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Cluster Attendance Policy  -  Autumn 2016
In response to the RCT “Attendance and Wellbeing Service” (AWS) framework a “Rhondda Fach Attendance Cluster” has been formed which consists of the Rhondda Fach Primaries and the Secondary school.  Within this Cluster it has been agreed to standardise our approach to reducing pupil absence/punctuality. Agreement has been reached regarding the following aspects of school attendance/punctuality.  

Occasional days off/parental condoned absences

We expect you to make sure that your child attends school every day during term time, as long as they are fit and healthy enough to do so.

The schools are open to pupils for 190 days of the year, which leaves 175 non-school days a year (including school holidays and weekends) for families to spend time together and undertake routine appointments.

The following reasons are not acceptable for taking your child out school:

· to look after siblings

· shopping trips

· days off for birthdays

· to visit relatives

· sleeping in

· arriving late for school

· minding the house

· to go on day trips

There will be days when your child cannot attend school.

For every day your child is absent, you must inform the school before 9:30am. The school will decide whether to authorise the absence. Your child’s school can only authorise an absence if:

· your child is too ill to attend school

· they have a dental or medical appointment

· there is a bereavement of a relative

· there is a need for religious observance

Scope of this Document

This document addresses standardised procedures in respect of:-

· Absence Letters 1 and 2

· Punctuality Letters 1 and 2

· Attendance and Wellbeing Service (AWS) Referrals

· Holidays during Term Time

Absence Letters 1 and 2

Absence Letter 1

The AWS framework has provided template letters to be sent to Parents/Guardians in response to low levels of pupil attendance. Absence Letter 1, serves to outline and inform the expectations and importance of excellent attendance to Parents and Guardians. The letter will include details of the individual pupil’s current attendance level, and the school contact number to access guidance and support.

· From January 2017, pupils with below school target attendance will receive an Absence Letter 1 a.

· From January 2017, pupils with below 90% attendance will receive an Absence Letter 1 b.

· The individual pupil attendance will then be closely monitored over a six week period.

· If the attendance improves an “Improvement Letter” will be sent  home, congratulating the improvement made in respect of attendance.

· If no improvement is made over this period an Absence Letter 2 will be sent to Parents/Guardians.

Absence Letter 2

Absence Letter 2 will contain current pupil attendance details, and also request that Parents/Guardians contact the school. A meeting at the school will be required, to discuss specific pupil attendance and discuss a way forward with Parents/Guardians, the pupil  (as appropriate)and the school.  

· Parents /Guardians need to respond to Absence Letter 2 and be party to the plan to improve attendance.

· If attendance improves to above 90%, an “Improvement Letter” will be sent home celebrating this achievement, and reinforcing the importance of excellent attendance.

· If no improvement is made or sufficient evidence is not provided over the agreed period, an AWS Referral may be made at the discretion of the Head Teacher.  This may also be the case if parent/guardian does not attend meeting. Please note that this could result in a FPN (Fixed Penalty Notice) being issued by the LA.

Punctuality Letters 1 and 2

Punctuality Letter 1

Poor punctuality can have a severe negative impact on your child’s progress. Getting a “Good Start” to the day serves to settle the pupil and involve them in planned school activities from the outset. Poor punctuality will lead to your child missing out on the beginning of lessons, missing vital instruction and context. Often these pupils find it difficult to catch up or engage in lessons which have begun. Late pupils also cause disruption to classes which are engaged in teaching and learning activities.  Punctuality Letter 1 will be used by the Cluster to inform Parents/Guardians of the need for pupils to be on time. The Cluster has agreed that:-

· Pupils who are late will be required to sign a “Late Book.”

· If pupils are late more than five (5) occasions over any half term a Punctuality Letter1 will be sent to Parents/Guardians.

· If no improvement, a Punctuality Letter 2 will be sent to Parents/Guardians. 

Punctuality Letter 2

Punctuality Letter 2 will require the Parents/Guardians to attend the school to discuss the issue, and discuss a way forward to improve the punctuality.
· If no improvement is made over the agreed period, an AWS Referral regarding poor punctuality will be made at the discretion of the Head Teacher. This could result in a FPN being issued by the LA.
Attendance and Wellbeing Service (AWS) Referral

The AWS are directed by RCT to respond to any referral made regarding pupil wellbeing and or attendance. This service works in close conjunction with schools and supporting bodies. Pupils with poor attendance/punctuality will be referred to the AWS. Involvement with the AWS could lead to court action.  AWS Referrals can be made when:-

· No improvement is made following the Absence / Punctuality Letter 2, in respects of the way forward  agreed at the school.

· If a pupil is absent for more than five (5) consecutive days without Parent/Guardian contact. 

· If a child is on the Child Protection Register and is absent for 1 day without Parent/Guardian contact.

Holiday during Term Time

Taking holidays within term time can significantly reduce the progress which pupils make. Please carefully consider the impact for your child before making any such decisions or commitments.  There is no automatic right to withdraw pupils from school during term time for holidays. Parents/Guardians wishing to do so must adhere to the following conditions:-

· Parents/Guardians intending to take pupils out of school during term time must apply in advance to the Head Teacher and Link Governor/Chair Person for permission, using the “Holiday within Term Time” Cluster application form.

· All holidays need to be requested, as those holidays not requested, will result in a “0” code. Five days of a “0” code could lead to a referral to the AWS service and may trigger a FPN.
· If a holiday is requested and permission is not authorised a “G” code will be recorded.  A maximum of 10 days only in an academic year of a “G” code can be allocated.  Any additional days of a holiday  will be recorded as a “0”. Ten (10) “0” codes in a term could result in a FPN being issued.

· Twenty one (21) days advanced notice will be required before permission can be considered.

· Authorisation will only be given in the following 3 circumstances:-
1.  families of serving armed forces personnel (parents) who are to be deployed
2. parent or child experiencing a life-limiting illness

3. families that have suffered an acute trauma

· Each application will be recorded by the school, and the original application form retained for future reference.

