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Attendance Policy

Introduction

It is the aim of Stafford International School that pupils should enjoy learning, experience
success and realise their full potential. Our Attendance Policy reflects this and recognises
that regular attendance has a positive effect on the motivation and attainment of pupils.

Any absence affects the pattern of a child’s schooling and regular absence may seriously
affect their learning.

Aims

Our school aims to meet its obligations with regard to school attendance by promoting
good attendance; ensuring every pupil has access to the full-time education to which they
are entitled; and acting early to address patterns of absence.

This policy sets out our school'’s position on attendance and details the procedures that all
parents must follow to report their child absent from school. It is vital that children
develop regular attendance habits at an early age. If the child is unable to attend the
school for any reason, the parent should inform the school of the reason on the first day of
absence. If the school is concerned about a pupil’'s attendance for any reason, we will
contact the parent to discuss the matter, in the first instance.

Education law defines parents as: all natural parents, whether they are married or not; any
person who has parental responsibility for a child or young person; and any person who
has care of a child or young person i.e. lives with and looks after the child. In this policy
the term ‘parent’ includes parents and carers.

Attendance Policy & Procedures

We want our pupils to attend school every day, unless they are really not well enough to.
We believe that children who attend school regularly are more likely to feel settled in
school, maintain friendships, keep up with their learning and gain the greatest benefit from
their education. We want all our pupils to enjoy school, grow up to become emotionally
resilient, confident and competent adults who are able to realise their full potential.
Regular attendance and punctuality is essential in the workplace and children who are
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used to attending school on time, and on every occasion unless they are too unwell to
attend, will be better prepared for the attendance expectations in the workplace.

We believe that one of the most important factors in promoting good attendance is the
development of positive attitudes towards school. To this end, we strive to make our
school a happy and rewarding experience for all children, and to foster positive and
mutually respectful relationships with parents.

By promoting good attendance and punctuality we aim to:

* Make good attendance and punctuality a priority for all those involved in the school
community

* Raise our pupils’ awareness of the importance of good attendance and punctuality
* Provide support, advice and guidelines to parents, pupils and staff
* Work in partnership with parents

* Celebrate and reward good attendance and punctuality

Effects of non-attendance

The table below indicates how what might seem like just a few days absence can result in
children missing a significant number of lessons.

Attendance during Days lost in a year | Which is Approximate

school year approximately number of lessons
missed

95% 9.5 Days 2 Weeks 50 Lessons

90% 19 Days 4 Weeks 100 Lessons

Safeguarding and Attendance

Our school will monitor trends and patterns of absence for all pupils as a part of our
standard procedures. However, we are aware that sudden or gradual changes in a pupil’s
attendance may indicate additional or more extreme safeguarding issues.

Our pupils must arrive by 7.30 am on each school day.
Our morning register is taken at 7.30-7.35 am and will be kept open until 8:00am

A pupil who arrives late but before the register has closed will be marked as late (L) —
which counts as present.
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If the pupil is late arriving due to a valid reason such as an unavoidable medical
appointment, the absence will be authorised. If the pupil is late for no good reason they
will be marked with the unauthorised absence code ‘Late after registers close’ (U).

Effects of Late Arrival at School

When a child arrives late to school, they miss important events like assembly, teacher
instructions and introductions. Children often also feel embarrassed at having to enter the
classroom late.

The table below indicates how frequent lateness can add up to a considerable amount of
learning being lost. This can seriously disadvantage children and disrupt the learning of
others.

Minutes late per Day Equates to Days of Which means this number
Teaching Lost in one Year | of lessons missed

5 mins 3 Days 15 Lessons
10 mins 6 Days 30 Lessons
15 mins 9 Days 45 Lessons

Authorised Absence

‘Authorised absence’ means that the school has either given approval in advance for a
pupil of compulsory school age to be away from the school, or has accepted an
explanation offered afterwards as justification for absence.

The following information outlines the main circumstances where absence may be
authorised by the school:

lliness

In most cases, absences for illness which are reported by following the school’s absence
reporting procedures will be authorised. That is unless the school has a genuine concern
about the authenticity of the illness. If the authenticity of the illness is in doubt, the school
may ask the parent to provide medical evidence, such as a prescription, appointment card,
or other appropriate form of evidence.

We will not ask for medical evidence unnecessarily. In some instances the school may ask
the parent to obtain a letter from a GP, or the school may seek parental permission to
contact the pupil’s GP directly. If the school is not satisfied about the authenticity of the
iliness, the absence will be recorded as unauthorised.

Where a pupil has a high level and/or frequency of absence, the school may require
medical evidence of some description in order to authorise any future medical absences. If
this is the case, the school will make the parent/s aware of this expectation in advance.
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The reporting of absence due to illness remains the responsibility of the parent.

