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The staff and Governors of Bournebrook C of E Primary School are committed to providing a
full and efficient education to all pupils and embraces the concept of equal opportunities for all
We will endeavour to provide an environment where all pupils feel valued and welcome.
1.

Introduction

1.1

Regular school attendance is essential if children are to achieve their full potential.

1.2
We believe that regular school attendance is the key to enabling children to maximise the
educational opportunities available to them and become emotionally resilient, confident and
competent adults who are able to realise their full potential and make a positive contribution to
their community.
1.3
We value all pupils. As set out in this policy, we will work with families to identify the
reasons for poor attendance and try to resolve any difficulties.
1.4
We recognise that attendance is a matter for the whole school community. Our
Attendance Policy should not be viewed in isolation; it is a strand that runs through all aspects
of school improvement, supported by our policies on safeguarding, bullying, behaviour and
inclusive learning.
2.

Legal Framework

2.1
Section 7 of the 1996 Education Act states that parents must ensure that children of
compulsory school age receive efficient full-time education suitable to their age, ability and
aptitude to any special educational needs they may have, either by regular attendance at school
or otherwise.
2.2
A child is of Compulsory School Age at the beginning of the term following their 5th
birthday. A child may leave school on the last Friday in June of the school year in which they
reach the age of 16, but then must continue to do one of the following until they are 18: stay in
full-time education, eg at a college, start an apprenticeship or traineeship or work or volunteer (for 20
hours or more a week) while in part-time education or training.

2.3
Under the Education Act 1996, the Local Authority has a statutory responsibility to ensure
that parents secure education for children of compulsory school age and where necessary, use
legal enforcement.
2.4
The Education (Pupil Registration) (England) Regulations 2006, require schools to take
an attendance register twice a day, once at the start of the morning session and then again
during the afternoon session.
2.5

The register must record whether the pupil was:
▪
▪
▪
▪

present;
absent;
present at approved educational activity; or
unable to attend due to exceptional circumstances.
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3.

Categorising absence

3.1
Where pupils of compulsory school age are recorded as absent, the register must show
whether the absence is authorised or unauthorised.
3.2
Absence can only be authorised by the school and cannot be authorised by parents. All
absences will be treated as unauthorised unless a satisfactory explanation for the pupil’s
absence has been received.
3.3
Parents should advise the school by telephone on the first day of absence and provide
the school with an expected date of return. This should be followed up in the form of a written
note from the parent/carer, though verbal explanations may be acceptable where this is
considered appropriate. School will contact parents if we have not been advised the reason of
absence by 9.30am.
3.4

Absence will be categorised as follows:

Illness In most cases a telephone call or a note from the parent informing the school that
their child is ill will be acceptable. Parents may be asked to provide medical evidence where
there are repeated absences due to reported illness. This will usually be in the form of an
appointment card, prescription etc.
Medical/Dental Appointments Parents are advised where possible to make medical and
dental appointments outside of the school day. Where this is not possible, pupils should attend
school for part of the day. Parents should show the appointment card to school.
Other Authorised Circumstances this relates to occasions where there is cause for
absence due to exceptional circumstances, for example family bereavement.
Excluded (No alternative provision made) Exclusion from attending school is counted as
an authorised absence. The child’s class teacher will make arrangements for work to be sent
home.
3.5

