William Cassidi C. E. Aided Primary School

Attendance Policy Statement

Jesus taught his disciples many important lessons. He taught them about God, about what He had come to do and about themselves. He also taught them how they should treat each other.

Matthew 5 v.41

‘And if anyone forces you to go one mile, go with them two miles.’

Jesus taught that we should choose to go further than is required of us in our actions and attitudes. Jesus guided us by example, the way he lived and by putting others before himself. He never moaned when He did not get any peace or turned anyone away who needed his help. He encouraged his disciples to do the same. 

We too can follow Jesus’ example by ‘Going the Second Mile’ and showing ‘love, care and respect’ to everyone, to all things God created and our world, just as Jesus did.

Our Governing Body and Staff – July 2022

Introduction:

The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age, aptitude, and any special educational need they may have. It is the legal responsibility of every parent to make sure their child receives that education either by attendance at a school or by education otherwise than at a school.

Where parents decide to have their child registered at school, they have an additional legal duty to ensure their child attends that school regularly. This means their child must attend every day that the school is open, except in a small number of allowable circumstances such as being too ill to attend or being given permission for an absence in advance from the school.
Statement of Intent:
We believe that all pupils benefit from regular school attendance. Staff, pupils and parents should work together to enable this to happen. Any barriers hindering full attendance should be identified and removed as quickly as possible. The aim of the school is to facilitate pupil’s regular and sustained attendance at school, thus enabling them to achieve their full academic potential. This is essential for pupils to get the most out of their school experience, including their attainment, wellbeing, and wider life chances. The pupils with the highest attainment at the end of key stage 2 and key stage 4 have higher rates of attendance over the key stage compared to those with the lowest attainment.
Guidance On Working Together To Improve Attendance: 

Successfully treating the root causes of absence and removing barriers to attendance, at home, in school or more broadly requires all schools and local partners to work collaboratively with, not against families. All partners should work together to:

MONITOR: Rigorously use attendance data to identify patterns of poor attendance as soon as possible so all parties can work together to resolve them before they become entrenched. 
EXPECT: Aspire to high standards of attendance from all pupils and parents and build a culture where all can, and want to, be in school and ready to learn by prioritising attendance improvement 
across the school. 

LISTEN AND UNDERSTAND: When a pattern is spotted, discuss with pupils and parents to listen to understand barriers to attendance and agree how all partners can work together to resolve them. 
FACILITATE SUPPORT: Remove barriers in school and help pupils and parents to access the support they need to overcome the barriers outside of school. This might include an early help or whole family plan where absence is a symptom of wider issues. 
FORMALISE SUPPORT: Where absence persists and voluntary support is not working or not being engaged with, partners should work together to explain the consequences clearly and ensure support is also in place to enable families to respond. Depending on the circumstances this may include formalising support through a parenting contract or education supervision order. 
ENFORCE: Where all other avenues have been exhausted and support is not working or not being 
engaged with, enforce attendance through statutory intervention or prosecution to protect the pupil’s right to an education.
To Manage And Improve Attendance Effectively, All Schools Are Expected To: 

• Develop and maintain a whole school culture that promotes the benefits of high attendance. 

• Have a clear school attendance policy which all staff, pupils and parents understand. 

• Accurately complete admission and, with the exception of schools where all pupils are boarders, attendance registers and have effective day to day processes in place to follow-up absence. 

• Regularly monitor and analyse attendance and absence data to identify pupils or cohorts that require support with their attendance and put effective strategies in place. 

• Build strong relationships with families, listen to and understand barriers to attendance and work with families to remove them. 

• Share information and work collaboratively with other schools in the area, local authorities, and other partners when absence is at risk of becoming persistent or severe.
Role Of The Governing Body:

The Governing Body recognise the importance of school attendance and promote it across the school’s ethos and policies: 

• Ensure school leaders fulfil expectations and statutory duties. 

• Regularly review attendance data, discuss, and challenge trends, and help school leaders focus improvement efforts on the individual pupils or cohorts who need it most. 

• Ensure school staff receive adequate training on attendance.
. Share effective practice on attendance management and improvement across schools.

