Burton Agnes C of E Primary School

Attendance Policy
September 2020
(including Covid 19 attendance guidance)

Covid-19 and Attendance
Attendance expectations
In March when the coronavirus (COVID-19) outbreak was increasing, we made clear no
parent would be penalised or sanctioned for their child’s non-attendance at school. Now
the circumstances have changed and it is vital for all children to return to school to
minimise as far as possible the longer-term impact of the pandemic on children’s
education, wellbeing and wider development. Missing out on more time in the
classroom risks pupils falling further behind. Those with higher overall absence tend to
achieve less well in both primary and secondary school. School attendance will therefore
be mandatory again from the beginning of the autumn term.
This means from that point, the usual rules on school attendance will apply, including:
 parents’ duty to secure that their child attends regularly at school where the child is a
registered pupil at school and they are of compulsory school age;
 schools’ responsibilities to record attendance and follow up absence
 the school’s ability to issue sanctions, including fixed penalty notices in line with local
authorities’ codes of conduct
Pupils who are shielding or self-isolating
We now know much more about coronavirus (COVID-19) and so in future there will be
far fewer children and young people advised to shield whenever community transmission
rates are high. Therefore, the majority of pupils will be able to return to school. You
should note however that:
 a small number of pupils will still be unable to attend in line with public health advice
because they are self isolating and have had symptoms or a positive test result
themselves; or because they are a close contact of someone who has coronavirus
(COVID-19)
 shielding advice for all adults and children paused on 1 August, subject to a continued
decline in the rates of community transmission of coronavirus (COVID-19). This means
that even the small number of pupils who will remain on the shielded patient list can also
return to school, as can those who have family members who are shielding.
 if rates of the disease rise in local areas, children (or family members) from that area,
and that area only, will be advised to shield during the period where rates remain high
and therefore they may be temporarily absent.
 some pupils no longer required to shield but who generally remain under the care of a
specialist health professional may need to discuss their care with their health
professional before returning to school (usually at their next planned clinical
appointment).
Where a pupil is unable to attend school because they are complying with clinical and/or
public health advice, they should access remote education provided by the school. School

will monitor engagement with this activity. Where children are not able to attend school
as parents are following clinical and/or public health advice, absence will not be
penalised.
3 Attendance and Covid-19 Symptoms
In order to continue to work together to minimise the spread of Corona Virus (COVID-19)
school will implement measures to minimise contact with individuals who are unwell by
ensuring that those who have coronavirus (COVID-19) symptoms, or who have someone
in their household who does, do not attend school. Staff will work with families to ensure
that pupils, staff and other adults do not come into the school if they have coronavirus
(COVID-19) symptoms, or have tested positive in the last 7 days, and ensuring anyone
developing those symptoms during the school day is sent home.
If anyone in the school becomes unwell with a new, continuous cough or a high
temperature, or has a loss of, or change in, their normal sense of taste or smell
(anosmia), they will be sent home and advised to follow ‘stay at home: guidance for
households with possible or confirmed coronavirus (COVID-19) infection’, which sets out
that they must self-isolate for at least 7 days and should arrange to have a test to see if
they have coronavirus (COVID19). Other members of their household (including any
siblings) should self-isolate for 14 days from when the symptomatic person first had
symptoms.

Please note:, In accordance with the ‘Absence from School for Exceptional
Circumstances Policy’, no holidays during term time will be approved for any pupils.
Overview
If learners are to get the greatest benefit from their education in school, it is important
that they have good attendance and arrive punctually. As learners grow and prepare for
their next stages of education and employment they need to see good attendance and
punctuality as important qualities that are valued by others and employers. We will do
all that we can to encourage good attendance and punctuality. Where learners are not
conforming to our high expectations for attendance and punctuality we will put into
place effective strategies to bring about improvement.