Leave of Absence

The Government issued new regulations in September 2013 regarding Leave of Absence; The Education
(Pupil Regulations) (England) Regulations 2006 as amended by Education (Pupil Regulations) (England)
(Amendment) Regulations 2013
➢ Head teachers shall not grant any Leave of Absence during term time unless they consider there
are exceptional circumstances relating to the application.
➢ Parents do not have any entitlement to take their children on holiday during term time. Any
application for leave must establish that there are exceptional circumstances and the Head
Teacher must be satisfied that the circumstances warrant the granting of leave.
➢ Head Teachers will determine how many school days a child may be absent from school if the
leave is granted.
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➢ The school can only consider applications for Leave of Absence which are made by the resident
parent. i.e the parent with whom the child normally resides.
➢ Applications for Leave of Absence must be made in advance and failure to do so will result in the
absence being recorded as “unauthorised”. This may result in legal action against the parent, by
way of a Fixed Penalty Notice.
➢ Applications for Leave of Absence which are made in advance and refused will result in the absence
being recorded as “unauthorised”. This may result in legal action against the parent, by way of a
Fixed Penalty Notice, if the child is absent from school during that period.
➢ All matters of unauthorised absence relating to a Leave of Absence will be referred to the
Warwickshire Attendance Service of Warwickshire County Council.
➢ The Warwickshire Attendance Service have the authority to consider issuing Fixed Penalty Notices
for Leave of Absence in line with the Warwickshire County Council’s Non-School Attendance and
Penalty Notices Code of Conduct. (A copy of which can be found at
https://www.warwickshire.gov.uk/pupilnonattendance).

➢ If a Fixed Penalty Notice is issued and is not paid within the timeframe set out in that Notice, the
matter will be referred to Warwickshire County Council’s Legal Services to consider instigating
criminal prosecution proceedings under S444 of Education Act 1996.

Each application for a Leave of Absence will be considered on a case by case basis and on its own
merits.
3.6 Late Arrival
School opens for arrivals at 8.40 and registration begins at 8.55am, pupils arriving after
this time will be marked as present but arriving late before registers close. Pupils arriving
after 9.00 will be marked late after registers close.
Afternoon registration will be at 1.15pm.

Registers will close at 1.20pm

On arrival after the close of register, pupils must immediately report to the school office to ensure
that the school can be responsible for their health and safety.
The absence will only be authorised if a satisfactory explanation for the late arrival can be
provided, for example, school transport was late.
The absence will be recorded as unauthorised if the pupil has arrived late without justifiable
cause.
4. Roles and Responsibilities
We believe that improved school attendance can only be achieved if it is viewed as a
shared responsibility of the school staff, governors, parents, pupils and the wider school
community. As such, the Governing Body will:
▪ Ensure that the importance and value of good attendance is promoted to pupils and their
parents
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▪ Annually review the school’s Attendance Policy and ensure the required resources are
available to fully implement the policy
▪ Ensure that the Registration Regulations, England, 2006 and other attendance related
legislation is complied with
▪ Agree school attendance targets and submit these to the Local Authority within the agreed
timescale each year and where appropriate link these to the Performance Management
of Senior Leadership within the school
▪ Monitor the school’s attendance and related issues through termly reporting at Governing
Body Meetings
▪ Ensure that attendance data is reported to the Local Authority or Department of Children,
Schools and Families as required and on time
▪ Ensure that the school has clear systems to report, record and monitor the attendance of
all pupils, including those who are educated off-site
▪ Ensure that there are procedures for collecting and analysing attendance data frequently
to identify causes and patterns of absence
The Leadership Team will:
▪ Actively promote the importance and value of good attendance to pupils and their parents
▪ Form positive relationships with pupils and parents
▪ Ensure that there is a whole school approach which reinforces good school attendance;
with good teaching and learning experiences that encourage all pupils to attend and to
achieve
▪ Monitor the implementation of the Attendance Policy and ensure that the policy is
reviewed annually
▪ Ensure that all staff are aware of the Attendance Policy and adequately trained to address
attendance issues
▪ Report the school’s attendance and related issues through termly reporting to the
Governing Body.
▪ Ensure that systems to report, record and monitor the attendance of all pupils, including
those who are educated off-site are implemented
▪ Ensure that attendance data is collected and analysed frequently to identify causes and
patterns of absence
▪ Interpret the data to devise solutions and to evaluate the effectiveness of interventions
▪ Document interventions used to a standard required by the local authority should legal
proceedings be instigated
Staff will:
▪ Actively promote the importance and value of good attendance to pupils and their parents
▪ Form positive relationships with pupils and parents
▪ Contribute to a whole school approach which reinforces good school attendance; with
good teaching and learning experiences that encourage all pupils to attend and to achieve
▪ Comply with the Registration Regulations, England, 2006 and other attendance related
legislation
▪ Contribute to the evaluation of school strategies and interventions
▪ Work with other agencies to improve attendance and support pupils and their families
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▪ Document interventions used to a standard required by the local authority should legal
proceedings be instigated
Request that Parents will:
▪ Talk to their child about school and what goes on there. Take a positive interest in their
child’s work and educational progress
▪ Instill the value of education and regular school attendance within the home environment
▪ Encourage their child to look to the future and have aspirations
▪ Contact the school before 9.00am if their child is absent to let them know the reason why
and the expected date of return. Follow this up with a note where possible.
▪ Avoid unnecessary absences. Make appointments for the Doctors, Dentists etc. outside
of school hours
▪ Ask the school for help if their child is experiencing difficulties
▪ Inform the school of any change in circumstances that may impact on their child’s
attendance
▪ Support the school; take every opportunity to get involved in their child’s education, form
a positive relationship with school and acknowledge the importance of children receiving
the same messages from both school and home
▪ Encourage routine at home, for example, bed times, home work, preparing school bag
and uniform the evening before
▪ Follow leave of absence procedures.
Support Systems
School recognise that poor attendance is often an indication of difficulties in a child’s life.
This may be related to problems at home and or in school. Parents should make school aware
of any difficulties or changes in circumstances that may affect their child’s attendance and or
behaviour in school, for example, bereavement, and divorce/separation. This will help the school
identify any additional support that may be required.
The school will implement a range of strategies to support improved attendance. Strategies used
will include:
▪ Discussion with parents and pupils
▪ Home/ school agreement
▪ Friendship groups
▪ PSHE
▪ Attendance awards
Support offered to families will be child centred and planned in discussion and agreement with
both parents and pupils.
5.