The Governing Body therefore ensures our school:

• Has an attendance policy which meets the expectations outlined in Working Together To Improve School Attendance (May 202), which is published and publicised regularly so that it is easily accessible to pupils, parents and staff

• Records attendance accurately in the register and share the required information with DfE and local authority. 

• Works effectively with local partners to help remove the barriers to attendance that 

go beyond the school gates, including building strong links with local statutory services (including social care, health and police) and the voluntary and community sector. 

. Regularly reviews attendance data, discussing and challenging trends, and helping school leaders focus improvement efforts on the individual pupils or cohorts who need it most.
. Ensures school staff receive adequate training on attendance including its importance, the law, keeping of registers, procedures for tracking and following up attendance, skills to interpret and analyse data, processes for working with other partners and to provide support to pupils who need it.
Expectations Of Local Authorities:

As a minimum, all local authorities are expected to:

• Rigorously track local attendance data to devise a strategic approach to attendance that prioritises the pupils, pupil cohorts and schools on which to provide support and focus its efforts on to unblock area wide barriers to attendance.

• Have a School Attendance Support Team which provides the following core functions free of charge to all schools (regardless of type): 

. Communication and advice: regularly bring schools together to communicate messages, provide advice and share best practice between schools and trusts within the area.

. Targeting Support Meetings: hold termly conversations with schools, using their attendance data to identify pupils and cohorts at risk of poor attendance and agree targeted actions and access to services for those pupils. 

. Multi-disciplinary support for families: provide access to early help support workers to work intensively with families to provide practical whole-family support where needed to tackle the causes of absenteeism and unblock the barriers to attendance. 

. Legal intervention: take forward attendance legal intervention (using the full range of parental responsibility measures) where voluntary support has not been successful or engaged with. 

• Monitor and improve the attendance of children with a social worker through their Virtual School.

Registration:
There is a legal requirement upon schools to keep an attendance register on which, at the beginning of each morning and afternoon sessions, pupils are marked present or absent. The Education (Pupils Attendance Record) Regulations 1991 introduced a further requirement that attendance registers must show whether an absence of a pupil of compulsory school age is authorised or unauthorised.  

Both staff and pupils should see the taking of registers as an integral part of the school day, as was intended in law. Particular attention should be paid to accurate registration and to the preservation and security of registers.

In accordance with current legislation, each class in school will have an electronic attendance register.  It is school policy that registers are completed by 9:05 am and 1:05 pm when they will be saved. It is our policy to record a late mark for children who arrive at school after class registration has taken place. We believe that pupils arriving late seriously disrupt their work and that of others.  Our policy is to encourage punctuality.  Five minutes will be allocated for registration purposes at the beginning of each session.  Children will be recorded as being late once registration has taken place. Punctuality will be monitored on a half termly basis and parents/carers will be notified of data analysis results.
Absence:
It is the parent’s responsibility to inform school of the reason for a child’s absence. We would like to receive notification as soon as possible that the child will be absent from school. A telephone call to the school office enables the absence to be appropriately recorded. We request that school is informed each day of absence and a likely date when the child will return to school. Upon return to school If school is not contacted the school will undertake first response and telephone parents/carers to ascertain why a child is not in school. School records all absences and the reasons provided for absences which can be monitored.
Regrettably, parentally-condoned unjustified absence is a serious problem in some schools. This can be as damaging as the more traditional forms of truancy.

Only the school, within the context of the law, can approve absence, not parents. The fact that a parent has offered a note or other notification (telephone call or personal contact) in relation to a particular absence does not, of itself, oblige the school to accept it if the school does not accept the explanation offered as a valid reason for absence. If, after further investigation doubt remains about the explanation offered – or where no explanation is forthcoming at all the absence must be treated as unauthorised. Where parentally condoned unjustified absence appears to be a problem in relation to a particular pupil, school will involve the Attendance Officer at an early opportunity.

An excessive amount of authorised absence can also seriously disrupt continuity of learning and encourage disaffection. We must be alert to emerging patterns of authorised absence. We may authorise absence retrospectively where we are satisfied as to the explanation offered.  Absences of pupils of compulsory school age without valid reason or for which no explanation has been provided will be treated as unauthorised.

