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1. 
Introduction


Clackmannanshire Council is committed to working with parents, children and other stakeholders to ensure that, wherever possible, all children enrolled at its schools receive an education that maximises the opportunity for every child to achieve his / her full potential.


Staff in schools, the Authority and in school support services will work with pupils and families to ensure that each pupil attends regularly and punctually.


All children are likely to be absent from or late to school at some time in their school career. However, persistent poor attendance and poor punctuality is disruptive to the individual and to the work of the class and may be an early warning of other difficulties. Where there are genuine reasons for absence, the Authority will work with stakeholders to ensure that the child’s education is provided by means other than school attendance.


Aims of the Policy and Guidelines

· To improve overall attendance of pupils at school

· To make good attendance and punctuality a priority for all those associated with schools including parents / carers, pupils and teachers.

· To provide a framework defining respective roles and responsibilities of stakeholders that ensures consistency in dealing with issues of attendance and absence.

· To ensure the accurate recording of attendance and absence in accordance with SEED guidance, thereby promoting the gathering and analysis of reliable attendance related data.

2.
Legal Framework

2.1
Parental Duty

Under Section 30 of the Education (Scotland) Act 1980


‘It shall be the duty of the parent of every child of school age to provide efficient education for him suitable of his age, ability and aptitude either by causing him to attend public school regularly or by other means’.


Parents / carers have a legal duty to secure an efficient education for any child of statutory school age for whom they are responsible. Most parents / carers seek to do this by enrolling the child in a Local Authority managed school.

2.2
“Reasonable Excuse”

Under Section 35 of the Education (Scotland) Act 1980, non-attendance at school without reasonable excuse is an offence.

1.
‘Where the child is of school age…… On one or more occasions fails without reasonable excuse to attend regularly then his parents shall be guilty of an offence against this section.

2)
For the purposes of this section, a child who has been required to discontinue, for any period, his attendance at school on account of his parent’s refusal or failure to comply with rules, regulations or disciplinary requirements of the school, shall, unless a court otherwise determine, be deemed to have failed without reasonable excuse to attend regularly at school.


Under the Act reasonable excuse is defined as:

1) ‘There is no school within walking distance of the child’s home and the education authority has not provided transport or other appropriate arrangements to enable the child to attend school regularly’.  

If as a result of his parents placing request the child has been admitted to a school that is more than walking distance from his home, the authority has no obligation to provide transport.  Lack of school transport in these circumstances would not be a reasonable excuse.


2)
‘The child has been ill and therefore unable to attend school’.


3)
‘There are other circumstances which in the opinion of the education authority or the court afford a reasonable excuse’.

2.3
Pupil Records and Recording of Absence


Every school is required to keep an attendance register of every pupil (The Schools General (Scotland) Regulations 1975).  It is the information from this record that constitutes the certificate of attendance presented in court proceedings.  It is also evidence provided to the Children’s Reporter and may constitute grounds for compulsory measures of supervision. It is therefore very important that registers are completed accurately and timeously.


Scottish Executive Education Department (SEED) Circular 5/03 (as amended) gives specific guidance to schools and education authorities on the categorisation of pupil absences for recording purposes.  


Every absence is categorised as either authorised or unauthorised. Schools are required to submit data on authorised and unauthorised absence to the Scottish Executive on an annual basis. The Scottish Executive publishes this data annually and the information must be made available to parents via the school handbook.

Accurate and timely recording of attendance and absence is a prime responsibility of schools. As well as being a legal obligation, such records are used in the generation of management information, in the event of legal action against parents / carers and in ensuring the safety and well-being of pupils.



The School Pupil Records (Scotland) Regulations 1990 gives parents and pupils over the age of sixteen, access to their Pupil Progress Record (PPR).  


Copies of all relevant information, notes / minutes of meetings, referrals, records, references, reports and correspondence, including those relating to non-attendance and truancy from school, must be retained in the Pupil Progress Record. There is no requirement to retain parental notes of explanation for absence after the pupil attendance record has been correctly amended in the school’s MIS.


