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1.Introduction
At Cadoxton Primary School, we believe that regular attendance is crucial for our pupils' academic success and personal development.  It is our goal that all children attend school regularly and on time, making the most of the opportunities available to them. We are committed to working in partnership with parents, pupils, and the Vale of Glamorgan Inclusion Service to ensure that every child attends school regularly and punctually.
Schools in the VOG are supported in all matters relating to school attendance including Children Missing Education (CME), Elective Home Education (EHE) and the welfare of non-attending learners etc. by the Inclusion team in collaboration with the Admissions team and the Data support teams.

2.Aims
· To promote regular attendance and punctuality.
· To ensure that all pupils have access to a full-time education.
· To identify and address any barriers to regular attendance.
· To work collaboratively with the Vale of Glamorgan Inclusion Service to support pupils and families.


3.Rationale
Excellent attendance plays a vital role in enabling children to take advantage of the educational opportunities offered to them and thrive in their educational journey. Attendance is crucial to the continuity of effective learning. 

As with all aspects of our work in Cadoxton Primary School, attendance is considered a partnership between parents and the school. It is therefore the responsibility of everyone at Cadoxton to monitor and support attendance and to investigate potential problems which lead to non-attendance and prevent exclusion and segregation. 

The school expects parental responsibility to extend beyond mere attendance. Parents should ensure that their children arrive on time and are ready to learn. Parents are expected to inform the school of the reason for a child’s absence as soon as possible.

If a child is absent from school and parents have not made communication with the school, the school will contact parents or carers to find out the reason.   

School Culture and Ethos 

To promote high levels of attendance we work towards creating an ethos and culture where: 

· School is a safe place for all.
· School is an interesting and engaging place for all learners.
· School is a welcoming, happy, and kind environment.
· Positive use of language is present in all interactions between school staff and the school community.
· Outstanding learning and teaching strategies exist, and an appropriate and purposeful curriculum is constantly being worked towards.
· Building, maintaining, and restoring relationships is central.
· Trauma informed work is embedded, and the school offers support and appropriate challenge to bring about the best outcomes for all learners.
· There are clear expectations around bullying and discrimination and the processes to deal with it effectively.
· Strategic planning and support to reduce barriers to learning and engagement is embedded within day-to-day school practice.
· Working with other agencies and the school’s work as a community focused school.
· Clear procedures, information, and expectations around attendance to school is available and promoted on a regular basis to parents/carers and learners.


Roles and Responsibilities
Parents/Carers:
· Ensure their child attends school regularly and punctually.
· Inform the school of any absences on the first day of absence.
· Provide medical evidence if requested.
School:
· Monitor attendance and punctuality.
· Promote good attendance, through all communication with parents/cares and pupils and classroom activities and assemblies. 
· Record and report attendance data.
· Address any attendance concerns with parents/carers.
· Work with the Vale of Glamorgan Inclusion Service to support pupils with attendance issues.
Pupils:
· Attend school regularly and on time.
· Inform a member of staff if they have any concerns affecting their attendance.
Governors:
· Ensure attendance is a standing agenda item for Governors’ meetings and attendance data is analysed and updates around attendance improvement plans are discussed regularly. 
· There is a named governor for attendance.
· Ensure that school attendance policies are reviewed yearly by governors.
· 4. Encouraging good attendance
· 
All children are encouraged to have good attendance. Attendance has a significant impact on the child’s learning journey and progress made. Cadoxton Primary School places great importance on creating an environment that welcomes and supports children so that it is a place they want to come to. Good attendance is encouraged by the children playing a key role in co-constructing their learning journeys. In addition to this, our Family Engagement Officers play a crucial role in supporting families, understanding their needs and encouraging good attendance.  

· All teachers have a secure understanding of the children’s attendance. Attendance is discussed as part of the child and parent conferences. 



