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Rationale

At St Mary’s we strive to foster an enthusiasm for learning in all our pupils.

We aim to have a school that values and respects all children as individuals and encourages their development academically, morally and socially.

We endeavour to secure through our practise a school where each child should develop their full potential, personality and that each child’s individual needs are met.

We aim to provide a school environment where children feel nurtured, happy, confident, safe, secure and valued.

Children should be at school, on time, every day the school is open, unless the reason for the absence is unavoidable.  Permitting absence from school without a good reason is an offence by the parent.
This policy links the following school aims:


Provide a secure environment, physically and emotionally, in which all children are offered equal opportunities and are taught to value their own skills and abilities and those of others.

and
Encourage pupils to use initiative and to persevere in the face of changing personal circumstances and varied learning outcomes.

With regard to attendance we believe that the systems to promote good attendance need to be fully understood by all teaching staff and parents. Supply teachers also need to be aware of the correcting marking of registers.

Administration staff are crucial in ensuring that procedures are followed and helping us to secure the highest possible attendance for every child at our school. 

The school has a duty to promote good attendance. Equally, parents have a duty to make sure that their children attend. School staff are committed to working with parents as the best way to ensure as high a level of attendance as possible.

The School Day

Foundation stage and Key stage 1 (Year 1 and Year 2)
Morning Session : 
from  8.50am - 12 noon


Monday to Friday

Afternoon Session:
from 1.15pm to 3.15pm

  Monday to Friday

Lunch is taken from 12.00pm to 1.15pm for reception class and for years 1 and 2.

Key stage 2 Year 3, 4, 5 & 6 

Morning Session : 

from  8.50am to 12 noon Monday to Friday

Afternoon Session:  
from  1pm - 3.15pm Monday to Friday

Lunch is taken from 12.00 – 1pm 

Please note that: The school only accepts responsibility for children on the school site between 8.40am and 3.25pm unless they are attending breakfast club before school or attending an after school club.

Note that Registers Close at 9.30am

Authorised & Unauthorised Absence

Every half-day absence from school has to be classified by the school, (not by the parents), as either AUTHORISED or UNAUTHORISED. This is why information about the cause of each absence is always required, preferably in writing. 

Authorised absences are mornings or afternoons away from school for a good reason e.g. illness, medical appointment or other unavoidable cause. 

Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has been given. This includes: 
· parents keeping children off school unnecessarily 

· truancy before or during the school day 

· absences which have never been properly explained 

· children who arrive at school too late to get a mark

· parents taking children on holidays in term time

Parents are expected to contact the school on the first day of absence to explain why their child is not in school. 

We have a staged approach to dealing with unauthorized absences. (See appendix)

Procedures

Registration 

The attendance register is a legal document which must be completed daily for both the morning and the afternoon school sessions. The school currently uses SIMs to record registration. All class teachers use SIMS to register the group. Each classroom is set up with a computer that has a secure login for each class teacher to record attendance. The school adheres to the standardised registration codes.

The Register is closed at 9.30am. Children arriving after the register has been taken in class are marked with an L to indicate they were later than the time of registration close of the register will need to be marked as late in the Register (code U). For any child that arrives late parents/carers need to complete the late book at reception. 
We aim to keep our registers as accurate as possible and are mindful that they are legal documents. SIMs registers are printed out monthly and kept secure in school.
Changes to entries

Any changes to original markings need to be made clearly recorded, dated and detail about who made the changes kept. 

Non-Attendance Contact Procedures

The school operates a First Day Contact policy. This encourages parents to contact the school as soon as possible on the first day of absence. Where the school has not been contacted by 9.40am we will endeavor to contact parents/carers to ascertain the reasons for pupil absence.

Details of telephones calls will be recorded on the Notification of Absence and a copy kept in the school office.

Staff must check the Notification of Absence form in the school office each day to keep informed about on going absences in their class.

Where an absence remains unauthorized  for more than one week after the child has returned to school, the School Office should issue Absence Letter 1(See Appendix B) to the child. If no explanation is received after one week Absence Letter 2 (See Appendix B) will be posted to the parent/carer. If there is no response after 2 weeks then the parent/carer will be invited into school to discuss the situation with the Headteacher (Absence Letter 3 – see Appendix C) If concerns still remain about the absence following the meeting, or the parent/carer fails to attend the meeting, the EWO should be contacted.

Request for term time holidays
The governors of St. Mary’s C Of E School do not authorise term time holidays and will only consider authorising leave of absence on compassionate grounds. This is in line with current Government regulations (September 2013).

Summary of Monitoring Attendance and Procedures

Our aim at St Mary’s is to secure high attendance for every child. To reach this aim attendance is monitored in the following ways:

	Action
	Frequency
	By whom
	Resulting in/Next step

	First day contact procedures
	Daily following submission of registers
	Stephanie Hill

Caroline Gill
	Record of correct code in register.