Section 444 of the Education Act 1996 provides that no offence is committed where a pupil of compulsory school age is prevented from attending school by reason of illness. If school is satisfied that a pupil is absent as a result of illness the absence will be treated as authorised.

Where we have reason to doubt the validity of an explanation offered in respect of a particular absence, further information will be requested by the teacher from the child’s parents. If the school continues to be dissatisfied then the absence will be treated as unauthorised.

Where there is doubt about the authenticity of absence attributed to illness, School or the Attendance Officer can refer the matter to a doctor working in the School Health Service to arrange a special medical, or to make contact with the pupil’s GP. If a pupil is absent for a prolonged period or the school notices a pattern emerging, early contact will be made with the Attendance Officer and/or the School Health Service.

Leave for medical or dental appointments will be given (i.e. the absence will be authorised) where confirmation has been received from the parent (either in person, in writing or by a telephone call) or on production of an appointment card.

Requests For Absence Procedure:
Parents should complete an Absence Request Form which they may obtain from the school website or office, if they wish to remove their child from school for any purpose. It should be completed and returned to the child’s class teacher, who will send it to the school office, before the absence. A head teacher may not grant leave of absence during term time unless there are exceptional circumstances. If the head teacher feels that exceptional circumstances are clear on the application for absence form then it is up to the head teacher to determine the length of any leave granted and to authorise the absence. If more than the determined days are taken then the absences will be classified as unauthorised. Absence between Easter and the S.A.T. period in May will always be unauthorised in Year 6, as the school views the statutory and non-statutory assessments as a crucial part of every child’s education.
In supporting schools to reduce holiday absence the Local Authority has provision to receive referrals
from schools to issue Penalty Notices for unauthorized holiday leave during term time. The Penalty
Notice is issued initially at £60 per parent per child payable within 21 days of issue. Should the
parent fail to pay this then Penalty Notice fine increases to £120 per parent per child from the 22nd
day of issue to the 28th. Subsequently to this if payment is not received the Local Authority will
consider initiating prosecution proceedings for the unauthorised holiday absence.
Where a pupil is present for registration but then has to attend an appointment, a school need take no action beyond recording the fact that (for the purpose of emergency evacuation) the pupil, although registered, is not physically present. Similarly, a school must note the presence of a pupil (again for purposes of emergency evacuation) who was not there when the register was being taken but returns later from an appointment. A signing in and out book is available in the reception area to record timings.
Categorising Absence:
Our policy deals in general with the categories of absence and cannot cover every eventuality. It will be necessary on occasion to exercise reasonable discretion when investigating some absences.  

Some Key points: -

· registered pupils of compulsory school age are required by law to be in school;

· whilst it is right that schools should recognise that individual pupils and families have problems the aim should always be to expect regular attendance;

· lateness should be actively discouraged;

· where a pupil is absent without prior authorisation an explanation is required.  If one is not forthcoming (for whatever reason) it must be treated as unauthorised and the register recorded accordingly;

· schools are not obliged to accept parental notes where there is reason to doubt the validity of the explanation offered;

· explanations such as minding the house, looking after other children, or shopping trips within school hours will not normally be acceptable reasons for absence;

· parents should not expect, or be led to expect, that, as of right, schools will agree to family holidays during term time. Each application will need to be considered on its merits;

· even where absence is authorised, schools should be alerted to emerging patterns of absence, which may seriously disrupt continuity of learning.

· in promoting regular attendance, schools should work closely with the Attendance Service.

Lateness:
It is William Cassidi C. of E. Aided Primary School’s policy to actively discourage late arrival.  A pupil arriving late may seriously disrupt not only his or her continuity of learning but also that of others. In recognition of local circumstances (such as bad weather or occasional school transport difficulties), we may keep registers open for a reasonable period.

For registration to mean anything at all, a firm line must be taken on late arrivals. To do otherwise undermines the whole purpose of registration and may serve to encourage other pupils to arrive late. Particular attention will be paid to emerging patterns of late arrival.