1. Aims








To ensure that all learners attend school well.
To ensure that all learners are punctual.
To achieve the support of parents in ensuring that their children attend school
well and that they arrive on time.
To keep good records of attendance through the school registers and to take
prompt action to follow up absences.
To investigate and act immediately where truancy is suspected or confirmed.
To work effectively with the LA and other agencies to follow up attendance
issues promptly and efficiently.
To monitor closely pupils with attendance and punctuality issues and to work
with parents and where appropriate other agencies to bring about improvement



2. Legislation and guidance
This policy meets the requirements of the school attendance guidance from the Department
for Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental
responsibility measures. These documents are drawn from the following legislation setting
out the legal powers and duties that govern school attendance:










The Education Act 1996
The Education Act 2002
The Education and Inspections Act 2006
The Education (Pupil Registration) (England) Regulations 2006
The Education (Pupil Registration) (England) (Amendment) Regulations 2010
The Education (Pupil Registration) (England) (Amendment) Regulations 2011
The Education (Pupil Registration) (England) (Amendment) Regulations 2013
The Education (Pupil Registration) (England) (Amendment) Regulations 2016
The Education (Penalty Notices) (England) (Amendment) Regulations 2013

This policy also refers to the DfE’s guidance on the school census, which explains the
persistent absence threshold.

3. School procedures
Attendance register

By law, we are required to keep an attendance register, and all pupils must be placed on
this register.
The attendance register will be taken at the start each school day and after lunch. It will
mark whether every pupil is:
 Present
 Attending an approved off-site educational activity
 Absent
 Unable to attend due to exceptional circumstances
Any amendment to the attendance register will include:
 The original entry
 The amended entry
 The reason for the amendment
 The date on which the amendment was made
 The name and position of the person who made the amendment
Pupils must arrive in school by 8.55 on each school day.
The register for the first session will be taken at 9am and will be kept open until 9.30am.
The register for the second session will be taken at 1.15 and will be kept open until 1.30
3.2 Unplanned absence

Parents must notify the school on the first day of an unplanned absence – for example,
if their child is unable to attend due to ill health – by 9.15 am or as soon as practically
possible. This can be done by calling the school office on 01262 490320
Absence due to illness will be authorised unless the school has a genuine concern about
the authenticity of the illness.
If the authenticity of the illness is in doubt, the school may ask parents to provide
medical evidence, such as a doctor’s note, prescription, appointment card or other
appropriate form of evidence. We will not ask for medical evidence unnecessarily.
If the school is not satisfied about the authenticity of the illness, the absence will be
recorded as unauthorised and parents will be notified of this in advance.
3.3 Medical or dental appointments

Missing registration for a medical or dental appointment is counted as an authorised
absence; advance notice is required for authorising these absences.
However, we encourage parents to make medical and dental appointments out of
school hours where possible. Where this is not possible, the pupil should be out of

school for the minimum amount of time necessary. We will require a copy of you
appointment card as evidence.

3.4 Lateness and punctuality

A pupil who arrives late but before the register has closed will be marked as late, using
the appropriate code.
A pupil who arrives after the register has closed will be marked as absent, using the
appropriate code.
If we see that there is a pattern of ongoing lateness we will talk to parents about what
we can do to support your child to be in school on time.
3.5 Following up absence

The school will follow up any absences to ascertain the reason, ensure proper
safeguarding action is taken where necessary, identify whether the absence is approved
or not and identify the correct attendance code to use.
3.6 Reporting to parents

Information about your child’s attendance will be reported annually as part of the
Annual Report to Parents in July. Should we have any concerns about a child’s absence
prior to this will put this in writing in relation to the East Riding Behaviour and
attendance partnership guidelines.