Legislation relating to access to third party information, for example the contents of Social Work Reports, Health Service reports may not be disclosed or discussed without the express written permission of the report writer.  The only exception to this is where the school is completing a report for the Children’s Reporter, and the relevant information from such reports must be included in the report to the Children’s Reporter.

2.4
Medical absences


In circumstances where a parent claims that their child is absent for medical reasons and there is concern about either the authenticity of these claims or the number of such absences;


1)
the school may request the permission of the parent to allow a medical examination by the Community Paediatrician from the Area Community Child Healthcare Department. This would normally occur where there is concern about the pattern of medical absences.


2)
the Attendance Committee may require the parent to permit the child a medical examination by the Community Paediatrician.


Failure to give consent for such an examination is an offence against section 42(3) of the Education (Scotland) Act 1980, and may be evidence in establishing a ground for referral to the Children’s Reporter under the terms of the Children (Scotland) Act 1995 Section 52.


Section 40 of the Standards in Scotland’s Schools etc Act 2000 requires education authorities to make special arrangements for sick pupils to receive education elsewhere than at an education establishment, if a pupil is deemed unable to attend school due to prolonged ill health.  Headteachers should contact the Quality Improvement Officer (Additional Support Needs) at Lime Tree House for further information and assistance.
2.5
Reason for Absence


Section 36 of the Education (Scotland) 1980 Act lays a duty on the Education Authority to require the parent / carer to explain the reason for the absence of the child from school.  That is, the parent / carer can be summonsed to an Attendance Committee meeting to explain the absence.  

2.7
Referral and Other Sanctions


Failure to attend school regularly ‘without reasonable excuse’ is a ground for referral to the Children’s Reporter under the terms of the Children (Scotland) Act 1995 Section 52 (2)(h).  Employees of the education authority have a duty to refer a child to the Children’s Reporter in relation to the child’s unauthorised absences or truancy, if they consider the child may need compulsory measures of supervision.


Failure to ensure that their child attends school regularly can result in the Attendance Committee referring the parent to the Sheriff Court and the parent being prosecuted (Section 43 Education (Scotland) Act 1980).  A certificate of attendance signed by the headteacher shall be regarded as evidence in Sheriff Court proceedings (Section 86(c) Education (Scotland) Act 1980).  If convicted, the parent will be liable to a maximum fine of £1000 or a term of imprisonment, or both.

3.
Other Agencies

3.1
The Children’s Reporter


The role and duties of the Children’s Reporter are set out in The Children (Scotland) Act 1995.


The Children’s Reporter is a key person in relation to matters regarding the welfare of the child.  In effect, the Children’s Reporter acts as the ‘gatekeeper’ to the Children’s Panel system. The Reporter makes decisions as to whether a child is in need of compulsory measures of supervision and should attend a Children’s Hearing.


Where the school has concerns relating to a child’s unauthorised absences, truancy or welfare, these concerns must be discussed with the Children’s Reporter as soon as possible.  In the first instance this consultation would normally be by telephone.


The procedures and forms for making a referral to the Children’s Reporter are available in schools.

3.2
Social Work Services


The role and duties of the Social Work Services are primarily set out in the Children (Scotland) Act 1995.

3.2.1
Pupils who are “Looked after” or “Looked after and accommodated”


Where a child is looked after or looked after and accommodated or where there is social work involvement on a voluntary basis, the allocated social worker must be informed at once of any concerns relating to the child, including non-attendance and truancy from school.


In addressing issues of non-attendance at school, particular attention must be given to children who are looked after with a condition of attendance at school.


The allocated social worker must be invited to all meetings to discuss the concerns and possible support strategies to be implemented.


Where a Children’s Hearing has made the decision that a child be looked after or looked after and accommodated and, despite supports being put in place, there continue to be concerns regarding the non-attendance or truancy of the child, the school should discuss the possibility of a request for a Review Hearing with the allocated social worker.


The parent / carer of a looked after child must not be referred to the Attendance Committee without prior discussion and agreement with the allocated social worker.


