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The Governors and staff of Ashfield Primary School are committed, in partnership with the parents, pupils and Leeds LEA, to building a school which raises attainment and accelerates progress both in the education and social welfare of every child.

We believe that all pupils require maximum school attendance to achieve their full potential and increase opportunities in later life. We are committed to ensuring the right to attend school of each pupil is safeguarded.

To achieve this we will proactively encourage parents/carers to ensure that the children in their care achieve maximum possible attendance and that any problems that prevent full attendance are identified and acted on promptly.

The Governors and staff of Ashfield Primary School Expectations
We expect that all pupils will:

· attend school regularly;

· attend school punctually;

· attend school appropriately prepared for the day;

· discuss promptly with their class teacher, learning mentor or headteacher, any problems that deter them from arriving punctually at school.

We expect that all parents/carers/people who have day to day responsibility for the children will:

· encourage maximum school attendance and be aware of their legal responsibilities;

· ensure that the child/children in their care arrive at school punctually, prepared for the school day;

· ensure that they contact the school whenever the child/children are unable to attend school due to illness (on the first day of the child’s absence) by 9.15am.
· contact the school promptly whenever any other problem occurs that may keep the child away from school. This ensures that both school and carers know that children are safe.

We expect that school staff will:

· keep regular and accurate records of attendance for all pupils, daily;

· to ensure records of attendance are returned to the office by 9.15 am and 1.30pm;

· monitor every pupil’s attendance;




· contact parents by 9.30am when a pupil fails to attend where no message has been received to explain the absence;

· follow up all unexplained absences to ensure children are safe and obtain notes authorising the absence;

· encourage and reward good attendance;

· provide a welcoming atmosphere for children;

· provide a safe learning environment;

· provide a sympathetic response to any pupil’s concerns

· consider potential safeguarding concerns relating to the absence and refer these to designated child protection staff 

· make initial enquiries of parents/carers of pupils who are not attending regularly, express their concern   and clarify the school’s and Leeds LEA’s expectations with regard to regular school attendance;

· refer irregular or unjustified patterns of attendance to the Attendance Improvement Officer; (in accordance with the 5 stage process for managing irregular attendance). Parents may be fined if their children do not attend appropriately.
We expect that Governors will

· agree and adopt an Attendance and Punctuality Policy and ensure that attendance is prioritised within the school community;

· ensure that the registration procedures are carried out efficiently and that appropriate resources are provided;

· require the headteacher to report Attendance and Punctuality at each Governing Body meeting and to discuss relevant issues;

· set aspirational annual attendance and absence targets in conjunction with Family of Schools
· to regularly monitor progress towards attendance targets set in school and half termly/termly  DfE returns.

· to review the attendance policy annually 

Holidays

The school holiday dates are published a year in advance and we strongly advise parents/carers to book their family holidays during the school holidays. 

The Governors and staff of Ashfield  Primary School acknowledge that parents do not have the automatic right to remove their child from school for the purpose of a  holiday. If a holiday in term time is for exceptional circumstances, a holiday form must be completed prior to the holiday. This can be obtained from the school office. The headteacher will then decide whether or not to authorise the absences. If unsure the headteacher will ask for advice from cluster headteacher colleagues. The Governors and staff of Ashfield Primary School have designated responsibility to the headteacher to grant leave.
 A school year runs from 1st September to 31st July 

The headteacher will decide whether or not to authorise the absence having considered the reason and whether it falls in to the category of exceptional circumstances. If a parent decides to take their children out of school without permission, they could be subject to a fine.
All Primary and Secondary schools in Otley follow the agreed procedures.

 Child Missing Education 

What is meant by Children Missing Education? 

Children Missing Education (CME) are children of compulsory school age who are not on a school roll and who are not receiving a suitable education otherwise (e.g. privately, electively home educated (EHE) or in alternative provision). CME is different to children missing or absent from home or care, however, in a small number of cases this may also apply.

We need to identify Children Missing Education to ensure that every child and young person has the opportunity to fulfil their potential and that they receive the universal services to which they are entitled to. We also need to make sure that they do not ‘slip through the net’ and stay safe from harm. Children Missing Education can be linked to (but not always) concerns about safeguarding, health, domestic violence, forced marriage, child sexual exploitation, child trafficking, female genital mutilation or behavioural issues. The law requires us to know where all children are and what school they attend even if they have left the country. Clause 4 of the Education and Inspections Act 2006 places a duty on the local authority to identify children missing education and a new section 436A of the Education Act 1996 (school attendance) requires all local authorities to make arrangements to establish (so far as is possible to do so) the identities of children in their area who are not receiving a ‘suitable education’.

It is the responsibility of school to act when they are aware of or believe that a child is missing from education. 

Actions Necessary:

1. Reasonable enquiries should be made in the first instance and as much basic information should be collated as possible including names, addresses, contact details, emails, details of other family members, friends etc. before the Children Missing Education Team in the local authority is notified. 

2. Schools should act quickly to make all reasonable enquiries to try and ascertain the child’s whereabouts to prevent the child becoming CME. 

3. If the child’s whereabouts are still unknown, the school should complete a Child Missing Education referral form and email to the CME Team within four weeks of being aware that the child is missing from school. Schools should include information about any specific concerns they might have about the child. 

4. Parents must tell the school if they no longer need the child’s school place (whether leaving the school, local area or the UK), even if leaving for a short period of the time.

Who are the key contacts? 

Children Missing Education Officer mike.belford@leeds.gov.uk Tel: 07891 272301 

Children Missing Education Officer tina.sinclair@leeds.gov.uk Tel: 07891 270313 

Notifications and referral forms should be sent by email to: cme@leeds.gov.uk 

Enquiries to the email address or the CME helpline Tel: 0113 3789686

Appendices:

· Pupil Movement Form

· CME Referral Form

· CME referral form guidance
Covid Addendum

Children should not attend school if they display symptoms of Covid 19: a new continuous cough, a high temperature or loss of taste or smell. If testing positive they should isolate for 3 days.
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