Where a pupil does arrive late and misses registration, his or her presence on site will still need to be noted for purposes of emergency evacuation. Anyone arriving late must report to the office.  Children arriving late to school will be recorded in the signing in and out book held in the reception area by the adult bringing them to school.

In responding to lateness, we will of course need to take account of the individual circumstances of each case. In some instances enquiries may reveal that the late arrival stems from difficulties at home or other genuinely unavoidable circumstances. Teachers of pupils who persistently fail to arrive on time with valid reason need to seek an early meeting with parents whilst keeping the Head Teacher informed. If the parents do not have any valid reason for the child’s persistent lateness the Head Teacher will consult with the Attendance Officer.

Persistent And Severe Absence: 

Where absence escalates and pupils miss 10% or more of school (equivalent to 1 day or more a fortnight across a full school year), schools and local authorities are expected to work together to put additional targeted support in place to remove any barriers to attendance and reengage these pupils. In doing so, schools should sensitively consider some of the reasons for absence and understand the importance of school as a place of safety and support for children who might be facing difficulties, 

rather than reaching immediately for punitive approaches.

Particular focus should be given by all partners to pupils who are absent from school more than they are present (those missing 50% or more of school). These severely absent pupils may find it more difficult to be in school or face bigger barriers to their regular attendance and as such are likely to need more intensive support across a range of partners. A concerted effort is therefore needed across all relevant services to prioritise them. All partners should work together to make this group the top priority for support – this may include specific support with attendance or a whole family plan, but it 

may also include consideration for an education, health and care plan or an alternative form of educational provision where necessary to overcome the barriers to being in school. 
If all avenues of support have been facilitated by schools, local authorities, and other partners, and the appropriate educational support or placements (e.g. an education, health and care plan) have been provided but severe absence for unauthorised reasons continues, it is likely to constitute neglect. Schools and local authorities should be especially conscious of any potential safeguarding issues in these cases and where these remain, conduct a full children’s social care assessment. Further information is available in the statutory guidance on Keeping Children Safe in Education. 
In all cases, schools and local authorities are expected to make patterns of both persistent and severe absence a focus of their regular data monitoring and identify pupils and cohorts who need targeted attendance support as quickly as possible. Both persistent and severe absence should also be central to school, trust, and local authority level strategies for improving attendance.

Role of Attendance Officer:
The role of our designated Attendance Officer is to:

· liaise, where appropriate, between home and school;

· investigate irregular attendance or lateness which may give rise to concerns that a child may be at risk;

· complete a regular register check and provide school with advice on strategies to improve attendance;

· work with children who are experiencing problems with Attendance and/or punctuality and/or are preparing to transfer to secondary school

· assist school in setting attendance targets;

Referral to the Attendance Officer:
Referral to the Attendance Officer will be made in the following circumstances:

· the absence is regular and/or repeated and therefore affecting the child’s education;

· when a pupil has been absent for two consecutive weeks and the absence is unauthorised;

· the intervention by the school has failed to secure a pupil’s regular attendance
· the attendance of a pupil falls below 80%;

· the attendance of a pupil falls between 80% and 90% and the parent has not responded to or worked with the school to improve attendance. The school reserves the right to determine those who are referred according to individual circumstances.
Referrals can only be made through the Headteacher or Attendance Leader. A referral form will be completed for each pupil and given to the Attendance Officer.

The school will adopt the procedures of the Local Authority ‘Attendance and Penalty Notices’ document approved by the Governing Body (3.2.2016) with regard to absences and the possible issuing by the Local Authority of Penalty Notices which may, if not paid, be referred to the Magistrates Court for prosecution which would result in a criminal conviction. 

Progress reports on referrals will be given to the school at regular intervals by the Attendance Officer (as agreed between the school and the AO).

Details of the procedure followed by the AO may be found in the Attendance Procedure Document. However, it seems appropriate to note here the information required to make a referral so that staff involved can have the details ready: -
· action taken to date by the school;

· parents/pupils attitudes towards school and the school’s intervention;

· parental reasons for non-attendance;

· action taken by school to resolve any identified problems;

· information regarding any special educational needs the pupil may have, academic attainments and support being provided by the school;
· information regarding potential aggression from the parents.