Absences due to illness which have not been reported to the school by the parent on the
first day of absence may not be authorised.

Parents should telephone the school by 8:15am on the first day of absence.

If a child is absent for more than one day, the parent should contact the school each day
to provide an update on the child’s condition, unless otherwise agreed by the school.

Mental Health and Wellbeing

Parents who have concerns about their child’s mental wellbeing can contact our school’s
Counsellor for further information on the support available.

If a pupil needs to be sent home due to illness, this should be by agreement with an
appropriately authorised member of school staff. In such circumstances, the pupil must be
collected from the school office by a parent or another authorised adult, and signed out in
the ‘signing out’ book. No pupil will be allowed to leave the school site without parental
confirmation.

Medical/Dental Appointments

Parents should try to make appointments outside of school hours wherever possible.
Where appointments during school time are unavoidable, the pupil should only be out of
school for the minimum amount of time necessary for the appointment. It is not acceptable
for a child to miss a whole day’s schooling for an appointment, unless absolutely
necessary, in which case the school will need an explanation as to why this is.

If a pupil must attend a medical appointment during the school day, they must be collected
from the school office by the parent or another authorised adult, and signed out in the
‘signing out’ book. No pupil will be allowed to leave the school site without parental
confirmation.

Advance notice is required for medical or dental appointments, unless it's an emergency
appointment, and must be supported by providing the school with sight, or a copy of, the
appointment card or letter — only then will the absence be authorised.

Religious Observance

Our school acknowledges the multi-faith nature of the school community and recognises
that on some occasions, religious festivals may fall outside of school holidays or weekends.
In accordance with the law, the school will authorise one day’s absence for a day
exclusively set apart for religious observance by the religious body to which the parent
belongs. Should any additional days be taken, these will be recorded in the register as
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unauthorised absence. If necessary, the school will seek advice from the parents’ religious
body, to confirm whether the day is set apart.

Exclusions

If the school decides to send a pupil home due to their behaviour, this will be recorded as
an Exclusion. Any exclusion must be agreed by the Principal.

Rewarding Good and Improved Attendance

Good attendance is promoted through PSHE lessons and Assemblies. Attendance figures
and the importance of good attendance and punctuality is shared with parents through our
school newsletter.

Leave of Absence Requests — ‘Exceptional Circumstances’

Only exceptional circumstances warrant an authorised leave of absence. The school will
consider each application individually, taking into account the specific facts and
circumstances and relevant background context behind the request. The request must be
made by the parent with whom the child normally lives, and permission must be sought in
advance. The school will not grant leave of absence unless there are exceptional
circumstances. The school must be satisfied that there are exceptional circumstances,
based on the individual facts and circumstances of the case; following consultation with
other staff as required, including the Designated Safeguarding Lead. Where a leave of
absence is granted, the school will determine the number of days the pupil can be away
from school. A leave of absence is granted entirely at the Principal’s discretion.

Circumstances which could be authorised include significant family emergencies or
funerals. However, parents will also be aware that, wherever possible, it can be better for
children to continue to attend school normally during difficult family times. Parents should
complete a Leave of Absence Request form which is available from the school. The request
should be submitted as soon as it is anticipated; and wherever possible, at least four
weeks before the absence. Although such absence may be unauthorised, it is better that
we know your child is safe, rather than missing. Please be aware that you may be required
to provide us with additional evidence in order to support your request.

Unauthorised Absence

Unauthorised absence is where a school is not satisfied with the reasons given for the
absence. Absence will be unauthorised if a pupil is absent from school without the
permission of the school. Whilst parents can provide explanations for absences, it is the
school’s decision whether to authorise the absence or not.

Unauthorised absence includes:
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» Absences which have never been properly explained

* Pupils who arrive at school too late to get a mark

* Shopping

* Birthdays

» Waiting at home for a washing machine to be mended, or a parcel to be delivered
* Day trips

* Long weekends and holidays in term time (unless very exceptional circumstances are
agreed in writing, in advance by the school)

* In the case of term time leave - if a pupil is kept away from school longer than was
agreed, the additional absence is unauthorised

Approved Educational Activity (AEA)

When pupils are attending educational activities off the school site that have been
approved by the school, the register will be marked to show this is the case. If a pupil is
attending an alternative education provider such as another school, for part or all of their
education, our school will make arrangements for the pupil to be dual registered at the
other setting and mark our registers accordingly.

Recording Information on Attendance and Reasons for Absence

The school will record reasons for absence using the school data system HUBmis. Office
staff will include as much detail as needed. If a phone call is made home then the time and
details of phone call and any details of messages left will be recorded.
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