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Covid-19 pandemic
Mayville Academy will implement all DfE policies and guidelines relating to attendance during the Covid-19 pandemic. From September 2025, the expectation is that all pupils will attend school and the Pupil Attendance Policy will be reinstated and implemented.

If parents or students have concerns about attendance during the pandemic, they should speak to the school office in the first instance. The school’s risk assessment refers to attendance and the steps that the school will take to promote attendance at the current time.

STATEMENT OF INTENT
Mayville Academy aims to encourage and support all pupils to achieve excellent standards of attendance and punctuality.
This is so that:
· All pupils can take full advantage of the educational opportunities available to them in the school.
· Children are able to create and maintain good relationships with other pupils and adults within the school community, thus developing their social skills and enhancing their emotional wellbeing.
· The school is able to effectively safeguard all members of the school community.
· Pupils learn good attendance and punctuality habits which will enable them to be successful in secondary and further education and in the workplace.
RIGHTS, ROLES AND RESPONSIBILITIES PARENTS
RIGHTS
· Parents have the right to be kept fully informed of their child’s attendance/ punctuality record
· Parents can expect support from the school if they are finding it difficult to get their child to attend regularly or be on time.
RESPONSIBILITIES
· Parents have a legal responsibility to ensure that their children attend school regularly and on time.
· Parents are also responsible for contacting the school, by telephone, letter or in person, to report their child’s absence and the reason for it. This should be done on the first day of absence.
· Parents must ensure that all holidays are taken during school holiday periods and not in term time.
· Parents must ensure that all contact details are kept up to date.
MAYVILLE ACADEMY
THE SCHOOL HAS A RESPONSIBILITY TO:
· Maintain clear records of attendance and punctuality and investigate any unexplained absenteeism.
· Encourage, support and reward high standards of attendance and punctuality throughout the school.
· Work closely with parents to support them with any difficulties they may have relating to attendance or punctuality.
· Refer any issues relating to attendance and punctuality that give cause for concern to the Education Welfare Service.
· Refer any unauthorised term time holidays to the Education Welfare Service, with a view to issuing a fixed penalty notice.
KEY STAFF
· The Headteacher has overall responsibility for school attendance.
· The school Attendance Officer maintains all records and is the first point of contact for parents in relation to attendance and punctuality.
· The school has a designated Education Welfare Officer who is not based at the school but who visits regularly. The EWO may also conduct home visits.
REGISTRATION
WHY DO WE REGISTER?
Registers are legal documents and schools are required to call the register twice a day.
If a child is persistently absent, or persistently late after the registers have closed, the adult with parental  responsibility  can  be  prosecuted  under  Section 444 of the 1996 Education Act. If this were to happen, the attendance register would be required in court as the main source of evidence.
Registers are also important for health and safety reasons. If the school has to evacuate the building, the attendance register enables school staff to account for everyone present that day.
Registers also enable the school to safeguard the well-being of pupils, particularly if they travel to and from school independently.
THE REGISTRATION PROCESS
· School starts at 8.50am KS1/KS2 until 3.20pm.
· Foundation Stage starts at 9.15am until 3.15pm.
· Nursery AM Session starts at 9.00am until 12.00pm.
· Nursery PM Session starts at 12.30pm until 3.30pm.
· The school has a Breakfast Club which starts at 7:30am for parents / carers who require childcare in the mornings. A member of staff will be on duty in the playground from 8.50am.
· The children are expected to enter the playground through the gates on Mayville Road and line up with their class when the teacher on duty blows the whistle.
· Children arriving to school later than 8.55am will not be able to enter the school through the gates on Mayville Road and will need to come to the main office. There, they will meet the Attendance Officer who will ask for an explanation.
· If children arrive in school after 9.20am they must sign in at the school office. The register will record an unauthorised absence for the session. This will mean that although the child is in school they will miss their registration mark for that session. This will affect their overall attendance percentage.
· The register is called again after the lunchtime break, at 1.15pm.
FIRST DAY CALLING
· In order to safeguard all children, the Attendance Officer will contact the parents/guardians of all pupils who are absent each day and for whom no message has been received, via the school text messaging service or email.
· This practice enables us to ensure that all children are safe and that the register can be coded correctly.
· This safeguarding practice can only be effective if the school has up-to- date contact details for those with parental responsibility for each child. Therefore it is essential that parents/guardians ensure the school has the information it needs to carry out its role effectively.
AUTHORISED AND UNAUTHORISED ABSENCE
In every instance when a child is absent from school, the school makes a decision as to whether the absence is authorised or unauthorised.
A letter from home explaining an absence does not necessarily mean that it is authorised by the school.
EXAMPLES OF ABSENCES THAT THE SCHOOL WILL AUTHORISE INCLUDE:
· Sickness
· Unavoidable medical appointments
· Days of religious observance - up to a maximum of 3 days per academic year.