Where there is agreement that the parent of a looked after child be referred to the Attendance Committee the school must:

· clearly indicate the child’s looked after status in the report to the Attendance Committee.

· where the social worker is unable to attend in person, provide a summary update from the allocated social worker in the report to the Attendance Committee.

3.2.2
Voluntary Social Work Involvement


Where the child has a voluntary involvement with Social Work Services, and there is agreement that the parent be referred to the Attendance Committee, the school must:

· clearly indicate the involvement of Social Work Services in the report to the Attendance Committee

· where the social worker is unable to attend in person, provide a summary update from the allocated social worker in the report to the Attendance Committee.


Where there are concerns regarding the welfare of a child, including non-attendance or truancy, and where the school has no knowledge of social work involvement, the Social Work Duty Officer should be contacted on 01259 225000 to ascertain if the child or family is known to that service.  It may be appropriate to consult on how best to progress matters.

3.2.3
Child Protection


Where a school suspects that a child may be a victim of physical, emotional or sexual abuse then procedures set out in the Authority’s Child Protection Procedures must be followed, and the Social Work Duty Officer contacted by telephone immediately on 01259 225000.

3.3
Attendance and Welfare Officer


The Attendance and Welfare Officer has a key role in linking between school and the home to assist in re-engaging the child and parent/carer with school and the supports on offer at school in order, where appropriate, to preclude the need for more formal intervention.


The Attendance and Welfare Officer is available for consultation and advice in relation to concerns about a child’s non-attendance or truancy from school.  Where appropriate the Attendance and Welfare Officer will make a home visit. The Attendance and Welfare Officer reports to, and attends, Attendance Committees and meetings of the Children’s Panel

3.4
Psychological Service


The school should consult with the Psychological Service as appropriate.  Each school has an allocation of time with their own link psychologist for use throughout the session; time that can be used on consultancy, direct work with children and families and in-service training.  At secondary level some of the consultation and discussion may well take place in the forum of the school’s inter-agency liaison group.


Where direct work with a young person and their family is proposed, this would normally be negotiated between the Psychologist and senior staff, on occasions, at secondary level, through the liaison group and case conferences arranged to which the parents and other interested parties would be invited.  It should be noted that parental consent must be obtained for a referral by the school to the Psychological Service.  In a circumstance where there are concerns about the welfare of the child, the decision to refer the matter to the Psychological Service should not delay a referral to the Children’s Reporter, that is such a circumstance a decision to make a referral to the Psychological Service may run parallel with referral to the Children’s Reporter, but should not supersede it.

3.5 Children Missing from Education (Scotland) Service
CME is a service established by the Scottish Executive to support education authorities and schools to exchange information across Scotland and with other parts of the UK. This national activity will support action at local level.

4 School Attendance Committee


Clackmannanshire Council has established a School Attendance Committee (SAC) and delegated to it the power to deal with parents who are failing to meet their responsibilities regarding their child (ren)’s attendance at school. Referral to the SAC is a legal process under the terms of the Education (Scotland) Act 1980.


Arrangements for administering the work of the SAC, including membership arrangements, is delegated to the Director of Services to People, with advice from Legal Services.


The SAC has the delegated power to refer children to the Reporter to the Children’s Panel or to pursue prosecution through the Courts if other means of securing acceptable attendance are unsuccessful.


Where there is concern that the parent / carer is, for whatever reason, not ensuring that their child attends school regularly either by:

· Failing to provide a reasonable excuse for the child’s absence from school and / or

· Providing dubious excuses for the child’s absence and / or

· Not effectively addressing the matter of the child’s absence from school


The school should refer the parent to the School Attendance Committee.


In the circumstance where a child normally resides in the Clackmannanshire Council area, but attends school outwith the area, referrals for non-attendance will be made to Clackmannanshire Council Attendance Committee.

5 Monitoring of attendance and absence


The Education Authority will regularly monitor the management of attendance and absence in its schools. All reasonable efforts will be made to keep bureaucratic demands on schools to a minimum.


