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This policy has been created in line with Welsh Government policy (AU Wales Attendance Framewort - An
gperating toolkit for the Education Welfare Service and Strategies for schools to improve attendance and
manage lateness.), cluster policy and whole school approaches to attendance.

At Nant-Y-Parc Primary School, we believe it is vital that children and young people have access to
appropriate and effective learning opportunities and provision. Any barriers to learning need to be identified
early and removed, so that children and young people can engage in educational provision they need to
achieve their ull potential.

A child’s success at school is likely to be affected negatively by poor attendance. Those who do not attend
regularly may not be able to keep up with their work and in a busy school day it can sometimes be difficult
For schools to find the extra time needed to help a child catch up. In addition, research shows that children
who are not in school are more vulnerable and can be easily drawn into crime and anti-social behaviour and
are more likely to be unemployed after leaving school.

All children should have an expectation of receiving an education of the htghest possLbLe q}mll‘ty, part of
which relies on children and staff arriving on time and being ready and prepared for a day’s work without
interruption from late arrivals. There is also an expectation that all children and staff will attend regularly
unless there are genuine extenuating circumstances which prevent this. Therefore, this policy applies to all
staff and pupils, regardless of race, religion, culture, gender, or ability.

Aims

The aim of this policy is:

e Toimprove the attendance in the school.

e To reduce the occurrence of lateness in the school.

e To create a partnership based on the understanding of the importance of regular attendance at
school.

e To create an ethos of punctuality in the school.

e To raise the standards of pupil attainment.

Schools are requ‘w*ed under The Education (PupLL RegLstthon) (Wales) ReguLLatLons 2010, to take an
attendance register twice a day, at the start of the morning session and once during the afternoon session.
All staff are responsible for monitoring lateness and absence. Teachers are responsible for accurate and
efficient registration of pupils at the beginning of each session (Morning and Afternoon).

All staff involved with the registration process will be made aware that the law is speciﬁc regarding the
keep'mg of registers. Marklng and keepmg the register is of the utmost importance.

The Family Engagement Of ficer with the support of administrative staff is responsible for sending out any
correspondence to parents and for entering attendance data into the computerised attendance system. Staff
will raise concerns with the Headteacher or The Family Engagement Officer. The Family Engagement
Of ficer will monitor individuals and whole school attendance and liaise with the Education Welfare O ficer
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on a regular basis. The Coverning Bodg will be informed of attendance rates and a target for improvement
set. This is currently set at 92%.

Roles and. Responsibilities

Ensuring regular school attendance is a demanding area of work that depends on establishing and utilising
close working relationships between parents, pupils, schools, the EWS and other professionals working with
children and young people in social, educational and health care settings.

D Resoonsibil

Under Section 7 of the Education Act 1996, the parent is responsible for making sure that their child of
compulsory age (5-16) receives efficient full-time education that is suitable to the child’s age, ability, and
aptitude as well as to any additional learning needs the child may have. This can be by regular attendance
at school or by alternative education where agreed (the parent can choose to educate their child at home). If
a child of compulsory school age who is registered at the school fails to attend regularly then the parent is

guilty of an offence under section Wleli-(1) of the Education Act 1996.

ft is the responsibility of parents to inform the school of the reason for their child’s absence as soon as
possible on the first dag of absence. This can be bg teLephone, text, letter or bg personaL contact with the
school. The school should be notified in advance of any medical or dental appointments which necessitate the
child’s absence Jrom school. If parents do not noti_fg the school, theg will be telephoned, texted or receive a
letter requesting the information. If the information is not received the school will inform the EWO who
may make a home visit.

Absences are authorised at the discretion of the Headteacher or Family Engagement Officer. Unauthorised
absences or absences which take the child’s overall attendance below 85% are automatically referred to the

Education Welfare Officer via the Education Welfare Service Referral Form.

Educational. Welfare OFf

The Education Welfare Service (EWS) will aim to prodee proj:essLonaL qULaLLtg support to children, young
peop[e, Families, and schools so that children and young people LLv'mg in Wales, benefit from the educational
opportunities provlded to them.

The Welfare Officer visits school regularly to monitor attendance and punctuality. The service will
investigate the reasons behind school absence, offer information and guidance, undertake planned
interventions, advise Families about specialist support services and make referrals to appropriate services when
and where required. The school will contact the Welfare Of ficer where there are difficulties in determining
whether absence is justified.