· Interviews or entrance exams for secondary schools
· Exceptional Circumstances – up to a maximum of 3 days – as authorised by the Head Teacher.
EXAMPLES OF ABSENCES WHICH THE SCHOOL WILL NOT AUTHORISE INCLUDE:
· Shopping for new school shoes
· Birthday treats
· Waiting in for the gas man
· Holidays taken in term time
· Having your hair done for a special occasion!
TAKING CHILDREN OFF THE SCHOOL ROLL
Extended periods of absence could result in a child’s name being taken off the school roll and the place filled by a child on the school’s waiting list.
The school may remove names from the school roll at the direction of the school’s designated Education Welfare Officer.
LEAVING THE SITE DURING THE SCHOOL DAY
Parents must inform the school in advance if they need to take their child out of school to attend an appointment, interview or educational activity at another venue.
It is expected that appointments other than emergency ones are booked outside of school time where possible.
The school does not permit pupils to leave school grounds until a parent or carer has signed them out at the school office.
Other than in an emergency, a letter or an appointment card must be presented at the office or a phone call made in order for the school to be able to authorise the absence.
THE SCHOOL WILL NOT AUTHORISE EARLY COLLECTION FOR REASONS SUCH AS:
· Seeing someone off or collecting them from the airport
· Going on holiday early
· Going to birthday parties, weddings and other celebrations
If the child is returning from an appointment in time to take a school lunch, this must be booked before 10.30am that day.
Children returning to the school must report to the office to be signed in before they return to class.
MONITORING ATTENDANCE AND PUNCTUALITY
The Attendance Officer analyses the attendance data weekly to identify pupils falling below 95% attendance, emerging patterns of absence or lateness.
Parents are kept regularly informed of any relevant attendance and punctuality concerns the school may have.
As a result of this monitoring, individual cases will be referred to the Education Welfare Officer.
The Headteacher provides the Board of Trustees with a termly report on attendance and punctuality.
The school provides the Local Authority with attendance data on a half termly basis and the Department of Education on an annual basis.
PROMOTING AND REWARDING HIGH STANDARDS OF ATTENDANCE AND PUNCTUALITY
Mayville Academy works hard to promote and reward good attendance and punctuality.  Strategies include:
· Regularly reviewing the curriculum to ensure that it is exciting and stimulating making pupils eager to come to school.
· Maintaining a display next to the school hall which shows how each class is doing against the school’s attendance target.
· Presenting an attendance trophy each week in Achievement Assembly and publishing the trophy winners in the weekly newsletter.
· Presenting individual awards to those pupils who achieve 100% attendance over each term and those who have greatly improved their attendance/punctuality.
· Including guidance, advice and information about attendance and punctuality on a regular basis in newsletters.
· Reporting on a child’s attendance and punctuality at each parents’ evening and in the end of year written report to parents.
· Sending letters to the parents/ guardians of all pupils whose attendance falls below 95% in order to alert them of this downward attendance trend.
· Holding well-structured meetings with parents / guardians and the Education Welfare Officer to support improved attendance and any returns to school following extended periods of absence.
This policy was approved by the Board of Trustees of Mayville Academy on:
Date
..............................................................................................
Signed ...............................................................................................
(Chair of Trustees)
APPENDIX 1 - GUIDANCE TO STAFF ON ATTENDANCE AND PUNCTUALITY MATTERS
1) The role of SEAL and PHSE in securing good attendance and punctuality
To promote good attendance and punctuality, school staff should;-
· Regularly review the curriculum offered in an attempt to make it as topical, exciting and fun as possible so that pupils want to come to school and join in.
· Work hard to create a welcoming and positive school ethos where children feel safe, settled and valued.
2) The roles and responsibilities of class teachers and TAs
The member of staff in charge of the class at the beginning of each session should;-
· Call the register promptly and any absence notes are returned to the office.
· Mark children present as long as they arrive before the calling of the register has been completed.
· Communicate any concerns or observations about emerging patterns of absence or lateness to the DSL.
· Apply this policy consistently and fairly to all members of the school community.
· Reflect high standards in their own attendance and punctuality practice.
3) Confidentiality
· Issues surrounding attendance and punctuality can sometimes be of a sensitive or distressing nature. All school staff should maintain the highest level of confidentiality when dealing with such issues.
Appendix 2 - Parents Consultations
Mayville Academy aims to encourage and support all pupils to achieve excellent standards of attendance and punctuality. We recognise it is important to report on a child’s attendance and punctuality at each parents’ consultation meeting. Your child’s class teacher will inform you of your child’s attendance and punctuality details.
REMEMBER...
· A year has 365 days, 52 weeks and 12 months
· A school year has 195 days, 39 weeks and six terms
· Six days in each school year are training days for teachers (INSET days)
· Pupils attend school therefore for 190 days
· A school day is divided into two sessions. A pupil therefore should attend for 380 sessions
REMINDER...
	· 1 day off
	=
	99.5% attendance

	· 10 days off
	=
	94.7% attendance

	· 20 days off
	=
	90% attendance (4 whole weeks off school)
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