Eleanor Palmer Primary School
Attendance and Punctuality Policy

Introduction
OUR YALUES AT ELEANOR PALMER

WITH YOUR HEAD, HAND, HEART & VOICE -

Vi

At Eleanor Palmer, attendance and punctuality are a high
priority. Regular attendance ensures all children can take full
advantage of the educational opportunities provided, with clear e
links between high attendance and good academic outcomes. LEARNING
We want motivated enthusiastic learners who get to school on .
time, ready to learn and who establish good habits for lifelong
learning. We work to achieve this by ensuring our Eleanor
Palmer Values underpin a teaching and learning ethos and a
school culture in which children want to be on time and in
school.

: L ™
We work in partnership with parents and carers to ensure they EY"{]‘{,“RG\E,,XR‘W

fulfil their legal responsibility to make sure that their children
come to school regularly and on time. In turn, the school has a
legal duty to mark the register and record the attendance of
every child on roll and to specifically code which children are
absent or late and why. There is a statutory requirement that schools publish statistics about their
attendance rates. We fully support all initiatives from our Local Authority and comply with all
Camden’s guidance and expectations. We have challenging targets set each year against both
local and national averages.

Above all, we want families to value education and share our consistent message that learning is
precious and not a minute should be wasted.

The Law relating to Attendance and Safeguarding.

Section 7 of the Education Act 1996 states that:

the parent of every child of compulsory school age shall cause him / her to receive efficient
full-time education suitable:

(a) to age, ability, and aptitude and

(b) to any special educational needs, he/ she may have either at school or otherwise

Compulsory School Age: A child is compulsory school age from the beginning of the next
term after their 5" birthday until the last Friday of June in the academic year of their 16™
birthday.

Section 175 of the Education Act 2002 places a duty on local authorities and governing
bodies to have regard to guidance issued by the Secretary of State with regard to
safeguarding and promoting the welfare of children and students under the age of 18.

This policy is written in relation to the following acts of Parliament and guidance relating to
attendance:

. Education Act 1996

. The Education (Pupil Registration) (England) Regulations 2006
. We will also take account of all new legislation and initiatives.

. Working Together to improve School Attendance.
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https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf

What are authorised absences?

Authorised absences involve children having time out of school for approved reasons, for
example: iliness, urgent medical appointments, attendance at funerals, religious observance or
visits to secondary schools.

The school will need an explanation from parents or carers before registration on the first day of
absence (or as soon as is practically possible), if they are to authorise the child’s absence. This is
then coded in the attendance register by the class teacher or school office.

Every effort should be made to arrange routine dentists and GP appointments outside school
hours. However, it is understood that specialist hospital or clinic appointments may have to be
made during school hours. We encourage children to attend school before or after these
appointments to limit lost learning.

If a child has vomited or has diarrhoea, we ask that they remain off school for 48 hours from the
last instance of sickness in order to limit the spread of infection

What are unauthorised absences?

Unauthorised absences involve children having time out of school without explanation, or where
the reason for absence is one that the school cannot authorise, for example: a holiday, birthdays,
baby-sitting for younger siblings, too tired, late nights, not realising term had started or because
other members of the family are ill. If no explanation is given for an absence this will also be
recorded as unauthorised.

If the Co-headteachers do not authorise exceptional leave in term time, and it is still taken, or
days are taken in excess of those agreed with the school, this is always classified as
unauthorised.

If an absence is recorded as unauthorised the school may refer this to the Local Authority’s
Pupil Attendance Service. The Local Authority can use various sanctions to promote regular
attendance such as issuing a penalty notice fine or initiate court proceedings.

The Education (Pupil Registration) Regulations 2006 state clearly that if a child has failed to
return to school 10 days later than the agreed return date, that the child’s name be deleted from
the admission register i.e. the school place is taken away.

Exceptional Authorised Leave
Working Together to Improve School Attendance states ‘the Department of Education ‘does not

consider the need or desire for a holiday or other absence for the purpose of leisure and
recreation to be an exceptional circumstance.

As per Department for Education guidance the Co-headteachers must be satisfied that there are
exceptional circumstances based on the individual facts and circumstances of the case which
warrant the leave.