Schools should regularly self-evaluate their performance in relation to attendance and absence and to discuss these issues with their Quality Improvement Officer. 
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Schools’ procedures

All Clackmannanshire Council’s schools will use the Council’s school management information system to record attendance and absence. In all schools, a register will be taken at least twice per day and the management information system will be updated at least weekly.

Attendance and absence will be recorded using the codes set out in Appendix 3, which concur with SEED Circular 5/03, as amended. Class or registration teachers must sign the register as a true record of attendance and absence before submitting it to the school office.

Schools will issue parents / carers with a printout of their child’s absence record from the school’s MIS on a termly basis to give parents / carers the opportunity to check and, if appropriate, request amendment to, the absence record.


Holidays during term time

Clackmannanshire Council, in compliance with SEED Circular 5/03, records as an authorised absence family holidays during term time where it is “important to the well-being and cohesion of the family, following serious or terminal illness, bereavement or other traumatic events.”  All other holidays in term time are classed as unauthorised and are recorded as such.

It should be noted that, as unauthorised family holidays are an unauthorised absence from school, there is no requirement for schools to provide class work or homework to be undertaken by pupils during such absences.

Explanation for absence

The parent/carer must provide an explanation for all absences. Parents may provide an explanation verbally, either in person or by telephone; by email, by text or by a written note. Schools must have a logging system to record such notifications for onward transmission to class, or register, teachers and administration staff. There is no requirement to retain parental notes of explanation for absence or notification logging after the pupil record has been correctly amended.

As noted above, information regarding absence from school will be required to substantiate the Authority’s case in a court of law and may be used by the Children’s Reporter to establish grounds for a Children’s Hearing.

The role of parents and information for parents

The Education Authority will provide schools with specific information for parents on the Council’s policy and procedures relating to pupil attendance and absence, for inclusion in the school handbook. Similar information is made publicly available on www.Clacksweb.org.uk. Schools should reinforce the Council’s policy and procedures through newsletters to parents, for example, throughout the academic session.

Parents are reminded that it is their responsibility to ensure their child’s attendance at school and to maintain accurate contact details with the school. A parent must provide the school with two telephone numbers at which they can be contacted in the event of an emergency or for other reasons.

Absence procedures

The principles underpinning these procedures are the same for all sectors.

Parents will be asked to notify the class teacher / school in advance, in writing of any planned absence or late arrival e.g. because of an early dental or medical appointment. The school will appropriately record this information.

Parents will be asked to notify the school, before the start of the school day, on the first day of absence, by telephone, email or in person, of a child’s absence. Where possible, the parent should indicate how long the absence is expected to be. This should be recorded on the class register.

If the child does not return on the day expected, the school should take the same action as for any first day absence (see below).

Parents may not be aware that their child is not in attendance at school. On the first day of absence, where no parental notification of absence is received, a member of the school staff will contact the parent by telephone to ascertain the child’s whereabouts. Schools should log such telephone calls. Where no contact can be made, the Headteacher should decide what further action, if any, needs to be taken. This may include requesting a home visit by the school’s Attendance and Welfare Officer, local search and ultimately a referral to CME (Scotland). 

Social Services will be notified by telephone of the absence of any child who is on the Council’s Child Protection Register. It will be for the Duty or case Social Worker to decide on the required subsequent course of action and to inform the school of that decision. 

Where a child who is “looked after and accommodated” is absent from school, schools should follow the normal procedure but should notify the Duty Social Worker if they are unable to contact the child’s carer.

Schools may also identify with the school’s Attendance and Welfare Officer children for whom a direct  “early intervention” strategy is appropriate. On the first day of absence of any child in the group, the AWO may be requested to make a home visit.

Unexplained absence

The following process and standard letters are attached for guidance. Schools may modify these to fit particular circumstances. However, Headteachers should be mindful that, in the event of more formal procedures against parents, evidence of previous actions will be required.