4. Authorised and unauthorised absence
4.1 Granting approval for term-time absence

Headteachers may not grant any leave of absence to pupils during term time unless they
consider there to be 'exceptional circumstances'.
We define ‘exceptional circumstances’ as
In order for consideration to be given, requests for absence must be for exceptional circumstances only.
The primary behaviour and attendance partnership, the secondary twilight partnership and the council
agree to follow the law, in such that the provision for Headteachers to authorise absence purely for the
purpose of a family holiday is not an exceptional circumstance.
Exceptional circumstances could include:

1. Service personnel returning from a tour of duty abroad where it is evidenced the
individual will not be in receipt of any leave in the near future that coincides with
school holidays.
2. Where an absence from school is recommended by a health professional as part
of a parent or child’s rehabilitation from a medical or emotional issue.
3. The death or terminal illness of a person close to the family.
4. To attend a wedding or funeral of a person close to the family.

5. Where there are exceptional and unforeseen circumstances that fall outside of 1
to 4 above, the Headteacher agrees to consult with the principal education
welfare officer prior to any authorisation being given to the parent. The
principal education welfare officer will discuss each case with an independent
Headteacher and will make a recommendation to the referring school.
Please note: Evidence would be required in each case.
If a request meets the above exceptional circumstances but falls within the following times, the
Headteacher must be convinced that absence from school is the only option:

1.
2.
3.
4.

The first half term of any academic year (applies to all pupils)
Year six transition day (for pupils in year six)
Year six SATs week (for pupils in year six)
At any time specified by the school (this will be communicated to parents by
each school).

,
The school considers each application for term-time absence individually, taking into
account the specific facts, circumstances and relevant context behind the request. A
leave of absence is granted entirely at the headteacher’s discretion.
Valid reasons for authorised absence include:
 Illness and medical/dental appointments – as explained in sections 3.2 and 3.3
 Religious observance – where the day is exclusively set apart for religious
observance by the religious body to which the pupil’s parents belong. If
necessary, the school will seek advice from the parents’ religious body to confirm
whether the day is set apart
 Traveller pupils travelling for occupational purposes – this covers Roma, English

and Welsh Gypsies, Irish and Scottish Travellers, Showmen (fairground people)
and Circus people, Bargees (occupational boat dwellers) and New Travellers.
Absence may be authorised only when a Traveller family is known to be travelling
for occupational purposes and has agreed this with the school but it is not known
whether the pupil is attending educational provision
4.2 Legal sanctions

Schools can fine parents for the unauthorised absence of their child from school, where
the child is of compulsory school age.
If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 28
days. The payment must be made directly to the local authority.
The school follows the local authority’s code of conduct for issuing penalty notices.
If the payment has not been made after 28 days, the local authority can decide whether
to prosecute the parent or withdraw the notice.

6. Attendance monitoring
School monitors pupil absence.
Parents are expected to call the school in the morning if their child is going to be absent
due to ill health (see section 3.2).
If a parent does not call we will call you. If after contacting parents a pupil’s absence
continue to rise, we will consider involving an education welfare officer.
The persistent absence threshold is 10%. If a pupil's individual overall absence rate is
greater than or equal to 10%, the pupil will be classified as a persistent absentee.
Pupil-level absence data is collected each term and published at national and local authority level through
the DfE's school absence national statistics releases. The underlying school-level absence data is published
alongside the national statistics. We compare our attendance data to the national average, and share this
with governors.

7. Roles and responsibilities
7.1 The governing body

The governing board is responsible for monitoring attendance figures for the whole
school on at least a termly basis. It also holds the headteacher to account for the
implementation of this policy.
7.2 The headteacher

The headteacher is responsible for ensuring this policy is implemented consistently
across the school, and for monitoring school-level absence data and reporting it to
governors.
The headteacher also supports other staff in monitoring the attendance of individual
pupils and issues fixed-penalty notices, where necessary.

7.4 Class Teachers

Class teachers are responsible for recording attendance on a daily basis, using the
correct codes, and submitting this information to the school office.
7.5 Office staff

Office staff are expected to take calls from parents about absence and record it on the
school system.

9. Links with other policies
This policy is linked to our child protection and safeguarding policy