Attendance awards

There will be a weekly attendance cup given out during Celebration Assembly to the class with
the highest level of attendance; the class will be rewarded by the class teacher.
Termly, children with 100% attendance will receive a Head teacher’s attendance certificate.
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Annually, children with 100% attendance receive an engraved cup or for 99% attendance a
medal.
School attendance target for 2021/22 is 96.1%
6.
Legal Sanctions
Section 444 of the Education Act 1996 states that if a parent fails to ensure the regular school
attendance of their child if he/she is a registered pupil at a school and is of compulsory school
age, then they are guilty of an offence.
A parent found guilty of this offence can be fined up to £2500 and or be imprisoned for a period
of three months.
Alternatives to Section 444 prosecution are Parenting Contracts, Penalty Notices or an
Education Supervision Order.
Appendices
1

The Law

The Education Act 1996 Part 1, Section 7 states:
The parent of every child of compulsory school age shall cause him to receive efficient
full-time education suitable[a]
To his age, ability and aptitude and
[b]
To any special needs he may have.
either by regular attendance at school or otherwise.
For educational purposes the term parent is used to include those that have parental
responsibility and/or those that have the day to day care of the child.
The legislation that appertains to children who are of compulsory school age and are
registered at school is contained within this Act.
Part V1 Section 444 contains the details of when an offence is committed if a child fails
to attend school.
Register and Admission Roll keeping.
The legal requirements are found in:
The Education [Pupil Registration] (England) Regulations 2006

Categorisation of Absence
Any pupil who is on roll but not present in the school must be recorded within one of
these categories.
1.
2.

Unauthorised Absence
Authorised Absence
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3.

Approved Educational Activity

1.

Unauthorised absence

This is for those pupils where no reason has been provided, or whose absence is deemed
to be without valid reason.
2.

Authorised absence

This is for those pupils who are away from school for a reason that is deemed to be valid
under the Education Act 1996.
3.

Approved Educational Activity

This covers types of supervised educational activity undertaken off site but with the
approval of the school.
Note Pupils recorded in this category are deemed to be present for attendance returns
purposes.
This would include:
§
§
§
§
§

Work experience placements
Field trips and educational visits
Sporting activities
Link courses or approved education off site
Most types of dual registration
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