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Introduction

Where children are of compulsory school age and registered at a school the law says they should attend regularly (Section 444 of the Education Act 1996). In addition the Local Authority has produced an Extended holidays policy which the school has adopted in its entirety (see appropriate section below).

We at Adamsdown Primary School regard regular and punctual school attendance as a matter of prime importance in ensuring all pupils achieve their full potential.  We aim to develop a partnership between home and school to fulfil this aim.  When children are in school regularly they are able to take full advantage of all the opportunities offered to them.

At Adamsdown Primary School we aim to:

· Create a happy, secure, attractive environment where everyone has a feeling of self-worth and the opportunity to fulfil his/her potential in all areas of school life.

· Provide a broad, balanced and relevant curriculum.

· Promote regular attendance and punctuality.

To achieve these aims:

· We have policies for all areas of learning.

· We have a comprehensive Attendance Policy, Behaviour Policy and an Anti-bullying Policy.  Rewards and sanctions are clearly defined.

· We have instigated procedures for monitoring attendance and punctuality.

Parental Involvement

During the initial interview when a child is admitted to Adamsdown Primary School, the member of staff will explain to parents their responsibilities with regard to regular and punctual attendance.  The organisation of the school day and the importance of punctuality are fully explained.  The importance of laying down good foundations for learning in the future by regular attendance at school during the Early Years will also be emphasised.  A commitment to regular and punctual attendance is contained in the Home-School Agreement, which is offered to all new parents to sign when their child is admitted to school.

The responsibility of parents to report children’s absence from school is also explained at the initial interview and is also stated in the school prospectus.

The categories of authorised and unauthorised absences are discussed with parents, i.e. absence can be authorised for illness, medical or dental appointments, or religious festivals, but not for days off to celebrate birthdays, trips to the hairdresser, or shopping.

Parents are asked to inform the school on the first morning of an absence. In addition to this expectation that parents should contact the school. 

Pupils

All staff take every opportunity to explain to the children how important it is to come to school every day and on time.  We are sensitive to the fact that all our younger children are brought to school and, therefore, rely on adults for regular attendance and time keeping.

Children with good attendance are rewarded at the end of each term during a whole school event.  Good and punctual attendance, or improvements in this, can be noted in Praise Assembly on a Friday. There is a weekly class prize for best attendance.

Recording Attendance

The keeping of accurate attendance registers is an important part of school routine, as the registers are legal documents and may be used in a court of law if necessary.  The school complies with the regulations set out in The Education (Pupils Registrations) 1995 and with the guidance provided by the LA on the completion of registers. In September 2011 the Welsh Government introduced new school attendance registration codes in all maintained primary and secondary schools in Wales. These are attached as an appendix for information.
Attendance registers are marked at the beginning of each session 8.55am and 1.05pm, with the official registration period ending at 9.25 am and 1.30pm. Children who arrive after this time will be marked unauthorised and monitored by the member of staff designated for Attendance (currently the school attendance officer).  

Class teachers will keep letters regarding absence in their register folder and will liaise with the Acting Headteacher where clarification for authorisation is required.

Attendance figures are recorded weekly by electronic registration.  Governors and parents are informed of these figures annually. Governors receive regular updates on attendance during the year from the Acting Headteacher.

Electronic registration is a much more efficient method of monitoring individual pupils and recording whole school figures.

Monitoring of Attendance
The school clerk enters details on the computer.  This will automatically provide details of every child’s attendance and will be used by the school, School Attendance Officer and/or Educational Welfare Officer as necessary.  The school follows Cardiff’s “Five Step Approach to Improving Attendance”. The first step concerns school based interventions; the second and third involve the Education Welfare Service (EWS) either with advice (2) or referrals (3); the fourth and fifth are stages leading to and including statutory action. The following outlines the series of actions the school takes to fulfil its role in ‘Steps 1 to 3’.
The class teacher is obviously the first person to note an absence and will pass on any information or concerns to the School Attendance Officer at any time. If the child is on the First Day Response list this will be reported to the office immediately and then the School Attendance Officer will contact the relevant person in the LA to contact the parents or do a home visit. 

Attendance is monitored on a daily basis by the school attendance officer, the School Attendance Officer, Vicky Atou (SAO) (based at Willows High School) and the Education Welfare Officer Jackie Stevens (EWS) (based at Mynchdy). The children who achieve below 92% are monitored every week. 

Parents receive a 1st letter once their child attendance goes below 92% and then a second letter if this does not improve within the next 2 weeks inviting the parents to a meeting with the School Attendance Officer. If this does not improve attendance they will then be referred to the SAO.  Following this a meeting will be held in the school with the parents, SAO and the School Attendance Officer explaining about the importance of maintaining attendance and offering any support that maybe needed.  Should attendance not improve the matter will be then be passed to the EWS and this may lead to prosecution.  