If it appears to the Local Authority that a child of statutory school age is not receiving a suitable education either by regular attendance or otherwise, the following measures may be undertaken:

· School Attendance Orders

· Education Supervision Orders

· Parenting Contracts

· Parenting Orders

· Penalty Notices
Rewarding Good Attendance And Punctuality:
As well as taking appropriate action against parents who fail to secure the regular attendance or good punctuality of their children, we will take steps to reward good attendance and punctuality at William Cassidi C. of E. Aided Primary School. Each week classes celebrate attendance and punctuality in Celebration Worship. Half termly stickers are given to all children who achieve 100% attendance and punctuality. The children who achieve 100% attendance each term are presented with a certificate at Celebration Worship. Annual 100% certificates and a small prize or rewards activity are given at the end of the Summer term at Celebration Worship.
Planned Support For Pupils Who Are Absent/Persistently Late:

We aim to provide active and measurable support for those children for whom attendance has been problematic regardless of the reason for the absence. These include use of the Learning Platform for KS2 which will provide up to date learning activities and ideas for studies. Details of home learning and spellings. Welcoming back and socially reintegrating children to ensure they engage with their peers and their studies. Providing planned support to ‘catch up’ on work missed. Providing home learning activities for those children whose absence is planned ie short hospital stays.

Contents Of The Admissions Register (‘the school roll’): 

The school admission register, sometimes known as the ‘the school roll’, must be kept in accordance with regulation 5 of the Education (Pupil Registration) (England) Regulations 2006 as amended. The names of all pupils (both compulsory and non-compulsory school age) must be entered on the admission register. Schools must record personal details of every pupil at the school in the admission register. The register must include the following information for every pupil:

• full name; 

• sex; 

• the full name and address of each of the pupil’s parents; 

• which of the pupil’s parents the pupil normally lives with and at least one telephone number by which each parent who the pupil normally lives with can be contacted in an emergency. DfE’s advice is that where reasonably practicable, schools should hold an emergency contact number for more than one person for each pupil; 

• day, month and year of birth; 

• day, month and year of admission or re-admission to the school; 

• name and address of the school last attended, if any.

A pupil’s name can only be deleted from the admission register for a reason set out in regulation 8 of the Education (Pupil Registration) (England) Regulations 2006 as amended. A pupil’s name must not be removed for any other reason and doing so would constitute off-rolling.

The only reasons where deleting the name of a pupil of compulsory and non-compulsory school age are listed in the document Working Together To Improve School Attendance (May 2022) pages 47-54.
Contents Of The Attendance Register:
All schools, except those where all the pupils are boarders, must keep an attendance register in accordance with regulation 6 of the Education (Pupil Registration) (England) Regulations 2006 as amended. Schools must take the attendance register at the beginning of each morning session and once during each afternoon session. On each occasion they must record whether every pupil (with the exception of a pupil who is a boarder) is:

• Present; 

• Absent; 

• Attending an approved educational activity as defined in regulation 6(4); or 

• Unable to attend school due to exceptional circumstances as defined in regulation 6(5). 

Schools must record whether the absence of a pupil of compulsory school age is authorised or not. There is no requirement for schools to record whether the absence of pupils not of compulsory school age is authorised or not, but where possible schools should use the national attendance and absence codes to help them monitor their attendance and to form good attendance habits. Schools must record the nature of the activity where a pupil of compulsory school age is attending an approved educational activity. Schools must also record the nature of the circumstances where a pupil is unable 

to attend due to exceptional circumstances. Schools cannot delete a pupil’s name from the attendance register unless they have a reason (as set out in regulation 8 of the Education (Pupil Registration) (England) Regulations 2006 as amended) to delete the pupil’s name from the admission register; the pupil’s name must be deleted from both registers at the same time.