School Resoonsibili

Schools are required under the Education (Pupil Registration) (Wales) Regulations 2010 to take an
attendance register twice a day, at the start of the morning session and once during the afternoon session.
The accuracy of the register is important to support any statutory interventions that may be required. It
should be noted that it is an offence not to maintain accurate registers.

Below is the school’s procedure i there is a concern about a child’s absence.
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Further to the procedures outlined above, for those pupils whose attendance is of concern, if parents do not
contact the school with a valid reason on the day of absence, the school will contact the parent via text. If no

response is received, the school will then endeavour to phone home. If there is no contact at this time, the

school will contact the EWO, and a home visit may take place to check upon the child’s welfare.
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The school has adopted the CME policy from the local authority and follows these procedures to safeguard

children missing in education. Please see separate policy for further information.

Family Holidays and Extended Trips during Term Time

Under regulation |12 of the Education Regulations 1981, there is discretionary power for leave to be granted
Jor the purpose of an annual holiday during term time. Parents are required to make their request in
writing. Only in very exceptional cases may the amount of leave granted exceed more than ten school days in
any year. If a child fails to return within ten school days of the agreed start date, and this is not due to
illness or any other unavoidable cause, then his/ her name may be removed from the register. Where
absence has already caused concern (under 945%), the Headteacher will not grant holiday leave. Parents
should be aware of the impact that absence has on their child's education, particularly in terms of
continuity of learning. The time allowed for families for holidays and extended trips during term time has
been agreed as a duster. All duster primary schools will allow up to ten school days authorised holiday.
Before and after a family holiday/extended trip families will be reminded of the importance of attendance
via letter.

Fixed P Notice (FPN)
In line with the Welsh Government commitment to /mpravlng schools (Welsh Government, 2012) we aim to
strengthen our approaches to inclusion and safequarding. We agreed to consult on legislation for the
introduction of fixed penalty notices Jor non-school attendance. Having considered the responses to this
consultation the Welsh Government has made the Education (Penalty Notice) (Wales) Regulations 2013. The
regulations come into force in September 20I13.

Local authorities (LAs), school governing bodies, school staff, and the pollce, are requtLred. bg law to have
regard to the relevant parts of this guidance when carrying out their functions in relation to penalty notices,
induding making decisions on issuing a penalty notice under section Hl-A of the Education Act 1996.

Penalty notices are one option among several different interventions available to promote better school
attendance. Attendance at school is essential to improve children’s educational prospects and to avoid putting
them at risk of criminal or antisocial behaviour.

Headteachers are empowemd to issue pmaltg notices and to authorise their Deputg and Assistant Head to do
the same. Theg may on[g issue pmaltg notices to pamnts/ carers in respect of the ereguLar attendance of a

child regLstered at their school.

lssue of a Fixed Penalty Notice

e A Fixed Penaltg Notice can onlg be issued in cases of unauthorised absence.
e Fixed Penalty Notices will be restricted to one notice per parent of a pupil in an academic year.

® | cases where there is more than one poor[g attendmg pupLL in a Jcamtlg, Notices may be issued for
more than one child.

e There will be no restriction on the number of times a parent may receive a formal warning of a

possible Fixed Penalty Notice.

Fixed Penalty Notices may be considered appropriate when.:
o At least |0 sessions (5 school days) are lost due to unauthorised absence within a rolling 12-week
period. These do not need to be consecutive.
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Unauthorised absences of at least 10 sessions (5 school days) due to holidays taken in term time or
delayed return from extended holidays.

Persistent late arrival at school, i.e. after the register has dosed, in the current term. "Persistent”
means at least |0 sessions of late arrival.

Truancy, where the child has come to the attention of the Police or public during school hours for
being absent from school, without an acceptable reason.

With regard to a request from a school for a Fixed Penalty Notice linked to a holiday related unauthorised

absence, the LA will only issue a Notice where the school has provided the necessary paperwork and evidence.

This paperwork should comprise:

A copy of newsletter or letter sent to all parents during the current academic year which dearly
states that parents may receive a Fixed Penalty Notice for an un-authorised holiday in term time.
(The LA will not need a hard copy of this newsletter/letter each time a. school applies for an
unauthorised holiday Fixed Penalty Notice, just on the first occasion each academic year).

A copy of the holldag request Form submitted bg a parent, and a copy of the response sent to the
parent by school. In the event of the holiday request being denied, the school’s response should state
the reason why the holiday is unauthorised and should again advise the parent that they may
receive a Fixed Penalty Notice if they take their child out of school.