Where no explanation of absence has been received, a reminder will be sent home with the child on the day the child returns to school. (Standard Letter 1)
At the end of each week, any unexplained absences will result in a letter home to ask for an explanation from the parent. (Standard Letter 2)

If no explanation is forthcoming within 5 working days of the issue of Standard Letter 2, a third letter will be mailed to the pupil’s home noting that, in the absence of any explanation being given within 5 working days, the absence will be recorded as truancy. (Standard Letter 3)

If no explanation is received within 5 working days of the issue of Standard Letter 3, the reason for absence should be amended to “Truancy (T)”

High levels of absence

The following process and standard letters are attached for guidance. Schools may modify these to fit particular circumstances. However, Headteachers should be mindful that, in the event of more formal procedures against parents, evidence of previous actions will be required.

Where a pupil’s attendance falls below 90% in any term, and the school knows no exceptional circumstances, a written communication should be mailed to the pupil’s home. (Standard Letter 4)

If no response is received within 5 working days, the Headteacher may ask the school’s Attendance and Welfare Officer to visit the home to discuss the pupil’s absence and to secure a commitment to improvement.

If there is no improvement or satisfactory explanation received over the 6 weeks following the issue of Standard Letter 4 or the AWO’s home visit, then a further written communication should be mailed to the pupil’s home asking the parent / carer to meet with a member of the school’s senior management team. (Standard Letter 5)

If there is no improvement or satisfactory explanation received over the 6 weeks following the issue of Standard Letter 5 or the meeting with a member of the school’s senior management team, then a further referral may be made to the Head of Schools and Quality Improvement. (Standard Letter 6)

If there is no improvement or satisfactory explanation received over the 6 weeks following the issue of Standard Letter 6 or the meeting with the Head of Schools and Quality Improvement, written communication should be mailed to the pupil’s home informing the parent / carer that the case has been referred to the School Attendance Committee. (Standard Letter 7)

Taking a child out of school during the normal school day

Parents will be encouraged to make appointments, where possible, outwith the normal school day. 

Parents who have to take a child out of school for an appointment should, where possible, notify the school in advance. If a parent wishes the child to be released into the care of another adult or to be allowed to leave the school unaccompanied, then the parent must notify the school that this is the case. The school must appropriately log all such notifications.

Where the child is being collected, the parent / authorised adult will be required to sign the child out, indicating when the child will return.

The same basic process applies to children who have to be taken out of school during the school day because they are unwell.

Late arrival and punctuality

Any child could be late for class at some time in their school career. However, persistent poor timekeeping is disruptive to the individual and to the work of the class and may be an early warning of other difficulties. 

The following process and standard letters are attached for guidance. Schools may modify these to fit particular circumstances. However, Headteachers should be mindful that, in the event of more formal procedures against parents, evidence of previous actions will be required.

Parents may not be aware that their child is late for school – s/he may leave home in adequate time for school and delay on the way. Latecoming will be recorded on the class register. At the end of each week, any unexplained latecoming will result in a letter home an explanation. (Standard Letter 8).

In circumstances where a child is persistently late, the Headteacher may write to the parent / carer or ask the school’s Attendance and Welfare Officer to make a home visit to discuss the pupil’s persistent late arrival and to secure a commitment to improvement. (Standard Letter 9)

If there is no improvement or satisfactory explanation received over the 6 weeks following the issue of Standard Letter 8 or the AWO’s home visit, then a further written communication should be mailed to the pupil’s home asking the parent / carer to meet with a member of the school’s senior management team. (Standard Letter 10)

If there is no improvement or satisfactory explanation received over the 6 weeks following the issue of Standard Letter 10 or the meeting with a member of the school’s senior management team, then a further written communication should be mailed to the pupil’s home informing the parent / carer that the case has been referred to the Head of Schools and Quality Improvement. (Standard Letter 11)

If there is no improvement or satisfactory explanation received over the 6 weeks following the issue of Standard Letter 11 or the meeting with the Head of Schools and Quality Improvement, written communication should be mailed to the pupil’s home informing the parent / carer that the case has been referred to the School Attendance Committee. (Standard Letter 12)

Transfer of children between schools / removal from the register / children missing from education

SEED Circular 5/03 allows schools to remove a pupil from the school roll where they have been absent for a period of 4 consecutive weeks and are unable to be traced, unless the child is from a travelling family and is known to be travelling.