5.The Law on school attendance
The law on school attendance and the right to a full-time education

· The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age, aptitude, and any additional learning need they may have. 
· Where parents decide to have their child registered at school, they have an additional legal duty to ensure their child attends that school regularly. 
· For the most vulnerable pupils, regular attendance is also an important protective factor and the best opportunity for needs to be identified and support provided. Whilst the legal responsibility for regular school attendance rests with parents, the school shares with them, and the Local Authority (LA), responsibility for encouraging good attendance and improving poor attendance. 
· Schools are required by law to maintain specific records and to produce specified information on the attendance of pupils. 
· Statutory obligation apart, the school is committed to improvements in attendance standards as a direct stimulus to raising pupil achievement. Poor attendance has a direct impact on educational achievement and undermines the well-being of each pupil.
· Under section 7 of the Education Act 1996, parents are responsible for ensuring that their child(ren) of compulsory school age (5-16), receives efficient full-time education, suitable to the child’s age, ability, aptitude, and any additional learning needs (ALN) the child may have. This can be through regular attendance at school or educated otherwise by the Local Authority.
· The law also permits parents to educate their child(ren) at home under the terms of Elective Home Education (EHE). The Local Authority has a statutory duty to ensure that a child for whom they are responsible is receiving suitable education.
· Only the Headteacher of the registered school of the child can authorise an absence.
· Compulsory school age means that children and young people should attend school from the start of the first term commencing after their fifth birthday and are of compulsory school age until after the last Friday in June of the school year in which they have their 16th birthday. 
· If a registered pupil of compulsory school age fails to attend school regularly, the parent could be guilty of an offence under section 444 (1) (1a) (z) Education Act 1996.
Under Section 7 of the Education Act 1996 it is the duty of parents/carers to secure the “efficient, full-time education” of children of compulsory school age. This is by reference to the age, ability and aptitude, and any special educational needs of the child and they should do so by regular attendance at school or otherwise. The otherwise is usually in cases where the parent has chosen to home educate their child – EHE. Schools and LAs may also vary the provision depending on a child’s need and so some learners may access alternative provisions (AP), specialist provisions or a mixture of school and alternative provision. For learners on roll with a school then the responsibility for the suitability of the provision lies with the school. For learners with Local Authority supported education other than at school provisions (EOTAS), the school and Local Authority are jointly responsible for assuring the quality and suitability of the learning offer and maintaining the attendance. 

6. Registration

Teachers register pupils at the beginning of the morning, and afternoon after their lunch break. The official registration period ends at 9 am and at 1.45 pm. Children who arrive after 9:00am will be marked late, the number of minutes will be recorded as well as any explanations provided by parents/carers. Attendance marks will be allocated accordingly. A record of this will be kept by our business manager and monitored by the Breaking Barriers Team. Registration is the responsibility of the class teacher and needs to be completed online twice daily.

From 9:30am daily our Admin officer contacts all families whose child has been marked as absent via a message. 

7.Absence

There are two categories of absence, authorised and unauthorised. At the start of a period of absence, parents/guardians are required to inform the school for the reason for the child’s absence before 9:30am using school communication methods. If no communication is received, the school will contact the parent. All communication with parents will be noted on pupils records. 

A parent / carer cannot authorise an absence. An absence can only be authorised by the Headteacher and only authorised if the absence was due to illness, medical/dental appointment or religious reasons.  

If the school does not receive an explanation for absence, the absence will be deemed to be unauthorised. 

If we have no explanation of missed attendance after several requests, a member of the Building Barrier team will contact parents. The Attendance Lead will also contact the parents of children whose absences are thought to be excessive for whatever reason.  

Every half term the Breaking Barriers team will contact all families whose attendance is below 90% to offer support to improve their child’s attendance. Their attendance will then be monitored over the next half term, if no improvement has been made, a referral to the Inclusion Team will be completed. 

A child who has been temporarily excluded from school will be deemed to be an authorised absence. 

Absence Procedures
· Reporting Absences: Parents/carers must inform the school by 9:00 am on the first day of their child's absence, providing a reason for the absence.
· Authorised and Unauthorised Absences: The school will determine whether an absence is authorised or unauthorised. Authorised absences include illness, medical appointments, and family emergencies. Unauthorised absences include holidays taken during term time without prior approval.
· Punctuality: Pupils are expected to arrive at school on time. The school day starts at 9:00am. Pupils arriving after these times will be marked as late.
· Monitoring Attendance: Attendance is monitored daily. The school will contact parents/carers if there are concerns about a pupil's attendance or punctuality.
· Intervention: If a pupil's attendance falls below 90%, the school will work with the Vale of Glamorgan Inclusion Service to develop an action plan to improve attendance.