Written record of absence and reasons

	Requests for explanation of absence. 
Dates of contact are noted are on SIMs
	When child returns to school and no reason (written) has been given for absence
	Stephanie Hill

Caroline Gill
	See staged letters for requesting this information in appendix.

	Calculation of overall school attendance
	Half termly
	Hilary Tyreman
	Record of this kept in attendance file

Reported to governors twice a term

	Calculation of overall school attendance for groups of children
	Half termly
	Hilary Tyreman
	Record of this kept in attendance file and action taken as needed.
Reported to governors twice a term

	Names of children with attendance less than 90% 
	Half Termly
	Hilary Tyreman


	Class teacher informed to check circumstances of absence. Below 90% letter sent (see Appendix D) and record of letter kept.

	On going monitoring of attendance of individual pupils 
	Monthly for pupils who have individual attendance targets set
	Hilary Tyreman
	Letters and certificates to celebrate achievements if target met

Referral and EWO involvement if targets not met

	Monitoring of vulnerable groups
	Termly
	Hilary Tyreman
	Inform class teachers of trends, individual cases responded to as needed. 

Report in Head teacher reports to governors twice a term

	EWO monitoring of registers and attendance
	Termly/Half yearly
	EWO 
	Actions completed as needed.

	Attendance clinics - targeting children with persistent 85 -90% attendance
	Termly as needed
	EWO
and Hilary Tyreman
	Individual targets for children set and reviewed.

See letter Appendix E


In addition to this systematic monitoring of attendance class teachers may flag up concerns. These will always be looked into and appropriate action taken. 

The class teacher is an essential part of helping the school achieve high attendance through their daily contact with parents and carers and ensuring that communication is effective between school and carers.

In exceptional circumstances and when a child has not been at school for at least 10 days with no contact the school will refer the child to the Education Welfare Officer (EWO) from the Local Education Authority and complete a child missing education form.

We will always try to contact parents before we take this action although the welfare and safety of the child are our prime concern. The EWO will also try to resolve the situation by agreement but, if other ways of trying to improve the child`s attendance have failed, these Officers can use court proceedings to prosecute parents or to seek an Education Supervision Order on the child.  

Alternatively, parents or children may wish to contact the EWO themselves to ask for help or information. They are independent of the school and will give impartial advice.  

Strategies to Promote Improved Attendance

The following strategies will be employed to encourage improved attendance in the school:
Parent awareness

We will promote the importance of attendance outlining its links with achievement and behaviour at the every opportunity. All Foundation stage entry packs and our prospectus will have refer on attendance and an outline of the school procedures and action to secure good attendance. We also discuss attendance with parents of EAL pupils with an appropriate interpreter.
1st Day Contact

As described above

Attendance Certificates

These will be presented each half term and term to pupils throughout the school who have achieved 100% attendance. 

Further certificates will be awarded to pupils who achieve 100% attendance throughout the school year.

Additional certificates will be issued to pupils and parents where a child’s individual attendance has improved.

We will promote good attendance in Foundation stage as well although we recognise the fact that many children here are not of statutory school age yet.

.

Early Bird week

The school will run Early Bird Weeks with an award for the class who has achieved every child getting to school on time for the whole week.
School Targets

Attendance targets are discussed with governors and EWO each year in the Autumn term. 
Responsibility for attendance matters in this school is as follows:

	Name of Person
	Role
	Responsibility
	Responsible to

	Polly Taylor
	Governor
	Agreeing Attendance Targets,

Monitoring progress towards targets
	Governing body 

	Hilary Tyreman
	Head teacher
	Monitoring of Attendance, Target Setting. Reporting to Governors, Liaison with EWO
	Governing Body, LA via EWO

	All
	Class Teachers
	Maintaining accurate Registers, monitoring absence and informing HT of concerns as appropriate 
	Head teacher

	Stephanie Hill

Caroline Gill
	Admin Assistant
	Making 1st Day Absence contact. Completing Notification of Absence form,  monitoring registers and issuing Absence Letters as appropriate. 
(Liaising with HT over these)

Input attendance data.
	Headteacher

	Stephanie Hill

Caroline Gill
	Admin Assitant
	Completion of termly Absence Return to DfE through school census
	Headteacher

	Education Welfare Officer
	EWO
	Monitoring absence, registers and liaison with Parents/Carers Head Teacher and LA
	LA



	Report on attendance to governors
	Hilary Tyreman
	Compile a summary of attendance issues and statistics for governors termly.
	Governing Body,

Use information to complete school self evaluation


This policy will be reviewed annually and any updates from the DFE will be adopted as needed.
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