Parents who wish to take their children out of school for these exceptional circumstances during
school time must make this request to the Co-headteachers, in writing, by email
(head@eleanorpalmer.camden.sch.uk) or in person. It is important to make the request in good
time before the period of requested leave; it is not acceptable to tell the school afterwards. The
Co-headteachers will respond by phone, email or in person.
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https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
mailto:head@eleanorpalmer.camden.sch.uk

Each request for exceptional leave will be considered as a separate case and the
Co-headteachers’ decision will consider the following:

° The reason for the leave and why it could not be taken in school holidays
° The number of days requested

° Previous requests for leave during term-time

. . .

pattern-of-atiendance-consistently-at-erabove-95%—
° The child’s stage of education (Nursery attendance is not statutory)

° Any additional needs of the child

Any period of leave taken without the agreement of the school, or more than that agreed, will be
classed as unauthorised and may attract sanctions such as a Penalty Notice. Previous good
attendance or your child’s education ability are not considered when the school makes the
decision.

Legal Sanctions

A referral may be made to the local authority under the following circumstances based on
the national framework for penalty notices introduced in September 2024:

) A single consistent national threshold for when a penalty notice must be considered
of ten sessions (usually equivalent to five school days) of unauthorised absence within a
rolling ten school week period, may span different terms or school years This will include
unauthorised absence for lateness Code U.

° A term time holiday taken without permission would count towards the ten sessions.
° A national limit of two penalty notices that can be issued to a parent for the same
child within a rolling 3-year period, so at the third (or subsequent) offence(s) other legal
prosecution will be considered.

Penalty notices are issued to each parent or carer for each of their children for example two
parents with three children would receive a total of six penalty notices, one parent with two
children will receive a total of two penalty notices.

From September 2024 each penalty notice is £80 if paid in the first 21 days, from days 22 to
28 the fine doubles to £160 for each penalty notice.

For the second offence issued to the same parent for the same child within a rolling 3-year
period being charged at a higher rate of £160 for days 1 — 28, with no option for this second
offence to be discharged at the lower rate of £80.

The Pupil Attendance Service inform us that it is not possible to pay these fines by
instalments or lower the cost when they have increased, or to simply fine one parent.

Payment can be made online and instructions on how to pay are included on the penalty
notice letter. Any problems with paying online should be discussed as early as possible with
the Pupil Attendance Service by ringing 020 7974 1007.
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If a penalty notice is not paid or the Pupil Attendance Service feels that that the level of
absence warrants court action, the local authority will arrange for a court hearing. There are
a range of sentencing options available to the magistrate including the maximum penalty of
a fine of up to £2500 per parent for each offence as well as the possibility of up to three
months in prison.

Appendix A provides a summary of the changes in the National Attendance Framework
from September 2024 and a parent/carer Q&A

We are not unsympathetic to difficult or special circumstances and will consider requests for
absence that, if then authorised, are recorded as ‘other circumstances’. Examples of this might
be urgent trips to see ill relatives, or special opportunities in sport or music. However we will
always work within the National Attendance Framework.

While we wish to support children pursuing sport, music or other after school lessons, there is no
entitlement to leave school early to travel to these sessions regularly.

Absence from Nursery

Children in our Nursery are not attending the main school and therefore their attendance is not
statutory. However, it is in Nursery that the foundations for lifelong learning are being established
and we place the same high value on attendance and punctuality as we do throughout the
school. Therefore, we ask that parents and carers request absence from the Co-heads as
outlined above.

Routines for managing and improving attendance

° A member of the senior staff and our school-keeper are at the school entrance every
morning. The bell is rung promptly at 9am; classroom doors are open from 8:45am to allow for a
gentle start.

° Parents and carers of children in Nursery must come into the classroom with their child
and stay with them until 9am. This helps the children to settle and to begin to be independent with
morning routines e.g. hanging up coats and book-bags, putting water-bottles away and starting
early work before the register.

) At every Friday assembly ‘Be Here Bear’ is awarded to the class with best attendance as
measured as a percentage of the week. This has proved highly motivating to children. The
winning classes dress the bears in a topic related outfit.

° A clear and consistent message about the value of school attendance is given at all times
by all members of staff and we model excellent punctuality and committed attendance ourselves.

° Our approach is swift, direct, and relatively informal when children are late or
unexpectedly absent. We follow up as soon as possible with daily phone calls soon after 9am, to
families of children who are absent without an explanation.

° Parents and carers are requested to update the school on each day of absence. The

exceptions to this are for known ongoing medical treatments or illnesses eg. chicken pox,
planned surgery etc.
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) Parents and carers are encouraged to speak directly to a member of staff rather than
emailing regarding absence. This gives the opportunity to discuss the cause of absence, the
potential to advise and, in some instances, to encourage children who have recovered enough to
join their class later in the day, rather than miss a full day of learning.

° The Co-heads are given weekly updates on attendance and punctuality by class and
analysed in terms of groups. The attendance of any child causing concern is immediately flagged
and attendance of children on the Child Protection Register or recorded as a Child in Need
monitored closely.

) Attendance for children eligible for Free School Meals or Pupil Premium, or for those with
an EHCP is tracked and shared with the Governing Body every half term.