Action Flow Chart - All Families 

	1.
	· If marked absent on the class register, school office to follow up with a message to parent/carer. Reason for absence recorded and code allocated accordingly. 


	2.
	· If no response is received, this is to be recorded as a note on the register. Code allocated accordingly. 
· School office to contact families via telephone on day two of absence.  


	3.
	· School office to call family each day of absence if no reason provided. Calls to be logged on register.

	4.
	
· School office to provide Family Engagement Officer with a list of children to discuss during weekly Breaking Barriers meeting. 
· Breaking Barriers to discuss patterns of attendance and lateness (look at multiple sibling families). 
· Allocated to relevant LSA Progression Step Lead. 
· Agree actions to be taken by LSA Progression Step Lead. 
· Add a note to My Concern and monitor. 


	5.
	· Review regularly during Breaking Barriers





Action Flow Chart - Vulnerable Families

	1.
	· Family Engagement Officer to check Arbor after close of registration to see if any vulnerable children are absent. 
· If absent, contact parents/carers via telephone. Add reason for absence to class register and allocate code. 


	2.
	· If no response is received, this is to be recorded as a note on register. Mark allocated accordingly. 
· Contact to be attempted via other means including available methods of communication. 
· If still no contact from parents/carers, Family Engagement Officer to contact CYPS if the family have an allocated social worker. 


	3.
	· Family Engagement Officer + 1 to carry out a doorstep check if no response via other means of communication. 
· Log all actions on My Concern. 
 

	4.
	· Review VL and CLA families’ lateness and attendance during weekly/fortnightly Breaking Barriers meetings.  




8.Holidays During Term Time
The Education (Pupil Registration) (Wales) Regulations 2010, give schools discretionary power to grant leave for the purpose of family holiday during term time. Parents do not have an automatic right to withdraw their child from school for a holiday and, in law, must apply for permission from the school in advance. 

The decision to authorise absence is at the headteacher’s discretion. Cadoxton Primary School currently authorise up to 5 school days during an academic year if a child’s attendance is 93% or above. (September – December will be based on attendance in previous school year.)
[bookmark: _GoBack]
9. Vale Of Glamorgan-  Inclusion Team

The Inclusion Team (2022) state that ‘All children of statutory school age should receive a suitable, full time education at school or otherwise’. 

The ‘Inclusion Officer’ supports the school with referrals made for any children who are missing education or problems of persistent absentees. The inclusion team may also act as a liaison officer between school and home and the Children and Young People Services. 

Inclusion team officers will advise on matters such as the need for referral to other Local Authority (LA) teams such as: Learning Links (previously known as Vulnerable Groups team), Additional Learning Needs team (ALN), Interim and Re-engagement panel (IRP), Educational Psychology service (EPS) or support from the Engagement Service (ES).   















Monitoring Attendance Overview [From Inclusion Team] 
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10. Reduced timetables/PSPs
Reduced timetables / PSPs: 
Where a learner is not able to access a full-time school or education provision then this is documented by the school and VOG, using the process and format of a Pastoral Support Plan (PSP). PSPs are put in place for social, emotional, and mental health needs of the learner and only if in the best interest of the learner.
This document is usually a multi-agency document and process and includes the engagement and consent of the parent / carer. There would be regular reviews of the PSP where the parent/carer is in attendance. PSP’s need to be reviewed at least every two weeks and no more than six weeks. The time threshold for a PSP to be in place should be limited to six to eight weeks for actions to have taken place and the learner to be ready to return to school full time. If a PSP is unsuccessful, it needs to be withdrawn and support from the inclusion service requested.
A PSP cannot be created and continued without the signed consent of the parent /carer/ corporate parent i.e. Social worker if child looked after (CLA)

The PSP will set out the reasons why a full-time education is not able to be accessed at that time but will also set out the measures which are in place to increase the learners access to full-time education as soon as is possible. 

10. Procedure for Child Missing in Education (CME)

If a Cadoxton Primary School believes a child or family have gone missing, we will  NOT remove any child from the roll without first completing the CME checklist procedures found in the Welsh Government Guidance and then referring to the Inclusion Service for support.