A copy of the letter sent bg school to the parent adesLng that the school has referred the matter to
the LA and that a Fixed Penalty Notice may be issued.

Slgned registration certificate from the Headteacher or their nominated Deputg conﬁrm’mg that
non-attendance during the period was unauthorised.

Considerations and. Assessment as to whether a Fixed Penalty Notice should be issued.

Headteachers, their nominated Deputg and the Education Welfare Service (EWS) will take into account the
follow'mg when determ‘mtng whether a Fixed Pmaltg Notice should be issued:

Level of absence to date.

Any Equalities considerations relating to the child or family (as listed in the Council’s Strategic
EqualLtg Plan) .

Any additional learning needs (ALN). LAs should consider whether attendance problems may be
related to a pupil’s ALN. Schools should be able to demonstrate that they have made appropriate
provision for the pupil’s needs, which may indude consideration to support through universal,
targeted or specific intervention, or in collaboration with the LA, via a statutory assessment.

History of the attendance issues and action taken.

Welsh Government (WG) Guidance.

Likely effectiveness of Fixed Penalty Notice as a tool for obtaining compliance.
Level of parent engagement/cooperation.

Ang substantial adverse effect a fine will have on the welfare of the famtlg.

b for lsuing Fixed. Penalty Not
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The designated of ficer(s) within the EWS will be the only individuals permitted to issue Fixed Penalty Notices,
which will ensure consistent and equitable delivery and allow schools to maintain good relationships with parents
and ensure that they reinforce any other enforcement sanctions.

Fixed Penalty Notices will never be issued as an instant action, e.g. during a ‘tmancg sweep'. This will enable
of ficers to ensure that all evidential requirements are in place and limit the health and safety risks to
individuals.

esponding to reque or the issuing oT a Fixed Penaliy 0.
Following the advisory warning notice issued by the school or Police, parents have a. period of 15 school days
within which to respond. During this time, the pupil must have no unauthorised absence. This information
can be incuded in the formal written warning letter, where one has been issued.

The EWS will respond to all requests from schools or Police within 10 school days of receipt of a request.
When satisfied that all the relevant criteria have been met the LA will then issue a fixed penalty notice.

Fixed Penalty Notices for an unauthorised holiday

Where the requested Fixed Penalty Notice is in response to a holiday related unauthorised absence or is in
relation to an offence under section 108 of the Education and |nspecttons Act 20006, the formal warning
letter and 15-day improvement period will not apply.

Attendance

The Family Engagement Officer will have responsibility for monitoring attendance and punctuality. On a
weekly basis the Family Engagement Of ficer will run a check of attendance for all pupils under 45%. The
Family Engagement Of ficer will track all pupil’s attendance using Callio tracking system on SIMS. If there is
a concern about atfendance over a period of time, the Family Engagement officer will respond by
highlighting the concern with parents. They and will then continue to monitor pupils showing concern on a
continual basis. After sharing concerns and if no improvement is noted the Family Engagement of ficer will

make a referral to the Educational Welfare Of ficer via the EWS.

It is essential that children arrive in school on time. Children should arrive before the bell is rung but no
earlier than ten minutes before, as supervision cannot be 9uamnteed before that.

The school bell rings at 8:55 a.m. to ensure that the children are ready to begin lessons at 4:00 a.m.
Parents should avoid disturbing lessons at the start of the day. Children who arrive late are often unable to
give their best to the morning activities and will miss vital information at the beginning of the session. It is
also disruptive to lessons when children arrive after the teacher has begun.

If a child does arrive after the bell has been rung, it is important that theg enter school via the main
entrance in order to be regLstered. The time of their arrival will be noted. This allows them to be booked in
Jor lunch and their attendance is known in case of emergency.

Punctuality will be monitored on a half termly basis and responded to if appropriate. The Family
Engagement Officer will check all children who have arrived late more than five times during the half
term. Letters will be sent to parents reminding them of their responsibilities if punctuality is deemed
unacceptable. [t is however the responsibility of any staff member responsible for registration to inform the
Family Engagement Of ficer of any concerns in regard to regular lateness of an individual pupil before half
termly checks are conducted.
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Continuing concerns will be referred to the Education Welfare Officer. A record of the child’s lateness will
be kept. It is necessary to implement these procedures for the smooth running of the school and to maximise
every child’s entitlement to education. We aim to work with parents and are happy to discuss this policy at
any time.