° At the end of each term, letters are written to all parents whose child’s attendance has
fallen below 95%. This may be due to illness and/or other acceptable reasons, but it is good to
highlight to parents and carers as they may not realise how odd days add up.

° At the end of each term, letters are written to parents whose child’s attendance is 100% in
recognition of outstanding attendance

° Class teachers will update parents about their child’s attendance and punctuality
percentage at each of the three Parents’ Evenings throughout the year, giving the opportunity to
discuss the impact on learning and to review any reasons behind poor attendance and
timekeeping. Our aim is to work in partnership to improve attendance and punctuality together. A
child’s annual attendance and punctuality record is shared in the end of year school report.

Punctuality

Punctuality is very important and sets important lifelong habits. At Eleanor Palmer all children
should be in school by 9:00am. Classrooms are open from 8:45am to provide additional learning
opportunities and a soft start, so that children are settled and ready for learning as soon the
school day starts at 9am.The register is marked promptly after the bell is rung at 9.00am and
always by 9.05am, after which arrivals are marked as late.

Late arrivals will be marked as such by the teacher or by administrators in the school office. Late
arrivals are asked to report to the school office to provide reason for lateness.

Children arriving after 9.35, i.e. 30 minutes after registration closes, and who do not have a good
reason for doing so (for example a dental appointment) are marked as an unauthorised absence.

Routines for monitoring and improving Punctuality

° A member of our senior staff and our school-keeper are at the gate every morning.

° The bell rings promptly at 9am.

° Late marks are issued after 9:05 am consistently, across all classes, if a child is not in
their classroom ready for registration.

° The school gates close promptly at 9:05am.

° The reason given for lateness is recorded in the school diary and register when provided.
° As with the attendance prize in assembly, we have ‘Punctual Polar Bear’, won by the

class with the best punctuality for the week.

Involvement of the Pupil Attendance Service
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Every child’s cumulative absence from school - authorised, exceptional and unauthorised - is
monitored remotely by the local authority and the Pupil Attendance Service (PAS). They
scrutinise all records and registers and, with the Co-headteachers’ agreement, contact all those
with attendance figures below 90%. Below 90% triggers a letter, below 85% is a significant cause
for concern and would involve a meeting and further action.

The school also makes referrals to the PAS Officer where there are concerns about attendance or
punctuality. This will not simply be due to relatively low attendance figures or unauthorised
exceptional leave, but also if there are patterns e.g.—regularly missing Fridays, taking long
weekends or always returning to school late after a school break.

If attendance and punctuality concerns persist and parents make no effort to work with the

school and local authority to make improvement, the school supports the Pupil
Attendance Service’s right to fine parents and if necessary to take court action.
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Appendix A
National Attendance Framework Changes

A new national framework has been introduced for school absence, including penalties for
unauthorised holiday absence. These new Government regulations came into effect from 19
August 2024.

FAQs

If | have already booked a holiday, could | receive a penalty fine?

Yes, if the absence has not already been authorised by a head teacher. At EP, only
Natalie Stevenson or Sally Hill can agree to an authorised period of absence and this will
only be in exceptional circumstances.

Who can be issued with a penalty notice?

Each parent/carer can receive a fine for each child who has had unauthorised absence from
school. Anyone who has day-to-day care of the child is also considered a parent whether e.g.
Stepparent or carer.

Do the new rules only apply to holidays during term time?

No, it applies to all unauthorised absence from school as well as holidays. Unauthorised
absence includes other absence that has not been agreed such as arriving late after the
register has closed at 9.15am or failing to provide reasons for absence.

How do | request my child to have leave granted during term time?

Requests are always to Natalie Stevenson or Sally Hill who will decide if there are
exceptional circumstances to grant the time off. Please do not assume that any absence is
agreed until you have received confirmation from the heads. Any request should be put in
writing, ideally at least 20 days before the proposed absence.

Do the 10 sessions (= to 5 days) of unauthorised absence have to be taken all at the
same time before a penalty fine is issued to the parent/carer?

No, a penalty fine can be issued for any combination of absences over a 10-week rolling
period. They can be consecutive or non-consecutive and can span across two terms or a
half-term.

What happens if | am issued with a penalty fine and | don’t pay it?

It is legal requirement for child of compulsory school age to attend school and parent/carer
has responsibility to ensure regular attendance. If a fine is not paid then this can lead on to
prosecution.

What should | do if | am worried about my child’s attendance?
If you have any concerns about attendance or any reluctance to come into school, please
talk to your child’s teacher. Whether it is around friendships, work at school or
something at home, please share to see how best school can offer support
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