Ysgol Gymraeg  Bryn-y-Môr 2017

Attendance and Punctuality Policy 

[image: image2.jpg]YSGOL GYMRAEG

< ovumcon > >

BRYN Y MOR




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

Rationale
At Ysgol Gymraeg Bryn-y-Môr  we believe that good attendance and punctuality are essential if a child is to reach their educational potential and enjoy a feeling of belonging to their class and school community. In promoting the belief that attendance and punctuality are important values we are preparing children for life and for a successful future. 
Any prolonged absence from school is known to affect pupil’s academic achievement, which will in turn have a negative effect on life-chances. It is widely recognised that pupils who fail to achieve their potential and who fall behind in school have poor attendance rates. Once pupils have fallen behind, catching up can be very difficult and sometimes impossible, particularly in the early years  when the children are learning to read, write, understand the basic rules of mathematics and developing their personal and social skills.

Similarly repeated and consistent lateness is an unsettling start to the school day for both the child and school. It can affect pupil performance as pupils miss out on important learning opportunities. It is also disruptive for other pupils and the class teacher. 

Attendance is very important to us. The Welsh Government target for attendance is currently 95% and schools are measured by their attendance and placed into groups depending on their percentages. ESTYN Her Majesty's Inspectorate for Education and Training in Wales places enormous emphasis on attendance and this is a factor considered when categorizing schools.
Facts and Figures relating to attendance.

It is important to be aware that days missed soon add up!

Attending school every day = 100% attendance.

Absent for half a day a week = 90% attendance - 4 weeks per year.

Absent for one day per week = 80% attendance - over half a term during the course of the year or 2 full years over the course of their school career.
Absent one and a half days each week = 70% attendance - about a quarter of the school year

Remember! Every day a child is absent they will miss out on 5 hours of valuable teaching time.

As a school we follow regional guidelines (ERW) in relation to attendance 

See below.

Procedures for Non-Attendance

ERW guidelines

	
	
	
	School makes 1st day and 3rd day telephone calls consistently
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	School sends out 1st letter if attendance is below 90% (unless genuine reason established)
	
	
	

	Concerns regarding pupil’s attendance
	
	
	
	Reason acceptable no further action

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	School sends out 2nd letter if there is insufficient improvement in attendance
	
	Improvement: no further action but monitor during preventative work

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	No improvement: school invites parents/carers to meeting – LA Officer can be in attendance.  Consider home/ school contract
	
	
	

	
	
	
	
	
	
	

	Medical reasons given
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Referral to School Nurse for investigation
	
	Parents do not attend and/or improvement in attendance is not sufficient
	
	School inform parents of referral to LA. School staff can organise home visit; school nurse and/or LA Officer can accompany

	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	Contact with county doctor
	
	
	
	
	
	

	
	
	Referral for investigation to LA
	
	
	

	
	
	
	
	
	Home visit, perhaps with school nurse or member of school staff

	
	
	
	
	
	
	

	Genuine reason for absence – school accepts authorised absences with relevant certification.  1-1 tuition possible, if appropriate, with IEP. Regularly review plan with school & parents
	
	
	
	
	
	

	
	
	Referral accepted open case
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	LA employs strategies to improve attendance:

· Pupil seen in school

· Home visits

· Alternative curriculum if KS4

· Signposting to other agencies
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	No medical problem found
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	No improvement
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Pupil back in school, but keep as open case until attendance at acceptable level, then monitor in preventative

	
	
	
	Legal action considered to include Education Supervision Order and the issuing of fixed penalty notices *
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*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 your Local Authority, and therefore may request the local authority to issue a penalty notice in certain cases.
Roles and Responsibilities

Pupils

· Attend school regularly and punctually.

· Arrive at school by 8:50 a.m. in time for registration.

Parents 
· To ensure their child attends school regularly, punctually, properly equipped and ready to learn. Attendance at school is a legal requirement. By law, all children of compulsory school age (5 to 16) must receive a suitable full-time education. For most parents, this means registering their child at a school - though some choose to make other arrangements to provide a suitable, full-time education.