Fixed Penalty Notices are now being issued in the Cluster so a fine of £60 will be issued by the school if a child is absent for 5 days during a term without reasonable explanation. If a child is absent for 10 days during a term they will also be fined £60 if there is no reasonable excuse for the lateness.  If a child has attended a medical appointment proof of this appointment will need to be shown at the school office. 
If a child takes holiday during term time an instant fine of £60 per child in that family will be issued.  The School’s administrator maintains the record of Extended holidays, even though they are unauthorised and monitors the expected return dates of pupils.  If a child does not return to the school within 4 weeks they will be taken off the school register and referred to the SAO as a Child Missing In Education.
Factors which can affect attendance:

School Environment

We aim to make the school as attractive and stimulating as possible in order to encourage the children to attend school regularly. Attendance is celebrated through a number of whole school and class displays.

Curriculum

We want our pupils to enjoy attending school and will provide a range of different learning situations at levels appropriate to all.

Discipline/Bullying

We aim to have a positive approach to discipline in order to provide a secure and inviting atmosphere for learning.  Bullying or racial abuse will not be tolerated. 

Transition between primary and secondary schools

Research shows that many pupils on transfer to secondary school, experience a loss of motivation and a slowing down of their progress. In recognition of this important stage in the lives of our pupils, at Adamsdown Primary we work closely with the Willows cluster schools in a number of transition activities in line with the cluster’s transition plan. In addition the school identifies year 6 pupils who may be in particular need of support on transfer to secondary school.
Education Welfare Service

As mentioned above the primary schools in the Willows cluster are served by an Attendance Officer, Vicky Atou (based at Willows High School). She liaises as necessary with the Educational Welfare Officers based at Mynachdy Centre and these can be contacted immediately if thought necessary.  Members of the Education Welfare Service can check up on unauthorised absence, make home visits and in some cases liaise with other agencies.

Adamsdown Primary School recognises the importance of encouraging good attendance for each child so that they can all be enabled to take full advantage of the educational opportunities provided by the school.  It is also recognised that good attendance and punctuality has to be promoted amongst parents as much as amongst the children.  

Holidays and Extended Holidays

No holidays can be authorized by the Headteacher, and parents are informed that they will be recorded as an unauthorized absence.

If a child takes holiday during term time an instant fine of £60 per child in that family will be issued.  The School’s administrator maintains the record of Extended holidays, even though they are unauthorised and monitors the expected return dates of pupils.  If a child does not return to the school within 4 weeks they will be taken off the school register and referred to the SAO as a Child Missing In Education.
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As a group of local schools, we have decided to adopt a cluster approach to securing the best attendance possible.  As you are aware, the Welsh Government has introduced a new system of fining parents and the £60 fines will be issued per child for the following reasons:

· When a pupil is absent for any five days in a term with no good reason;

· When a pupil arrives late in school more than ten times in a term;

· For any holiday absence during term time.

When we have concerns about on-going attendance and punctuality, we will be sending you a letter to warn you that you are at risk of being fined.  No warning letters will be sent in the case of holidays where fines will be automatic.  

There may be very exceptional circumstances where the school may consider authorising absences in line with Welsh Government guidance but prior attendance will always be taken into consideration.

Please remember that children need to be in school on time every day in order to achieve the best possible outcomes for their future lives.  Thank you for your support in this matter.

Yours sincerely
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Appendix 

Key to New Attendance Codes 

(New Sept 2011 onwards)

The recommended codes are grouped under the following 5 statistical categories:

• 
present - codes /\ to L;

• 
approved educational activity (treated as present) - codes B to W;

• 
authorised absence - codes C to T;

• 
unauthorised absence - codes N to U; and

• 
not required to attend – Codes X to #.

Code Meaning Statistical category

/\ 
Present at registration present

L 
Late but arrived before the register closed present

B 
Educated off-site (not dual registration) approved educational activity

D 
Dual registered (ie present at another school or at a PRU) approved educational activity

P 
Approved sporting activity approved educational activity

V 
Educational visit or trip approved educational activity

J 
Interview approved educational activity

W 
Work experience (not work based training) approved educational activity

C 
Other authorised circumstances (not covered by another appropriate code/description) authorised absence

F 
Agreed extended family holiday authorised absence

H 
Agreed family holiday authorised absence

G 
Agreed family holiday unauthorized absence
I 
Illness authorised absence

M 
Medical or dental appointment authorised absence

S 
Study leave authorised absence

E 
Excluded but no alternative provision made authorised absence

R 
Day set aside exclusively for religious observance authorised absence

T 
Traveller absence authorised absence

N 
No reason for the absence provided yet unauthorised absence

O 
Other unauthorised (not covered by other codes or descriptions) unauthorised absence

G 
Family holiday (not agreed or sessions in excess of agreement) unauthorised absence

U 
Late and arrived after the register closed unauthorised absence

X 
Untimetabled sessions for non-compulsory school-age pupils not required to attend

Y 
Partial and forced closure not required to attend

Z 
Pupil not on roll yet not required to attend

# 
School closed to all pupils not required to attend

Acting Head Teacher
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