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ATTENDANCE POLICY

Statement of Intent

· Cage Green Primary School is committed to the continuous raising of achievement of all of our pupils.  Regular attendance is critical if our pupils are to be successful and benefit from the opportunities presented to them.

· One of our basic principles is to celebrate success.  Good attendance is fundamental to a successful and fulfilling school experience.  Cage Green Primary School actively promotes 100% attendance for all of our pupils and we use a variety of weekly, termly and annual rewards to promote good attendance and punctuality.

· We recognise that parents/carers have a vital role, and a legal responsibility, to ensure good attendance and we promise to identify, investigate and work in partnership with parents/carers, pupils and other agencies to resolve attendance problems.  

Parental responsibility 

The responsibility for ensuring children attends school regularly and punctually rests with parents.  To this end, it is desirable that parents should be the first line of contact whenever the child is absent from school.

It is the parents’ responsibility to contact the school whenever the child is absent and on the first day of absence.  

The role of the teacher 

Class teachers should complete a register at the beginning of each morning and afternoon session.  They should identify unauthorised absences and bring them to the attention of the Headteacher or designated person as soon as possible.  

Frequent absence is also a cause for concern.  School Medical Officers are very helpful and can normally clarify whether ongoing absence is justified. 

At the Cage Green Primary School pupils are expected to arrive by 8:45 am.  All pupils arriving after 9:00 am should report to the School office where they should sign the late book.

Any pupils arriving after 9:15 am will be recorded as an unauthorised absence and this may result in the issuing of a Penalty Notice.  

Authorised/non authorised absence

· The legal responsibility for ensuring pupils attend school regularly and punctually rests with parents/carers.
· As stated above, it is the responsibility of the parents/carers to be the first line of contact and to contact Cage Green Primary School whenever a pupil is absent and on the first day of absence.
· It is Cage Green Primary School which authorises the absence, not the parent/carer.
· Absence is either authorised, such as in the case of illness or of religious observance, or unauthorised, when there is no reason given for such absence or when it is considered that the explanation is unjustified or unreasonable.  

Leave of absence/holiday

Like all schools in the Malling Cluster, Cage Green Primary School will consider each request for holiday absence individually but will only grant such requests in exceptional circumstances. 

Schools will never normally authorise holidays in term time under the following circumstances:

· At the beginning of school terms

· During examination periods (including modular tests and mock examinations)

· Where the child is persistently absent, including because of ill health (25 days absence in the previous year or where there have already been 10 or more days absence in the current year)

Cage Green Primary School will always invite parents/carers into school to discuss any proposed holiday in term time with the Headteacher. A proposed holiday will never be authorised if parents/carers do not attend such a meeting.  .Leave of absence during term time is authorised, or not, by Cage Green Primary School.  Cage Green Primary School cannot authorise more than ten days unless there are exceptional circumstances.

· All requests for holiday leave will be considered individually and such factors as existing attendance record will be considered in making the decision whether to grant holiday leave.
· Holidays taken without Cage Green Primary School’s permission, or failure to return on the agreed date, will mean that the absence is unauthorised (truancy). The deliberate taking of a holiday in term time without or against school permission (where it can be clearly demonstrated that the parent/carer understood that permission had not or would not be given) and where this has created a period of unauthorised absence in the current term of at least 10 sessions, may result in parents being liable to a penalty notice.  
· If a pupil fails to return within ten school days of the agreed return date, and if there is not a good reason for this absence, Cage Green Primary School, in discussion* with the Attendance and Behaviour Service, may remove the pupil’s name from Cage Green Primary School roll.  

Penalty Notices

Section 23 of the Anti Social Behaviour Act 2003 empowers designated LEA Officers, Headteachers and the Police to issue penalty notices in cases of unauthorised absence from school.  The Education (Penalty Notices) (England) Regulations 2004 came into force on 27 February 2004.  

From January 2005, Kent County Council will consider issuing Penalty Notices in the following circumstances:

(a) overt truancy (including pupils caught on truancy sweeps)

(b) parentally-condoned absences

(c) excessive holidays in term-time

(d) excessive delayed return from extended holidays without prior school agreement

(e) persistent late arrival at school (after the Register has closed).
· The discussion with ABS must precede any decision to remove the child from roll.

Penalty 1st Attendance
Date

Dear Parent/ Carer

RE: Changes to our current Attendance Policies

Cage Green Primary School is committed to the continuous raising of achievement of all our pupils. Regular attendance is critical if our pupils are to be successful and benefit from the opportunities presented to them. As a school we are currently discussing with Governors and Cluster staff a possible change to our attendance policy. This is to come into line with new policies issued by the Kent Local Authority in April 2005 and will mean that, in the process, all local schools in the Tonbridge Cluster will have the same rules and procedures for attendance.

The changes will be focused on:

· Unauthorised absences, including parentally condoned absences and truancy.

· Holidays in term time

· Persistent lateness after the register has closed

One of the changes we will be considering is the use of fixed Penalty Notices for unauthorised absence which will include holidays that have not been agreed by the school. 

As a school we consider attendance to be extremely important and look to your support as parents in ensuring that your child attends school regularly and on time. 

We will inform you of any changes made to our attendance procedures once a decision has been reached. 

Yours sincerely

Mrs K Clarke

Headteacher

Penalty 2nd letter Attendance
Date 

Dear Parent/ Carer

New Attendance Policy 

Earlier this term, we wrote to you to inform you that we were planning to introduce a new Attendance Policy.  Following discussion with the Governors, we can now confirm that this will be in place from April 2010 and, for your information, we are sending the document home to you.

We hope that you will find the new policy clear and helpful.  It recognises the vital importance of regular attendance in improving pupils’ achievement and emphasises the way in which the school works with the children to celebrate good attendance.  It also details your role and responsibilities as parents and the regulations around leave of absence and holidays.

The policy also introduces the possibility of penalty notices, which from April 2005, Kent, as a Local Authority, introduced for the unauthorised absence of pupils from school of at least 10 sessions (5 days) in a new term.  Because the school considers attendance and these new legal powers so important, we are bringing this to your attention, so that there is no misunderstanding.  The issuing of penalty notices will happen in very particular circumstances.  These are:

· Truancy including truancy sweeps

· Parentally-condoned absences

· Excessive holidays in term time

· Excessive delay on return from extended holidays

· Persistent lateness after the register has closed at 9.30am

Where penalty notices are imposed, the regulations state that the penalty will be £50 if paid within 28 days, rising to £100 if paid after 28 days but within 42 days. Failure to pay the penalty in full by the end of the 42 day period may result in prosecution by the Local Authority. 

You may like to know that the same policy and approach to attendance have been adopted by all local schools in the Tonbridge Cluster.

We trust that you will appreciate that this is part of the school’s attempts to work with you to ensure that children attend school regularly and on time, so that we maximise the chances of success for all our pupils.

Yours sincerely

Mrs K Clarke

Headteacher 