Once a pupil is registered at a school, parents are legally responsible for making sure they attend regularly. If a parent fails to do so without adequate explanation, they risk being prosecuted.
Parents Should
· Notify the school of absence by 9.30am stating a reason for absence*
· Complete the Late for School Register if they are late bringing their child to school, stating a reason for being late.
· For safeguarding as well as practical reasons parents should provide the school with up to date contact details and telephone numbers for every adult with parental responsibility.
· Submit evidence in support of absences e.g hospital appointment card/letter
· Ensure wherever possible that routine medical and dental appointments are made out of school hours. 
If a child is absent from school the parent should call the school before 9.00 am and notify the School Office of the absence and the reason for the absence. The only acceptable reasons for absence are medical, sickness, approved educational trips and other reasons deemed appropriate by the school. These are known as ‘authorised absence’.  The school is the only body that can authorise absence, not the parent. 
There are times when children are absent for reasons, which are not permitted by law. These are known as ‘unauthorised absences’ - where there is no explanation for the absence or where the explanation or reason for the absence is considered unsatisfactory.  Examples of unauthorised absence are:

· Going shopping or for a hair cut

· Going for a family day out

· Because it is your child’s birthday

· Sleeping in after a late night 

· Unapproved Holidays**
Parental request for term-time absence for holidays.

**The School’s Local Authority is fully supportive of the national drive to raise school attendance, recognising the crucial link between attendance and attainment. It is already clear from attendance data to date that the strategy of actively discouraging the taking of holidays in term time has resulted in a significant improvement in attendance across schools in the City and County of Swansea.

The Local Authority therefore intends to pursue this strategy as part of its drive to raise school attendance. Whilst individual requests will be considered, no absences due to holidays during term times will be authorised by the Headteacher, other than in exceptional circumstances and/or at the head teachers discretion. This means absences due to pupils being taken on holidays during term time will be recorded as unauthorised. All applications for absence should be presented to the Headteacher. Forms are available form the school office.
Senior Management 
To Safeguard pupils and ensure they receive their right to education.

· To have a named member of SMT responsible for attendance (Headteacher). 
· To inform parents of school policy and procedures e.g School Prospectus, Annual Governors Report to parents, letters and school newsletter.
· To monitor attendance as a priority and to develop policies and procedures to ensure attendance targets are met.
· Notify parents of pupils attendance on a regular basis.
· To intervene early when individual pupil absence gives cause for concern. If absence is a cause for concern the Headteacher will inform the Education Welfare Officer and invite parents to a meeting to discuss ways in which the school can support the family.
· If the problem persists the EWO will investigate and involve outside agencies if necessary.
· Report on attendance termly to the Governing Body.

· Recognise good attendance. Children whose attendance is above 95% at the end of each term and school year will receive a certificate recognising and celebrating good attendance.
Teachers
· To keep an accurate attendance register.

· To praise pupils for punctuality and good attendance. 
· To monitor pupil absence and inform the Headteacher when absence is impacting on achievement.
· Inform parents of concerns during parent evenings.
· No additional work will be set during periods of unauthorised attendance e.g holidays
  Office Staff 
· To monitor late entrants into school and adjust SIMS entries accordingly.
· To monitor pupil absence and inform the Headteacher if attendance falls below 90% or if there are pupils who are frequently late and is a cause for concern.
· To forward phone messages to class teachers regarding absences. 
· To monitor register codings and alert staff of inconsistencies. 
· To produce half termly attendance figures. 
· To produce attendance figures for end of year reports.
Punctuality

Arriving Late

We expect children to arrive at school between 8.30am and 8.50am. 

Registers open at 8.50am. The parents of any child arriving after 8.50am in the morning will need to be signed in at the main school office by a parent/guardian and a reason for the lateness must be given. Children who arrive after 8.50am and before 9.20am will be given a late mark. 

If a child arrives after the register has closed at 9.20am an unauthorised late is recorded. 
If a child is regularly late: 

1. The Headteacher will contact the parents by letter or by asking the parents to attend a meeting at school if a child is late on three or more occasions in a short space of time or is regularly late. 
2. If lateness persists the Headteacher will inform the Education Welfare Officer and invite parents to a meeting to discuss ways in which the school can support the family in getting the child to school on time.
3. If lateness persists the EWO will investigate and involve outside agencies if necessary.
Leaving Early
If a child is taken out of school before the end of the school session or day the parent will be required to sign a register giving a reason why they are taking their child out early. If this becomes a regular occurrence the Head teacher will investigate and involve the EWO if necessary in accordance with ERW procedures.
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