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CHESNUT LODGE SCHOOL

PUPIL ATTENDANCE POLICY

INTRODUCTION

The school places the highest importance on regular attendance. Pupils need to attend regularly if they are to take full advantage of the educational opportunities available to them. Poor attendance undermines the educational process and leads to underachievement. 

The school therefore views the maximisation of attendance rates as one of their key tasks. We are aware that failing to attend regularly can be attributed to a variety of complex reasons. For this reason the school has a policy of investigating persistent absentees so that pupils and parents/carers are left in no doubt that unjustified absence will not be tolerated.

Parents/Carers are primarily responsible for the pupil’s regular attendance or otherwise. Close liaison between them and the school is therefore a priority. Parents/Carers should also take responsibility for ensuring that the pupil gets on the school transport, or arrives at school on time and is properly attired for school and in an appropriate condition to learn. 
Chesnut Lodge School is committed to developing a close relationship with parents and carers as it strongly believes that good education relies heavily on this partnership. This extends to behaviour patterns both in and out of the classroom which enhances educational progress.

REPORTING ABSENCES

1. It is the policy of the school for parents/carers to ring and inform the school of a child’s absence or fill in the appropriate form on the parent app. on the morning of the first day of that absence. Parents/Carers should send a letter into school on the pupil’s return explaining the absence.
2. If the parent/carer knows in advance that a pupil will be absent e.g. for a medical appointment, then the appointment card should be sent into school in advance.  Pupils attending a morning appointment will be expected to attend school in the afternoon, and vice versa.
3. If the absence is for a period of more than five days, parents may be asked to provide medical evidence such as a prescription or an appointment card and present it at the school office.  For longer periods of absence weekly sick notes may be requested, unless the initial sick note identifies an anticipated return date.  
Parents will be informed of their child’s attendance on an annual basis stating attendance and authorised and unauthorised absences from 1st June to the following 31st May.

Teachers are encouraged to discuss poor attendance with individual parents/carers at Parents Meetings twice annually. All students with under 90% attendance are monitored weekly as they are considered “Persistently Absent.” by the DfE.  Parents will be contacted to discuss these absences and may be asked to provide medical evidence
REGISTRATION

1. Attendance registers will be taken at the beginning of the morning and afternoon sessions. Authorised and unauthorised absences will be recorded.

2. Accurate registration is essential as registers may be used as evidence in cases where parents/carers are being prosecuted for attendance offences.

4. Registers should be kept for three years after the close of the academic year for which they have been used.

THE EDUCATION WELFARE SERVICE
1) LA.s are charged in law to enforce school attendance. Where irregular attendance of a registered pupil is concerned the LA can apply to the courts for an education supervisors order and, where necessary, can prosecute parents.
2) The school’s Educational Welfare Officer will make home visits to parents who do not inform the school as to the reason for their child’s absence.
3) Where a pupil has a number of unauthorised absences, penalty notices will be considered.
All information supporting your application must be submitted, along with your application to school.  This includes any evidence supporting ‘exceptional circumstances’ for consideration by the headteacher.  Any evidence submitted from an employer must be on letter headed paper and signed by your employer.  Any supporting information submitted may be used as evidence should the case later proceed to court.
CATEGORIES OF ABSENCE
The school needs to exercise reasonable discretion when investigating individual absences. When considering absence the school takes into account the following points:-

1. Registered pupils of school age must by law attend school.

2. That individual pupils and families may have challenges, but expects pupils to attend regularly.

3. Lateness is disruptive to the smooth running of the school and to a pupil’s education. The parents/carers of persistent offenders will therefore be asked to meet the Head Teacher to discuss the matter.

4. Where a pupil is absent without prior authorisation, an explanation is required. Where an explanation is not forthcoming and an acceptable reason supplied then the absence must be treated as unauthorised and the register annotated accordingly.

5. The school is not obliged to accept parental notes if there is a reason to doubt the validity of the explanation offered.

6. Explanations such as sleeping in and missing the school bus will not be acceptable reasons for absence.

Leave of absence during term time
1) Chesnut Lodge School will not routinely grant permission for leave of absence during term time and discourage parents/carers making an application for leave of absence except in “special or exceptional circumstances”.

2) School will only consider leave of absence for one period of up to 5 school days within an academic year and would not expect to see year on year applications for family holidays.
3) School will not grant permission for leave of absence to be taken in term time:

· During transition time when a pupil is settling into school.

· During preparation time for examinations (SATs, GCSEs)

· During school and public examination periods and in the period of time surrounding course work deadline dates for Years 10 and 11.

