Attendance Policy
This policy is written in conjunction with the following documents: The Education (pupil registration) regulations 2006, The Education Act 1996 and the Children Acts 1989 & 2004 Every Child Matters. 
Aims of the policy:

· To have a clear understanding of the importance of attendance and punctuality in a child’s education.
· To have a clear understanding of the procedures around dealing with attendance and punctuality in our school.
· To promote high levels of attendance, reduce levels of unauthorised absence and persistent absence and promote high levels of punctuality.
Responsibility of the Governing Body:
· To see that registers are properly kept.

· To ensure that regular returns of attendance figures are made to the LA

· To request from the Headteacher regular reports on attendance and punctuality

· To include attendance in the annual report to parents.
Responsibility of the Headteacher:

· Oversee the implementation of attendance policies and procedures.
· Ensure the collection of accurate statistical data.
· Develop efficient monitoring and evaluation systems.
· Form positive links with outside agencies such as Education Attendance Service and Social Care
· Report back regularly to the Governing Body on attendance.
· Positively promote good attendance within the school.
· Communicate with parents and carers verbally and by letter.
Responsibility of the teacher:

· Ensure accurate register keeping.

· Communicate with the Learning Mentor for referrals.

· Positively promote good attendance within the classroom.

· Make positive links with the parents and carers

Responsibility of the senior administrative officer and the attendance officer:
· Set up registers at the start of the year.

· Record late arrivals and reasons for absence.
· School office to send out letters on unauthorised absence.

· Attendance Officer to deal with or make telephone calls to families and record results.

· Assist the Headteacher in the collection of data.

· Assist in admissions and taking children off roll.
· Meet with the School Attendance Adviser and make referrals

Parents and carers responsibility:

· To ensure that their child attends school regularly and promptly

· That they contact the school on the first day of any absence (morning) and give an expected return date.

Governor’s statement on attendance:

Our Governing Body believes that good attendance at school is the first step towards pupil progress and achievement.  Good punctuality shows respect for teachers and peers and ensures that children are ready and willing to learn.

Registration procedures:

Every class has SIMS installed on their computer, registers are taken twice a day (morning and afternoon) the teacher records whether pupils are present or absent.  The Attendance Officer then checks registers and records any changes such as late or sickness that has been reported.
     Standard letters:

The standard letters for our school are in the appendix to this policy.

Dealing with illness, medical and dental appointments:

Once parent or carer gives notice about such an appointment, it can go onto the register ahead of time.  If the information is given after the event by the parent or carer or the office, then the register must be adjusted accordingly with the correct notation.

Guidelines for extended holidays and visits overseas:

Nightingale school will not under any circumstances give permission for holidays to be taken in term time.

· Granting extended leave is at the discretion of the Headteacher and in line with Government legislation.

· Parents and carers should apply for leave at the office, using the application letters (see appendix).

· The Headteacher will only grant a leave of ten school days in exceptional circumstances.

· No family will be granted more than a total of ten days in any one academic year.
· Leave taken without authorisation will be referred to the Education Attendance Service. 
· Children who do not return to school by the due date are at serious risk of losing their place.

· If a child has an accident abroad that legitimately delays return a medical certificate from overseas must be produced.  Evidence of delayed travel plans will be required if children do not return to school on time because of problems with transport whilst abroad. 
Procedures for dealing with post-registration truancy:

These are the same procedures as dealing with a missing child:

· Check all school buildings and grounds.

· Check immediate neighbourhood.

· Contact parent or carer, so they can contact friends and relatives to whom the child may be on route.

· With the cooperation of the parent or carer, contact the police and / or Education Attendance Service / truancy officer.

Procedures for phasing in returning absentees:

These procedures need to cover reasons for absence as varied as parent’s removal of child from school, family crisis, and bulling or school refusal.  Children who have been off roll may also return later in their school career.
These children and their families are entitled to:

· Return to school interview and briefing with the Headteacher.
· Phased re-entry back into school.

· Designated mentor to oversee their return to school (usually their class teacher and lunchtime midday assistant).

· Follow up date for an appointment with parents/carers to review the situation.

Guidelines for responding to non – attendance:

· If a class teacher notices a child is regularly absent they should refer this to the learning mentor.

· Any person receiving information from a parent regarding an absence should pass this on to the learning mentor.

The following procedures should trigger staff to respond to attendance concerns.

· The class teacher refers non – attendance to the Attendance Officer.
· The Attendance Officer records non – attendance and then reports to EAS. Any informal information, such as telephone conversations with parents/carers will also be recorded.

Procedures for involving parents and carers:

The following are ways in which parents and carers are involved in attendance issues:

· Parents/carers are encouraged to leave messages on the school answer phone.

· First day absence telephone calls home.

· Letters home about absences
· Discussions about absence at open evenings

· Home visits/surgeries by the EWO.

Overall responsibility for attendance:

The Attendance Officer has overall responsibility for attendance, especially in terms of liaison with outside agencies, such as the Education Attendance Service, and reports directly to the Headteacher.

Responsibilities for responding to non – attendance:

· Parents must ensure that their children come to school and stay in school (Section 7 of the Education Act 1996).

· Teachers must keep an attendance register marked every half day and mark absence accordingly (the Education – pupil registration – Regulations, 2006).

· School must have suitable and appropriate systems to record, track, monitor and report on non – attendance through their clerical staff.
· LEA must ensure that parents/carers are fulfilling their statutory responsibilities or face suitable consequences (section 444 of Education Act 1996, section 36 of the Children’s Act 1989).

Promoting positive attendance:

At our school, we use the following ways to promote positive attendance and to prevent attendance issues arising:

· Setting targets for the whole school.

· Assembly awards, such as weekly attendance cup, attendance display (board in main hall)

· 100% certificates and teddies presented to individuals (yearly).

· Using school staff to translate for parents when discussing attendance issues.

· Being clear about what we do not condone i.e. unauthorised absences, poor punctuality at the beginning of the school day.

· Keeping attendance as a high profile issue in newsletters etc.

This policy was written in December 2008 and should be reviewed annually.
Reviewed  11th September 2015  

Signed 
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