Signing In / Out Book
When a. pupil is taken from school during the day then the parent / carer is required to sign the pupil out
on leaving and in on return. The book is located at reception.

Improving Attendance

It is the responsibility of the Headteacher, the Family Engagement Officer, all other staff, and the
Educational Welfare Of ficer to improve the attendance of pupils within the school.

The school and the Educational Welfare officer will employ a range of strategies to improve the overall
attendance of the school and individual pupils.

Register Codes

All staff responsible for registration of puplls will receive training in the use of SIMS and will be made
aware of the codes to be used when registering puplls to ensure a consistent approach across the whole school.

Fresent Zumay
Fresent {EBM)

Educated OfFf Site { Mot Dual Regl

Orcher aurhorised circumstcances

Dual Registcration {attcending other escal)
Excluded (Mo ALrternative FProvision Made)
Extended Ffamily holiday {(agreed)

Family Holidawy i(notc agreed or days in excess)
Family holiday {agreaed)

Tllmess

Inmterwiew

Late (before re o closed)

Medical  Dental Appointments
Mo zeason et provided for absence

Tneauthorised absence (Mot Covered by Otoher Code)
Approved Sporting Acotivitw

Religious Obhservance

Study Leawe

Traveller Absence

Late after registers closed

Educational wisit

Work experience

[ B T T T O B U VI B

IMon—oco mpulscory school age akbs
A1 s=howuld atternd ra Mo mark Ireco ded
Attendance Tracking

As stated previously in this policy the Family Engagement officer will track pupil’s attendance using the
Callio approach.

Roisi Profile of Attend

Research has shown that rewards are far more effective than punishment in motivating pupils to attend
school regularly. As well as encouraging and rewarding attendance, these schemes can also increase the
profLLe of attendance, both within the school and in the wider community.

The school will cont'mu.a[[g raise the proﬁle of attendance with pu.plLs, parents and the wider community
throu,gh newsletters, the school website, and social media. Pupl[s will be made aware of prizes and other
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awards for good attendance. During celebration assembly, the class with the best attendance during the week
will receive the attendance cup and each pupil will receive a small prize. Pupils with 100% attendance will
receive prizes at the end of term. Prizes for I00% attendance in a term and 100% attendance throughout
the year will be given. Pupils with most improved attendance will also be celebrated through the Callio
approach. Links with local businesses will be formed who will sponsor prizes and raise the profile of the
school's attendance achievement on social media and publications. The Family Engagement Of ficer will meet
with the Parent Panel on a termly basis to discuss attendance and decide upon attendance prizes.

Attendance Standards — Callio Approach
The family Engagement Of ficer will follow the Callio approach to attendance, which is outlined below.

L]
1°* Half Autumn Term
Initial Callio letter and Information leaflet

J

2" Half Autumn Term/1*" Half Spring

Colour banding letters

= 15 days

C < N

reen ‘ Review Amber and Red attendance ‘
Red

d

Targeted intervention
Attendance Panel meeting
Complete Action Plan 2

Pupil questionnaire (KS3/4)
Monitor 15 days

No Improvement

Attendance Improves, No Attendance improves, EWS referral
monitor 4 weekly improvement Monitor 4 weekly Parent meeting with
\ EWO
End of year
Analysis / Evaluation
Rewards

This approach is followed on a termly basis.
Involving Parents

As a school we will communicate Jcmquentlg with parents about positive achievements and improvements and
in will emphasLse the msponslbtlltg and role of parents in partmrsth with the school. We will ensure,
through an opm—door pollcg, parents are welcomed into the school and can gain easy access 1o staff.

We will also work with parents on a range of projects that give them a positive outlook on the school and
what we are trying to achieve.

EWS Referral Procedures

To request a welfare, visit if you cannot contact a Family at all, school will send the pupil name and

address to the following email educationwel fare@caerphilly.gov.uk

If a referral is needed for persistent absenteeism then the school will complete the usual EWS referral form

and send to the email address above.
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Attendance policy and procedures will be updated in accordance with Welsh Government and Local Au.thorltg

guidance.

In drawing up this Attendance policy the Following were consulted — All teaching and support staff.
It was approved by the Governing Body on ... o
Signed.:

Chair of

GIOVRITLOIS. . . o oo e o e e e e e e e e

Headtedcher. .

Date to be reviewed: ...
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