Section 20 of the above circular states


“If a child’s whereabouts is unknown within this 4 week period, reference should be made to the authority’s child protection procedures for guidance on appropriate action.  In all cases, appropriate arrangements should be made for the transfer of pupil records as described by the authority’s child protection guidelines, following removal from the register.”

The Scottish Executive has established a “Children Missing from Education” Service (see 3.5) to promote the use of systematic procedures in school and authorities to help children who:

· are transferring from one school to another

· are missing from education for whatever reason and whose whereabouts are unknown

· enrol at a new school with limited or false information

Children missing from education are defined as ”children and young people of compulsory school age who are not on a school roll and are not being educated otherwise (at home, privately or in an alternative provision). They have usually not attended school for a substantial period of time (usually four weeks, or considerably less for vulnerable children).”

Children and young people may transfer school for a variety of reasons such as families moving house, parental choice etc. For most families, moves and changes of school are planned events and information should be gathered regarding the proposed change to help track pupils who are transferring school.

Where a child is known to be changing school, it is the responsibility of the Headteacher to try to establish, from the parent / carer, the name of the school to which the child is transferring. This should be noted on the Pupil Progress Record (PPR) and the pupil may thereafter be removed from the register, with effect from the agreed date of transfer. If the school to which the child has transferred has not requested the PPR within 10 days, the Headteacher should contact the new school. If the child has not enrolled, the Headteacher should ask the school’s Attendance and Welfare Officer to conduct a local search. If this is unsuccessful in establishing the child’s whereabouts, then CME (Scotland) should be notified by the Attendance and Welfare Officer on behalf of the Authority.

If children arrive with incomplete information on their previous education, CME (Scotland) can help schools to gather information. The detail of this is outwith the scope of this document but is fully covered in “Safe and Well”.
Children of Travelling Families

Clackmannanshire Council is committed to education that is inclusive, relevant and of a high standard for all children regardless of their ethnic or cultural background.

In relation to gypsy and traveller children,

· A member of the senior management team in every school will have defined responsibility for gypsy and traveller issues including flexibility in curriculum design and delivery

· Schools which have gypsy and traveller sites within their catchment areas and therefore regularly have children from gypsy and traveller families attending school should set annual targets for the improvement of access and attendance.

· Schools should seek effective ways of developing supportive relationships with the parents of gypsy and traveller children. 

· Whether or not pupils should remain on the roll when they are on extended leave is not straightforward. However, as a general rule, they should remain on the roll until they have enrolled somewhere else, returned to the original school or passed the statutory school leaving age. In such cases, Code Z should be used to record the absence.

· The guidance on removing pupils from the register after four weeks does not apply to children of gypsy and travelling families. However, if there is cause for concern regarding individual children, the school should contact the Council’s Child Protection Co-ordinator.

Further advice for schools is available in the School’ Operations Manual and from the Headteacher, Clackmannanshire Schools’ Support Services.
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Schools’ Attendance Committee: operation and administration

Clackmannanshire Council has established a School Attendance Committee (SAC) and delegated to it the power to deal with parents who are failing to meet their responsibilities regarding their child (ren)’s attendance at school. Referral to the Attendance Committee is a legal process under the terms of the Education (Scotland) Act 1980.

Arrangements for administering the work of the Schools’ Attendance Committee, including membership arrangements, is delegated to the Director of Services to People, with advice from Legal Services.

The SAC has the delegated power to refer children to the Reporter to the Children’s Panel or to pursue prosecution through the Courts if other means of securing acceptable attendance are unsuccessful.

Where there is concern that the parent / carer is, for whatever reason, not ensuring that their child attends school regularly either by:

· Failing to provide a reasonable excuse for the child’s absence from school and / or

· Providing dubious excuses for the child’s absence and / or

· Not effectively addressing the matter of the child’s absence from school

the school should refer the parent to the School Attendance Committee.

In the circumstance where a child normally resides in the Clackmannanshire Council area, but attends school outwith the area, referrals for non-attendance will be made to Clackmannanshire Council Attendance Committee.