Where a pupil is missing for 10 school days, the school will notify the VOG Inclusion Team on the tenth day of school absence. 

The school and the VOG Inclusion Service will then work in partnership to locate and ensure the safety of the pupil.

Procedure for potential CME - Children and Young People at Risk 
If the child is the subject of a Child Protection Plan and / or is a looked-after child, the school will notify the Social Services Key Worker within the first 24 hours of the unauthorised absence if no home contact can be made. 

Where it is otherwise suspected or known that a child or young person is at potential risk of harm, or where the school has information or reason to suspect the child has been a victim of criminal activity, the school will notify Social Care Services and / or the VOG Safeguarding Team and Police Child Protection Team immediately; and inform the VOG Inclusion Team as soon as possible afterwards.

10. Procedure for supporting Elective Home Education (EHE)
There are many reasons for parents considering EHE. Sometimes it is due to philosophical / lifestyle decision. However, there are occasions when families consider this option due to unresolved issues in school or breakdown in relationships. We are  mindful of this and the potential impact on the pupil and family, the school will work with the family and VOG Inclusion Team to help resolve these issues. 

If the school is made aware that a parent/carer is considering EHE, the school will follow the Welsh Government Guidance and contact the VOG Inclusion Team.
11. Lateness
As well as monitoring absence at Cadoxton we are also concerned that pupils develop a routine of punctuality. Morning registration takes place at 9am, children arriving after registration closes will be officially marked as late unless there are extenuating circumstances, e.g. a medical appointment. Registers will be marked as an ‘L’ if the child arrives between 9:00 and 9:30. Registers will be marked as an ‘U’ if the child arrives after 9:30. The Breaking Barriers Team will arrange a meeting with parents to identify the reason and to encourage that their children arrive in school punctually. If there is little or no response advise will be sort from the Inclusion Team. 
12. Truancy
All staff at Cadoxton are concerned with each child’s safety, welfare, and happiness. If truancy is suspected the headteacher must be informed immediately. The headteacher will then contact the parents by telephone or make a home visit and also inform the inclusion team. Parents will also be asked to bring their child to school for discussion to ascertain the reasons for truanting with a view to resolving the problem. If discussion with parents is not possible the class teacher and headteacher will talk to the child to ascertain whether or not school-related issues concern the child and are the source of the problem. If so, appropriate action will be taken. 
13. Dual Registration
Dual registered learners or learners educated at approved provisions elsewhere should have weekly mirroring systems in place and daily non-attendance flagging systems in place. 
14. Monitoring and Collating details
For both safeguarding and attainment reasons Cadoxton has a robust absence reporting and recording systems in place for ensuring that both authorised and unauthorised absences are tracked and flagged both individually and by year or cohort.  
Registers are completed on Arbor twice daily by class teachers using the most appropriate code. Unknown reasons for absence are explored as soon as possible using action flow charts in section 7.
The Breaking Barriers team (Section 18) meet weekly to monitor attendance and termly for an in-depth analysis of attendance.

Cadoxton Primary School has a designated link Governor with responsibility for attendance who liaises with the Headteacher in monitoring attendance and attends Breaking Barriers team meetings.

18. Breaking Barriers Team
The Breaking Barriers Team will be involved in discussing attendance, safeguarding, and Additional Learning Needs (ALN). This team will:
· Meet regularly to review attendance data and identify pupils at risk.
· Collaborate with parents/carers to address any barriers to attendance.
· Provide targeted support for pupils with safeguarding concerns or ALN.
· Develop and implement strategies to improve attendance and ensure pupil well-being.
Each Progression Step has a Lead LSA. 

· Progression Step 1 - Gillian Morgan 
· Progression Step 2 – Ruth Williams 
· Progression Step 3 - Sam Kirtland 

Their role will also include supporting the role of safeguarding. They will attend CLA meetings, Care and Support Planning (CASP) meetings and Core Group meetings for children known to Children and Young People's Services (CYPS) within their Progression Step. 

They will also be a point of contact for identified families and support the role of Family Engagement Officer. Lead LSAs will also address attendance concerns alongside class teachers. 

The Lead LSAs will work closely with Janet Hayward (Head Teacher) and Lucie Wardle (ALNCo) and attend weekly meetings. 