Attendance And Absence Codes: 

The national codes enable schools to record and monitor attendance and absence in a consistent way and are used to collect statistics through the School Census system. The data helps schools, local authorities and the government to gain a greater understanding of the level of, and the reason for, absence and the delivery of education.
Codes:

Present:

Code / \: Present in school / = am \ = pm

Code L: Late arrival before the register is closed

Authorised Absence From School:

Code C: Leave of absence granted by the school

Code H: leave of absence for the purpose of a family holiday granted by the school

Code E: Excluded but no alternative provision made

Code I: Illness (not medical or dental appointment)

Code M: Medical or dental appointment

Code R: Religious observance

Code S: Study leave

Code T: Traveller absence

Unauthorised Absence From School:
Unauthorised absence is where a pupil’s absence is not one of the types of absence listed as authorised in regulation or where the reason for a pupil’s absence has not been provided and cannot be established.

Code G: Holiday not granted by the school or in excess of the period determined by the school

Code N: Reason for absence not yet provided

Code O: Absent without authorisation

Code U: Arrived in school after registration closed

Attending An Approved Educational Activity:

Code B: Off-site educational Activity

Code D: Dual registered at another school

Code J: At an interview with prospective employers, or another educational 

Establishment

Code P: Participating in a supervised sporting activity

Code V: Educational visit or trip

Code W: Work experience

Unable To Attend Due To Exceptional Circumstances: 

Code Y: Unable to attend due to exceptional circumstances

Administrative Codes:
Code X: Non-compulsory school age pupil not required to be in school

Code Z: Prospective pupil not on admission register

Code #: Planned whole or partial school closure

Other Relevant Legislation And Guidance:
Relevant Legislation: 

The Education Act 1996 

The Children Act 1989

The Crime and Disorder Act 1998

The Anti-social Behaviour Act 2003

The Education and Inspections Act 2006

The Sentencing Act 2020

The Education (Pupil Registration) (England) Regulations 2006

The Education (Parenting Contracts and Parenting Orders) (England) Regulations 2007

The Education (Penalty Notices) (England) Regulations 2007 
Relevant Government Guidance: 

Parental responsibility measures for attendance and behaviour 

Children missing education 

Keeping children safe in education

Working together to safeguard children

Elective home education 

Alternative provision: statutory guidance for local authorities

Exclusion from maintained schools, academies and pupil referral units in England 

Supporting pupils at school with medical conditions

Ensuring a good education for children who cannot attend school because of health needs

Promoting and supporting mental health and wellbeing in schools and colleges 

Approaches to preventing and tackling bullying

Securing good attendance and tackling persistent absence
Working together to improve school attendance
Policy approved by the Governing Body: 30th November 2022
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APPENDIX 1
Dear Parent/Carer,

During our half termly register check it has been noticed that your child ………………. is frequently late for school. They have been late ……….. times. I will be monitoring your child’s punctuality over the first two weeks of the next half term. If there is no improvement I will be requesting a meeting with you to discuss the matter further.

Please do not hesitate to contact me should you wish to discuss the matter immediately.

Whilst I appreciate that there are some situations where lateness is unavoidable it should be recognised that your child is missing important social/friendship time, instructions and the beginning of lessons and/or worship. Not only is their education disadvantaged by this, but other children are affected by the disruption a child arriving late causes. It is also very difficult for a child to enter a room when they are late and can cause great anxiety and distress.

Any lateness after the close of registration is counted as an unauthorised absence and if we fail to resolve this matter by working together this may result in a referral to our Attendance Officer.

Thank you for your co-operation,

Yours sincerely,

Head Teacher

This letter may be amended in light of knowledge/circumstances and previous contact with parents/carers.
APPENDIX 2
Date:

Dear Parents of         

During a recent register check I noticed that your child’s attendance is currently at                ……….%.

I have attached a copy of the Registration Certificate for you to look at.

Please could I ask that you make every effort to ensure that your child attends school every day unless there is a valid reason for absence.

We value your child’s education and any time he/she is absent he/she is missing vital sessions which will be detrimental to him/her reaching his/her full educational potential.

Please ensure you contact school to discuss any absence with us, preferably on your child’s first day of absence.

Thank you for your co-operation. Please do not hesitate to contact me if you wish to discuss this matter.

Head Teacher






This letter may be amended in light of knowledge/circumstances and previous contact with parents/carers.
APPENDIX 3
Date:

Dear Parents of 

I wrote to you on ….………………  to inform you that your child’s attendance was ……..%.

