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Heaﬂ\a\lﬂd/ Pr\immy School Attendance Polbog;

Heatherley Primary School is committed to- prosiding a full and, efficient, education to- all, our
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place to- learn.
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Owaﬂ:&wdmwtox\getobHeoﬂwWPmWs&ooLl&q7% which s v line withs the
national, average.
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attendance, please contact Mrs Smiths viaw the, school office.
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Legal: Requirements and, Responsibilities of Heatherley Primary School

e The school has a duty to complete attendance registers twice o day to- show which,
unauthorised, absence. This information is reported to- the Local; Authority. School has
@ legal, obligatior to- refer arwy absence o} |0 days or more where they hare beery
unable to- contach the parent; have not received as leare of absence Jorm or hare
general, concemns about the absence.

o It is the school's responsibility to effectinely monitor attendance and to- inform parents

Absence due to- illness

Lateness and, punctuality

Unauthonrised; absence

Frequent; absence

Patterns of absence

Collecting childrer eanly

When a child's attendance Jalls below 90% (the government's definitior for

o The Govemnors are required to- ensure that the schools is properly maintaining the
attendance registers and making the necessary reburn to-the Locals Authority.
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Legal: Requirements and, Responsibilities of Parents and, Carers

o The law states that once o parent admites their child, to- o school, they have o legal
duty to- ensure that their child: attends school enery day, that the, school ts open,
irv excceptional circumstances to be absent.

e Parents and carers are responsible for their child, ariving to- school or time, v
uniform and, irv a condition to- learru

e Parents and carers are responsible Jor informing school orv day, | of an absence,
likely be recorded: as' unauthorised. I} we do not knowr where your child is, we may,
hare to- wisit your home to- perform as safe and, well check. I we suspech yow are onv
holiday and, you are unable to- prose otherwise; we may issue o Fixed, Termv Penalty,
Notice.

REGISTRATION PROCEDURES

MORNING REGISTRATION

Pupils are expected to- be inv the classroom at: 8.50 aurru ready, to- start the day

A Julls attendance mark will, bes gisery up to- 4.00 @i

Registers close ab 9.00 am.

Alter .00 aumu o late mark wills be issued.

After A.15 am the late mark wills be: recorded, as anv unauthonised: absence.

Children, arrising after 9.00 amy should, enter school throughy the mairv entrance and, sigrv iy
our arrimal screens so- their mark carv be recorded.

AFTERNOON REGISTRATION
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ABSENCE
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the absence must be treated as unauthorised.

An Authorised, Absence s

The pupil had, leare o} absence granted by the Headteacher
ls proided,
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Arv Unauthorised Absence is:

o Tune off for holidays

o Time of} Jor birthday celebrations

o Lack of transport / difficulty in getting to school.

° Lmngw@wmaﬁamomw&ﬂwnoval@msom

o Absence due to parents having minor ilnesses so- are unable to- bring childrer to- school
o  Childrery arnoiding aspects of the curniculum eg swimming, PE, wisits etc
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Holidays during term time

Governors of Heatherley Primary School hame agreed, to- authonize 5 days holiday, leare; to
those who- request i (and, complete o holiday request Jorm), during the last Jull week of the
Summer Term (July). We hope by, doing this it wills support, Heatherley Jamilies affected, by
the cost o linving crisis, allowing exeryone to take a holiday without the, child, missing too-
muchs valuable education.

CONCERNS

Al concerns aboubs suspected, unauthorised, absence or a, pattern of absence or persistent
lateness should be raised with the: School, Business Manager, Mrs Smith, & the Headteacher,
Mrs James.

school Jor o meeting: I} concemns persist the monitoning process will begini  This may,
include issuing o finced, penalby notice.

CHILDREN MISSING FROM EDUCATION
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MONITORING & FINING PROCEDURES

First Dayy Absence

Parents of children, who- are; absent are encouraged, to- telephone the office before 4.00 am
and leave o message on our dedicated absence line as early as possible or email the office
ab officesheatherleynotts.schuk: Please gine a short description. “Poonly” ts not sufficient. I}
no- reasorv s provided; school stafl will: send, o text message asking parents to- contact school
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Home Visits
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home, visit to- check on the welfare o the, pupil and, discuss their reburn to- schook I no- one,
is home and, we suspect yow are onv holiday, we will, arrange to- issue as Fixed, Penalty Notice
mﬂwabsmnea&m%mes&o}lkdog&

Poor percentage attendance

I} a child’'s attendance Jalls belour 90% school will, wnite to- the parent: and, adrise themu I}
there is a Jailure to- improae; school will, begin o teny week monitoring process which may
improve after the ten week monitoring wills inmolme o referrals to- The Early Help Unit or the,
Educatiory Enforcement Team.
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this may be reduced, to- £80).

o Il o child has o second holiday withir three rolling years of the Jinst holiday, parents
wilbbesubéecttoa/pma@noﬁwoﬂfvmo p@&u@p@pomh(noredunhorw
applicable).

o Il o child has three holidays or more withir three rolling years of the first holiday,
parents will be subject to- prosecutiony and @ fine of up to- £2500 each.




e From August 2024, all. parents and, carers wills bes subject to- penalty, notices,
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notices.
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Appendiz

Role o} the Classteacher

e To complete electronic registers irv Julls twice eachs day

e To reward good attendance and punctuality

e To irwestigate reasons Jor absence where possible - talk to- parents / child,
e To report concems to- the School Business Manager or Headteacher

Role of the Headteacher
e To monitor attendance with the: School, Business Manager ornv as monthly basis
o To report termly to the: Gomverning Body,
o To Jeedback regularly to- staff
e To make Jamilies more aware of their responsibilities
e To reward and encourage pupils:-
o 100% attendance certificates and priges

Role o} the: School, Business Manager

e o monitor attendance / lateness each, month,

o To ensure admirv staf) record, absences correctly

e To ensure parents are contacted on the first day of absence if we have received no
contach Jromy them,

o To ensure letters are sent to parents irv line with, LA guidelines

o Keep a log of childrery arriving late / leaving school early,

o Liaise with the Headteacher / SENCO to- aruy patterns of absence (uex recurrent; day,

o Collect datar each hal] term showing whole class attendance lemels and individual
children's percentage

o Complete LA data rebums as and, when required.

e Liaise withy Educatiorny Enforcement to- issue Fixeds Penalty Notices as required,




Role of Gouerning Body

Tomm@#%s&o&’smoﬁmmmmswmwmmmw
To encourage a positive approach, to attendance and, punchuality,

To raise awareness of the need, Jor full attendance inv order to- achieme as high standard,
To be irwolved, inv presenting attendance awards. eg 100% for all year attendance.

Rol@o{ﬁpupds«ond:ﬂwlnl:armhw

To make sure thab the child, aftends school regulanly and, on time and, keeps the school,
rules.

To make sure that the child understands the importance of attending school and, that the
To leb the school knour as soon as possible i) the child, is il, orv the first day, of absence
To request leame of absence from the school wells in advance.

To take Jamily holidays during school holidays and not during term time.
Tommg@olbdmiobond;m@dimboppombnent&oubqflschoobhoun&
TOMW#WW@L}MWMM

To work with the school, i absence or lateness becomes a problemy to- put this right
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