Administration of the School Attendance Committee

The administration of the SAC is the responsibility of the Clerk, whose duties include:

· Receiving referrals from schools or Attendance and Welfare Officers

· Calling the meeting

· Offering advice and assistance to Committee members as necessary

· Recording decisions

· Producing minutes of meetings

· Processing all relevant paperwork following meetings

Legal Services, Clackmannanshire Council provides the services of a Clerk. Clackmannanshire Council’s Standing Orders will apply to the conduct of the School Attendance Committee.

Membership of the School Attendance Committee

Each Committee will consist of a minimum of three and a maximum of five members. The chair will be chosen from amongst the membership attending. Committee members will be drawn from the elected members of Clackmannanshire Council and the three Church representatives to the Council’s Education Committee.

The Clerk will maintain a list of possible members and provide appropriate briefings.

The Head of Schools and Quality Improvement or his / her delegate will provide professional advice to the Committee.

Meeting arrangements

The frequency, timing and location of meetings will depend on local circumstances but the Committee would expect to meet three times in an academic session with a review meeting six weeks later, unless there are no cases to be heard. Meetings may be held during the day or in the evenings depending on the availability of committee members. A senior member of staff and the Attendance and Welfare Officer from each school concerned must attend.

The Clerk will check that the referral is in order, that correct procedures have been followed and that all relevant paperwork and information is available.

Parents will be sent a summons by recorded delivery not more than 7 days and not less than 48 hours before the date of the meeting together with a case outline and attendance record for the child. 

On the same timescales, 

· each committee member, 

· the Head of Schools and Quality Improvement or his / her delegate, 

· the relevant senior member of school staff and 

· the Schools’ Attendance and Welfare Officer 

will be issued with an agenda plus a case outline and attendance record for each case to be heard.

Conduct of meetings

The purpose of the meeting is to secure improved attendance by the child and to secure parental commitment to this. The welfare of the child is paramount. Proceedings will therefore be informal, welcoming, fair and constructive.

The Clerk will welcome and introduce all parties and confirm that all parties have relevant documentation. The Chair will invite the school representative and the school’s Attendance and Welfare Officer to present their reports. The parent(s) and pupil will then be given the opportunity to make any comments or statements that they wish. Members of the Committee may seek further information or clarification at any appropriate time during the meeting. When everyone has had the opportunity to speak, the pupil, parent(s) and Council officers (excluding the Clerk) will be asked to leave the meeting before the members of the committee dispose of each case.

Outcomes of meetings

Under Section 36 of the Education (Scotland) Act 1980, the decisions open to the School Attendance Committee are:

· Take no further action

· Warn the parent and delay any decision for a period not exceeding 6 weeks for further reports. It should be noted that, under the terms of the Act, the School Attendance Committee can only continue a case for one period of no more than 6 weeks before making a substantive decision.

· Require the parent to permit the child to be examined by the medical officer of the Child Health Department.

· Make an Attendance Order under section 38 of the Act requiring the parent to cause the child to attend the school named in the Order. Where the parent / carer fails to comply with and Attendance Order, they will be guilty of an offence unless they satisfy the Court that they have a reasonable excuse.

· Refer the child to the Children’s Reporter

· Instruct the parent to be prosecuted forthwith under section 43 of the Act.
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Recording attendance and absence

Attendance and absence is recorded in all the Council’s schools using the SEEMIS school administration system. Attendance and absence must be input to the system at least weekly.

A list of attendance and absence explanation codes and descriptions of the circumstances in which each should be used is included as Appendix 3 (a). Each type of absence is designated as either authorised or unauthorised for the purposes of national reporting. Two categories have been established that fall outwith the normal categories of attendance and absence; exclusion and extended leave with parental consent.

SEED Circular 5/03 and Addendum School Attendance and Absence

In compiling the list of codes, the guidance in SEED Circular 5/03 and Addendum School Attendance and Absence (which replace Circulars 1/95 and 10/95) and the requirements of ScotXED has been taken into account. 