15. Reporting
Individual pupil’s attendance is available for parents to access on Arbor at any time. It is also issued to parents at the end of each term and recorded on end of year school reports. Overall attendance information will also be recorded in the Governors’ Annual Report to Parents and School Prospectus. The school identifies an annual target for attendance each year and endeavours to meet this. We endeavour to meet the Local Authority target of 92% attendance.





16. Key Codes for Attendance
The recommended codes are grouped under the following 5 statistical categories:
· present. 
· approved educational activity (treated as present).
· authorised absence.
· unauthorised absence. 
· not required to attend.

	Code Meaning
	Explanation
	Statistical Category

	/\        
	Present at registration                                                               
	Present

	L
	Late but arrived before registered closed 9:00am to 9:30am
	Present

	B
	Educated offsite (not dual registered)
	Approved educational activity

	D
	Dual registered (present at another school)
	Approved educational activity

	P
	Approved sporting activity 
	Approved educational activity

	V
	Educational visit or trip
	Approved educational activity

	C
	Other authorised circumstances 
	Authorised absence

	F
	Agreed extended family holiday
	Authorised absence

	H
	Agreed family holiday
	Authorised absence

	I
	Illness 
	Authorised absence

	M
	Medical / Dentist 
	Authorised absence

	E
	Excluded but not alternative provision made
	Authorised absence

	R
	Day set aside exclusively for religious observance
	Authorised absence

	T
	Traveller absence
	Authorised absence

	N
	No reason yet provided 
	Unauthorised absence

	O
	Other unauthorised (not covered by other codes or descriptions)
	Unauthorised absence

	G
	Family holiday not agreed
	Unauthorised absence

	U
	Late and arrived after  the register closed 9:30.
	Unauthorised absence

	X
	Untimetabled sessions for non-compulsory school age pupils
	Not required to attend

	Y
	Partial and forced closure
	Not required to attend

	Z
	Pupil not on roll yet
	Not required to attend

	#
	School closed to all pupils
	Not required to attend



17. Fixed Penalty Notice
Fixed Penalty Notice (FPN)
Penalty notices may be considered in the following circumstances: 
· Where a minimum of 10 unauthorised sessions (5 school days) have occurred in the current term (these do not need to be consecutive)
· Unauthorised absence from school due to a term time holiday* 
· Persistent lateness of more than 10 sessions in the current term i.e. arrived at school after the close of the registration period
· Where parent/carers have failed to engage with the school in attempts to improve attendance 
· Where a pupil regularly comes to the attention of the police during school hours for being absent from school without an acceptable reason

FPN formal process

· A parent/carer will receive a formal written warning notifying them that they may receive a fixed penalty notice and why
· A period of 15 days is then set to allow the parent/carer to respond. During the fifteen day period the pupil must not have any unauthorised absences from school
· If at the end of the 15 days all facts are considered to be appropriate a penalty notice will be issued via first class post.

Only one FPN will be issued to a parent in any one academic year; (except for Requests for holiday absence) but where there may be more than one poorly attending pupil in a family, notices may be issued on more than one child in that family.
There will be no restrictions on the number of times a parent may receive a formal FPN Warning and it will be at the discretion of the Inclusion Service whether to issue a notice on one or both parents/carers. 

*A FPN Request for an Unauthorised holiday may be submitted once per term; i.e. up to 3 times per academic year.

*Please note that where a school requests that a FPN be issued as a response to a period of unauthorised HOLIDAY absence, the formal warning letter and 15 day monitoring period will not apply.

A fixed penalty notice is 
£60 if paid within 28 days of receipt of the notice, 
£120 if paid after 28 days (but within 42 days of receipt). 
If the penalty is not paid in full by the end of the 42 days the local authority will either prosecute parents/carers for the offence or withdraw the notice. 
Prosecution proceedings (section 444(1) and (1A) of the Education Act 1996) will be for the offence of failing to secure attendance at school and not for non-payment of the fixed penalty fine. 
Please Note: Withdrawal of the notice will only take place in very limited circumstances

19. Review
This policy will be reviewed annually by the school's governing body to ensure its effectiveness and compliance with statutory requirements.
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