· When the pupil’s attendance has been below 95% for the previous 38 weeks.

· The pupil already has unauthorised absence.

Special and Exceptional Circumstances
The Head Teacher or person designated by the Head Teacher may consider that the following circumstances are “special” or “exceptional”.

· To allow a pupil to return to their country of origin for family, religious or cultural reasons

· Unavoidable circumstances e.g. the parent/carer has inflexible leave allocation and this has been confirmed by the employer.

· A family member is seriously ill.

· There has been a death or significant trauma in the family and a holiday may help the child to cope better with the situation.

However

· Availability of “cheap” holidays

· Availability of desired accommodation

· The prospect of better weather

would not be considered as “special” or “exceptional” circumstances.
Respite Care

The school recognises the importance of Respite Care, and wherever possible will support applications for this.  Parents / Carers are encouraged to enquire as to whether transport can be arranged from the Respite provider to and from school, so that the pupil is not missing lessons.  If this is not possible, work will be sent from school and the respite provided expected to ensure that the work is completed and sent back to school when the child returns.
Additional Information

Chesnut Lodge School will ensure that all parents/carers are able to access this Pupil Attendance Policy on the school website.
· Parents/carers will be required to complete a leave of absence request form available from the school office and return it to school before booking a term time holiday, at least 6 weeks prior to the proposed date of the holiday.

· Parents/carers may be required to attend an interview with the Headteacher to discuss their request for a term time leave of absence.

· Parents/carers will normally be notified of the outcome of their application for a leave of absence in term time within 10 school days of the date of the application.

Under the 1996 Education Act, parents and carers are responsible for ensuring their children attend school regularly and punctually.  Failure to do so could result in legal action being taken against them by the Local Authority.
When a leave of absence in term time is agreed by the school, the absence will be recorded as ’C’ on the school attendance register.  This will mean that the absence has been recorded as authorised absence on the school attendance register. Parents are asked to note that this still affects the school’s absence percentages.
If the leave of absence in term time is not agreed by the school, but the pupil is absent on the requested dates, the absence will be recorded as ‘G’ (family holiday not agreed) this will mean that the absence has been recorded on the school attendance register as unauthorised. This may result in the Local Authority issuing a Penalty Notice (£120 per parents, per child / £60 if paid within 21 days), where there have been 10 sessions or more of unauthorised absence recorded.  If the penalty is not paid, the Local Authority will instigate legal proceedings against the parents/carers in the Magistrates Court.  
In compliance with the Education Act 436A (Chapter 2 part 6) the school will, after making appropriate checks, report all Children Missing from Education to the Local Authority, Education Welfare Service, who has a duty to investigate the whereabouts of such children and negotiate their prompt return to suitable education.
Extended Leave
Where in “exceptional” circumstances leave of absence in term time is agreed for a period of more than 5 school days, the school will require that a return date is agreed by the parent/carer prior to the commencement of the extended leave.  If the pupil fails to return by the agree date, the pupil may be taken off the school admission and attendance registers.
Children Missing in Education

In such cases, the school works in collaboration with the Local Authority following the latest Statutory Guidance from the DfE.
Due for review: Autumn 2023
Signed:  _____________________(Headteacher)   
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Chesnut Lodge School
APPLICATION FOR EXTENDED LEAVE DURING SCHOOL TIME
PLEASE READ THROUGH THE “PUPIL ATTENDANCE POLICY” ON THE SCHOOL WEBSITE BEFORE CONSIDERING WHETHER TO MAKE AN APPLICATION FOR EXTENDED LEAVE.

All information supporting your application for a leave of absence must be submitted along with your application to school. This includes any evidence supporting ‘exceptional circumstances’ for consideration by the head teacher. Any evidence submitted from an employer must be on letter headed paper and signed by your employer. Any supporting information submitted may be used as evidence should the case later proceed to court.
A request for absence MUST be made at least a minimum of six weeks before the trip and before the extended leave is booked.

Dear Mrs Austin,

I wish to take ________________________________________ (pupil’s name) out of school from 

_________________, returning to school on _______________________________ a total of ___________ School days.

The reason for applying for this extended leave is ________________________________________________
I realise that the Headteacher and Governors will follow the guidelines outlined in the school’s policy with only one extended leave being considered and a maximum of 5 days permitted.
I understand that keeping my child off school if my request is not granted, will result in the absence being recorded as Unauthorised.  This may result in a Penalty Notice being issued to me by the Local Authority for the non attendance of my child at school. 
Signed: _____________________________________ (Parent / carer)

_____________________________________________(Printed name)

Date of request: ________________________________
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