter 1 sent to parents to outline that the child is now persistently absent. Letters will be sent out termly to address attendance below 90%. 

Improvements in attendance will be acknowledged and celebrated when the child is no longer persistently absent. 

Meeting arranged with family to implement an Attendance Support Plan. A request for medical evidence of any absence may be made.


	Attendance drops below 90% (Persistent Absence)
(Child has a social worker)
	Reinforcement of the school expectations. Support letter 1 sent to parents to outline that the child is now persistently absent. 

Meeting arranged with family to implement an Attendance Support Plan. A request for medical evidence of any absence may be made.

School inform the allocated social worker and track via safeguarding platform

	Persistent Absence 
	Referral to Local Authority SLO (Michelle Mannering)
School to follow actions outlined by LA (Parenting Contract, Early Help Referral)

	Prolonged Persistent Absence
Severely Absent Children
	Work with the LA to explore Education Supervision Order

Attendance Prosecution




Appendix 1 – Attendance Codes
	Code
	Definition
	Scenario

	/
	Present (am)
	Pupil is present at morning registration

	\
	Present (pm)
	Pupil is present for afternoon registration

	L
	Late arrival
	Pupil arrives late before the register has closed

	B
	Off-Site educational activity
	Pupil is at a supervised off-site educational activity approved by the school

	D
	Dual registered
	Pupil is attending a session at another setting where they are also registered

	J
	Interview
	Pupil has an interview with a prospective employer/educational setting

	P
	Sporting Activity
	Pupil is participating in a supervised sporting activity approved by the school

	V
	Educational Trip or Visit
	Pupil is on an educational visit/trip organised, or approved, by the school

	W
	Work experience
	Pupil is on a work experience placement

	C
	Authorised leave of absence
	Pupil has been granted a leave of absence due to exceptional circumstances

	E
	Excluded
	Pupil has been excluded but no alternative provision has been made

	H
	Authorised holiday
	Pupil has been allowed to go on holiday due to exceptional circumstances

	I
	Illness
	School has been notified that a pupil will be absent due to illness

	M
	Medical/Dental appointment
	Pupil is at a medical or dental appointment

	R
	Religious observance
	Pupil is taking part in a day of religious observance

	T
	Gypsy, Roma and traveller absence
	Pupil from a traveller community is travelling, as agreed with the school

	Unauthorised Absence

	G
	Unauthorised holiday
	Pupil is on a holiday that was not approved by the school

	N
	Reason not provided
	Pupil is absent for an unknown reason (this code should be amended when the reason emerges or replaced with code O if no reason for absence has been provided after a reasonable amount of time)

	O
	Unauthorised absence
	School is not satisfied with the reason for pupil’s absence

	U
	Arrival after registration
	Pupil arrived at school after the register closed

	X
	Not required to be in school
	Pupil of non-compulsory school age is not required to attend

	Y
	Unable to attend due to exceptional circumstances
	School site is closed, there is disruption to travel as a result of a local/national emergency, or pupil is in custody

	Z
	Pupil not on admission register
	Register set up but pupil has not yet joined the school 

	#
	Planned school closure
	Whole or partial school closure due to half-term/bank holiday/INSET day


















Ambition, Achievement, Aspiration
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