SEED Circular 5/03 is concerned with the classification of attendance and absence and is a result of consultation by the Executive in 2002, on changes designed to introduce greater consistency.

Definition of Attendance

Circular 5/03 defines attendance as “participation in a programme of activities arranged by the school” and now encompasses not only actual attendance within the school premises but other activities such as work experience, educational visits and study leave.

Sickness

Circular 5/03 introduces a distinction between absence through sickness where some form of tuition or other form of education is provided and sickness where no such provision is made. In the former circumstance, this is classified as attendance; the latter is classified as authorised absence.

Attendance/Off Site Provision as Part of a Learning Programme

Each school must ensure that it has in place robust procedures for maintaining accurate attendance information for pupils attending alternative or offsite provision as part of a learning programme.  It is not sufficient to record OAT (other attendance out of school) and assume that the pupil has attended as arranged.  It is acceptable to enter an “off site” provision code for the whole academic year, so long as robust procedures are in place to check and record actual attendance

Authorised and unauthorised absence

Categories of authorised absence have also been revised in Circular 5/03 to address issues around absence due to exceptional domestic circumstances, exclusion and family holidays.

Regardless of the requirements of statutory reporting, Clackmannanshire Council is clear that, except in the most exceptional of circumstances, children should not be withdrawn from school for family holidays. Such absence is disruptive both to the education of the child withdrawn from school, and to his/her peers on his/her return to class. Headteachers should inform parents formally through the handbook for parents and informally that family holidays during term-time are actively discouraged and the reasons for this.

Removal from the Register

Circular 5/03 defines removal from the register, which is unchanged from Circular 1/95. If a child is absent for 4 consecutive weeks and is unable to be traced, reference must be made to the Authority’s child protection procedures for guidance on appropriate action.

Appendix 3 (a)

SEEMIS codes for the recording of attendance and absence.

Attendance as defined by SEED Circular 5/03
-
Present in school
PER
Medical or dental treatment;  appointment at doctor or dentist

OAT
Attending college or consortium school, Behaviour Support Services or other outreach teaching service

Attending activities connected to Psychological Services; receiving appropriate hospital / home tuition; attending school medical examination off-site
J
Late –arrives before 50% of the half-day opening has elapsed

STY
Study leave

WRK
Work experience

FLD
Excursion; field trip; educational visit; day or residential visit to outdoor centre; debates, sports, musical or theatre productions arranged by or in conjunction with the school; interviews for Further and Higher Education

Authorised absence as defined by SEED Circular 5/03

ABS
Agreed debates, sports, musical or theatre productions not arranged by, or in conjunction with, the school

Meetings prior to or attendance at Court, Children’s Hearings or Care Review meetings
DCA
Family circumstances including bereavement; religious observance; short-term exceptional domestic circumstances; weddings of immediate family.

· Absence due to short-term exceptional domestic circumstances should be categorised as authorised in situations such as: the period immediately after an accident or illness; a period of serious or critical illness of a close relative; a domestic crisis which causes serious disruption to the family home, causing temporary relocation.

· Where additional services are not accessed and the absence becomes long-term, it should be categorised as unauthorised absence.

CLO
Closure due to weather/strike action.

PHL
Family holiday during term-time, authorised due to exceptional circumstances i.e. where it is judged that a family holiday is important to the wellbeing and cohesion of the family following serious or terminal illness, bereavement or other traumatic event.

K
Late –arrives after 50% of the half-day opening has elapsed

MED
Sickness (medical) – confirmation received from parent / carer

EXL
Sanctioned extended absence in relation to children of travelling families

Unauthorised absence as defined by SEED Circular 5/03

UPH
Most family holidays during term-time

DCU
Long-term absence due to exceptional domestic circumstances (see DCA above)

UNA
Truancy

TBC
Unexplained absence

Classifications outwith attendance and absence as defined by SEED Circular 5/03

EXC
Excluded

EXL
Extended leave with parental consent including extended overseas educational trips not organised by the school; short-term parental placement abroad; family returning to its country of origin (to care for a relative or for cultural reasons).
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