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By law, parents are required to ensure that their children of compulsory school age are registered at school and attend regularly & punctually. Absence should only occur when a child is unfit to learn, has a day of religious observance or (not applicable to this school) a failure of Local Authority transport.

Encouraging Good Attendance

Attendance is a learnt behaviour. Those pupils with a poor attendance history in Primary School generally repeat that behaviour in Secondary School - at best. In many cases, it unfortunately becomes worse.

The vast majority of children significantly harm their chances of achieving their potential if their attendance falls below 95%. This equates to missing 9 days per year. Research has shown that a child with regular 95% (or greater) attendance has twice the chance of gaining higher grades in later education than those students of a comparable intelligence who have a regular attendance of just 85%.
At Ashurst Wood School we actively encourage good attendance. 
Arrival and registration

All children should be in the school building ready to learn at 8.50am each morning.
The school gates are opened at 8.40 and children should walk quietly in to school as they arrive. If there is a message for the teacher, please give this to the member of staff in the playground, parents are not permitted into the school in the mornings. 

The register is taken twice a day. A day counts as 2 attendances. 

If a child arrives after the register has been taken, he/she will be marked in as Late. After 10 minutes, ie, 09.00, this will become an Unauthorised Absence. The afternoon register is taken at 13.10 and the same rules apply for all children.
It is essential that children arriving and leaving school with a parent/guardian outside the normal hours are signed in or out from the office. The signing in/out register in the office is used in the case of fire as an appendix to class registers.

Registers are checked regularly to ensure they are kept accurately by teachers and to assess the reasons and frequency of any absences and lateness.

Medical appointments, Sickness and Unavoidable Circumstances
Every effort should be made to arrange medical appointments outside school hours. If it is necessary for a child to be out of school for this reason the child should return to school directly after the appointment.

The school office should be informed during the morning of the first day of a child’s absence, be it through illness or any other valid reason. Parents can do this by contacting the school office or using the Study Bugs app – a link is available on the school web site. www.ashurstwoodprimary.co.uk
Occasionally, sudden, serious circumstances do occur when it is impossible for a family to bring a child to school. It is essential that school is informed of the circumstances, by the parent, so that the appropriate code can be written in the register.
Reporting to Parents 
It is important that parents and carers are made aware of their children’s attendance record. Therefore at Ashurst Wood School we have procedures for communicating pupils’ attendance to parents. 

· At the end of each term parents will receive a colour-coded report for their child’s attendance.

· Children falling below 95% attendance will be noted by the office and monitored carefully. In some circumstances we will invite parents to discuss the matter in school.

Applications for Authorised Absence  

The school will not authorise holidays. 
If a parent needs to remove their child from learning they must complete an absence request form (Appendix 1) (or arrange a meeting with the Headteacher) to explain the exceptional circumstances for this request.
Penalties for Unauthorised Absence (introduced by West Sussex) 

Fixed Penalty Notices (FPN) are fines issued by the Local Authority for unauthorised absence in line with current legislation. 

Fixed Penalty Notices may be issued when;

· A pupil has unauthorised absence for over 10 school sessions (one school session equates to one morning or one afternoon) in any 10 week period

· Persistent late arrival at school after the register closes (8.50 am)

· For an unauthorised holiday (for more than 5 days)

For any of the above circumstances a formal warning will be issued in writing. Following this warning parents/carers will be given the opportunity to work with the school to improve attendance. However, if the pupil’s attendance does not improve a fine will be issued. Fines will be:

· £60 per parent per child if paid within 28 days

· £120 per parent per child if paid after 28 days

(This does mean each parent in a 2 parent family)

A more detailed leaflet explaining Fixed Penalty Notices is available from the office.

Review 
This policy will be reviewed every 2 years or sooner if appropriate.
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Appendix 1 

ASHURST WOOD PRIMARY SCHOOL

Application by Parent/Carer to request 

Absence from Learning in term time

Name of Child: ……………………………………………….. Class/Year: ………………
Is this the first request for absence this academic year? YES/NO

	First Date of Absence 


	Last Date of Absence
	Number of school days 

Requested

	
	
	


I understand that if the absence request is unauthorised the Pupil Entitlement Investigation team will be notified of the holiday taken and a Penalty Notice will be issued. I understand that a Penalty is issued to each parent for each child taken out of school and that there is a fine of £60 which increases to £120 if not paid within the first 21 days. I understand that if I do not pay this may result in Legal action.

REASON:
Name of Parent/Carer making application …………………………………………………………….

Signed: ………………………………………………………………………. Dated: ………………………

School Office to complete

	Current Academic Year Attendance 
	Year: 
	%

	Previous Academic year Attendance
	Year: 
	%


                     HEAD TEACHER TO COMPLETE
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Name of Child: …………………………………………………….. Class/Year: ………………………………..

AUTHORISED Your request has been authorised for the following dates:

______/______/______ to ______/______/______

UNAUTHORISED Your request has NOT been authorised for the following dates: ______/______/______ to ______/______/_____

It is not considered that the circumstances you describe are unique and compelling exceptional 

circumstances. If you proceed to take the absence a Penalty Notice will be issued.

Signed …………………………………………………………… Headteacher Date ……………………..
Appendix 2

HEADER 

REQUEST FOR CHILD’S ABSENCE FROM LEARNING IN TERM TIME.                                               2022/23 Academic Year 

Dear Families                                                                                                                

The law does not grant parent/carers an automatic right to take their child out of school during term time. Any absence from school will disrupt your child's learning. You may consider that a holiday will be educational but your child will still miss out on the teaching that their peers will receive. Children returning from a term time holiday are also unprepared for the lessons which build on the teaching they have missed. Teachers then have to give more time to help individual children catch up on missed work. This poses a potential risk of the under achievement of not only themselves but other students in the class. This is something we all have a responsibility to avoid.

The Department for Education does allow a head teacher the discretion to consider authorising an absence in term time but only in special/exceptional circumstances. If you consider that your request falls into this category you will need to complete the form on the reverse of this notification. A response will be sent to you as soon as possible. If the holiday is not considered to be a special/exceptional circumstance, and you nevertheless take your child out of school, the absence will be recorded as unauthorised in line with County Council guidance.

In the case of an unauthorised holiday the Pupil Entitlement Investigation team will be notified of the holiday taken and a Penalty Notice will be issued. Please note that such a Penalty is issued to each parent for each child taken out of school. A Penalty Notice is a fine of £60 which increases to £120 if not paid within the first 21 days. Thereafter, if the Penalty remains unpaid this may result in legal action. 

Please be aware that the school does not receive this money. 

All requests for absence must be completed on the attached form, letters will no longer be accepted. This should be returned to the school at least 14 days before the start of the absence.

I hope you will support our efforts to raise attendance and attainment at our school.

Yours sincerely

Lisa Hobby

Headteacher