Unfortunately, ………………………  attendance has not improved since then and his/her attendance is now……. %.  We have not received any notification for the reasons for absence and will be classing them as unauthorised.

Therefore,  I must inform you that if …………….  attendance has not improved during the next two weeks I will be referring  the matter to our Local Authority Attendance Officer.

It is essential that we work together to support ……………….  attendance at school as his/her absence is having a detrimental effect upon his/her learning.

Please do not hesitate to contact school to discuss this matter further.

Thank you for your co-operation.

Head Teacher

This letter may be amended in light of knowledge/circumstances and previous contact with parents/carers.

APPENDIX 4
WILLIAM CASSIDI C.E.AIDED PRIMARY SCHOOL

REQUEST FOR ABSENCE DURING SCHOOL TERM TIME

Name of Child(ren):
………………………………………………………………………………………………………………………………………………………….…..

School Year:

……………………………………………………………………………………………………………………………………………………………...

Address:

………………………………………………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………………………………....

…………………………………………………………………………………………………………………………………………………………………
I/We request that the above named child(ren) be considered for approved absence from William Cassidi C.E. Aided Primary School on:

………………………………………………………………………………   to
………………………………………………………………….
(inclusive)

Proposed destination:
…………………………………………………………………………………………………………………………………………………………..…

Exceptional circumstances which determine the request for absence during term time:  ……………………………………………………………………………………………………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………………………………………………………………………………………………………
Signature of parent/guardian:
…………………………………………………………………………………………………………………………..
Date:
    ………………………………………………………………………………

THIS FORM IS TO BE COMPLETED BY THE PARENT/GUARDIAN AND FORWARDED TO THE HEAD TEACHER BEFORE THE REQUESTED PERIOD OF ABSENCE TO ENABLE THE REQUEST TO BE CONSIDERED AND A REPLY TO BE MADE

THE HEAD TEACHER MAY NOT GRANT LEAVE OF ABSENCE DURING TERM TIME UNLESS THERE ARE EXCEPTIONAL CIRCUMSTANCES. THE HEAD TEACHER WILL DETERMINE IF THE CIRCUMSTACES ARE EXCEPTIONAL FOR EACH INDIVIDUAL REQUEST.
Name of Child(ren):
………………………………………………………………………………………………………………………………………………………………..
School Year:

……………………………………………………………………………………………………………………………………………………………..
Period of absence requested:
From:
…………………………………………………..
to
……………………………………………………..
Absence:
authorised/not authorised
Absences granted during the academic year 2022/2023:
…………………………………………………………………...

Signed:
………………………………………………………
Head Teacher

Date:
……………………………………………………..
Dear Parents/Guardians,

There is an established link between attendance and punctuality at school and academic success. At William Cassidi we strive to enable every child to reach their full potential and regular and punctual attendance is vital to this.

The government has set new regulations which state that no parent/carer has the automatic right to have leave of absence for their children in term time. The Governing Body have therefore reviewed their policy to bring it in line with government regulations. 
From November 2013 a ‘Request For Absence During School Time’ was introduced which must be completed and returned to school prior to the absence dates requested. The Governing Body have agreed that the head teacher should determine if the circumstances stated on the request form are exceptional. This will be reviewed annually. No absence will be granted under any circumstances for Year 6 pupils between Easter and the end of SAT’s in May.

Parents/guardians are also requested to consider the impact on learning when arranging medical, dental and other appointments which should be arranged whenever possible outside the school day. If this is not possible parents/carers will be requested to bring into school the appointment card/letter when bringing in or collecting their child and to complete the signing in and out book with the reason for lateness or early departure.

Punctuality is also an important factor and all children arriving late to school will need to be signed in at the school office giving a reason for the late arrival.

The Attendance Officer makes regular visits to our school and reviews the attendance and punctuality of all children. We hope that there will not be a need to involve the officer with the attendance of any children within our school. However, should a child’s attendance fall below 90% this may be necessary as a child is classed as a Persistent Absentee when their attendance falls below 90%.

Should any parent/guardian wish to clarify any point or discuss attendance please do not hesitate to contact me.

Yours sincerely,


Mrs. J. Cornelius

30th November 2022
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