THORESBY PRIMARY SCHOOL

ATTENDANCE AND PUNCTUALITY POLICY

Good attendance and punctuality is important if teaching and learning time is to be maximised, and children to get their full curriculum entitlement.  The school aims to achieve good attendance and punctuality by operating an attendance and punctuality policy within which staff, pupils, parents and the Education Welfare Service can work in partnership.  The school will monitor attendance and lateness and ensure intervention if a problem is identified.  It is therefore important that the school has clear procedures with regard to these two issues.

A
Attendance

Although it is the parents/carers legal responsibility to ensure their child/children attend school regularly, unless they are ill, the school has a responsibility to ensure this happens.

It is therefore our collective responsibility to impress on the children and parents/carers, that regular attendance is important.  This will be done in the following ways:

*
Methods of making attendance a high priority and appropriate reward systems.

*
Prizes and certificates for good attendance or improved attendance at certain intervals.

*
Reminders in newsletters to parents, making regular attendance a high priority in the school prospectus and raising the importance of attendance issues to parents at pre-admission meetings.

*
Standard letters to parents with regard to pupil absence.

*
Where appropriate pupil absence will be referred to the Education Welfare Officer.

*
Head teacher / secretary and Education Welfare Officer (Alan Sale) to meet on agreed regular basis.

Where a child is absent from school the following procedures will be implemented:

(i)
When office staff receive messages, they should pass them on to the class teacher.  Class teacher records any verbal messages received directly to explain absence.
(ii)
If no explanation has been received on the pupil’s return to school, a ‘Reason for absence’ slip should be sent home with the child and emphasis put on the importance of its completion and return.    

(iii)
If the slip is not returned the following day, the office should be informed and the secretary will ‘phone the parents or a letter will be posted.
(iv)
If there is still no response, a final letter will be sent informing the parents that the matter is to be referred to the Education Welfare Officer.
N.B.
Regular patterns of absence, either authorised or unauthorised should be picked up by class teachers and brought to the attention of the Head  or secretary to discuss with the Education Welfare Officer.  Strategies will then be decided.
B
Punctuality

Again it is the parent/carers legal responsibility to ensure their child arrives at school on time.  However, the school needs a set of procedures to deal with the issue of lateness.  Again it is our collective responsibility to inform parents that punctuality is important.  This will be done in the following ways:

*
Methods of making punctuality a high priority and appropriate reward systems.

*
Keeping a late book, to be maintained in the school office.

*
Regular reminders in newsletters to parents, making punctuality a high priority in the School’s Prospectus and raising the importance of punctuality to parents at rising 5’s meetings.

*
Standard letters to parents with regard to punctuality.

*
In the case of exceptional lateness the matter can be referred to the Education Welfare Officer for a home visit to be made for the issue to be taken up with parents reminding them of their legal responsibilities in this area.

When a child is frequently late for school during a term, the following procedures will be implemented:

(i)
Designated office staff member to send out letter to parents 
(ii)
If no improvement is seen in the following term, a second letter to go to parents from Head, informing them that the matter will be referred to the EWO.  

(iii)
Matter to be referred to EWO.

C
Family holidays and extended trips overseas during term time

Under regulation 12 of the Education (Schools and Further Education) Regulations 1981, there is a discretionary power for leave to be granted for the purpose of an annual family holiday or an annual holiday during term time. Such permission is granted in accordance with arrangements made by the governing body of the school. Only in exceptional circumstances may the amount of leave granted exceed (in total) more than two weeks in any year.  No parent can demand leave of absence for the purposes of a holiday as of a right.

The reference to exceptional circumstances means that the parent must make out a case for taking the child away from school for more than two weeks of the school term, i.e. the parent has to show why his or her child should be treated differently from the norm.  Even in the case of a period of less than two weeks - which should not be regarded as an acceptable norm - the parent still must make out a case, but where the period requested is more than two weeks, regulation 12 makes it clear that the burden cast on the parent is heavier.  All the circumstances of each individual request should be taken into account. The following factors may be relevant but this should not be regarded as a comprehensive list.  Further they are only factors - no one factor should be regarded as conclusive:

(i)
the nature and purpose of the trip, bearing in mind that the wording of regulation 12 clearly indicates that the discretionary power is specific to a holiday .
(ii)
the duration of the trip and its impact  on the child’s education particularly in terms of continuity of learning;

(iii)
the circumstances of the family and the wishes of the parents;

(iv)
the distance being travelled, the expense of such travel and whether the trip is seen by the family as a rare event during the child’s school career;

(v)
the overall attendance pattern of the child.

It follows that leave of absence for more than two weeks must be seen as exceptional;  schools should carefully explore with parents why such leave of absence is necessary.  Where such absences are sanctioned they constitute authorised absences.

Where parents fail to abide by the agreement reached with the school and keep a child away from school in excess of the period agreed the extra time should be treated as unauthorised absence.  A similar line should be taken where parents take the child away without permission or fail to apply for permission in advance of the holiday and instead seek retrospective approval on their return.  Such behaviour may call into question approval of any further applications made by that particular family but it will not normally be sufficient cause for a child to be struck off the roll.

Where holidays of more than two weeks are planned, e.g. to  visit  family  members living overseas, it would be helpful to discuss with parents the most appropriate time of year and point in the pupil’s educational career for the visit, so it can be timed to minimise the effects on the continuity of the pupil’s education

D
Attendance Registers

There is a legal requirement placed upon schools to ensure that all attendance registers are completed properly.  Attendance registers must be kept in INK and corrections must be made in such a way that both the original entry and the correction are both clearly distinguishable.  TIPPEX or CORRECTION FLUID must NOT be used to correct or alter registers.

If unclear, a note at the bottom of the column should be added (e.g. No. 3 present)

Registers must be called at the start of each session; and completed using the appropriate symbols:  
The Secretary of State recommends that the maximum time that should be allowed for a registration period AM or PM is 30 minutes, which is the time operated in this school.

When an error is made in the recording of a pupil’s mark, an explanatory comment should be made at the foot of the relevant column, to clarify any possible future confusion.

After the register has been called, totals must be completed in the appropriate boxes, leaving room for additions if necessary.

Weekly totals for each child can be completed retrospectively to allow for absence to be authorised, but should be completed BEFORE the end of the following week.

Absences should be recorded and followed up as outlined in SECTION A - ATTENDANCE.

E
Procedures to Improve Attendance:
Daily:
· Admin. To check registers

· Telephone parents on 1st or 2nd. day if no message

Weekly:

· Admin. Checks registers and refers to EWO any concerns
· Class teachers pass on concerns to office

· Letters, phone calls or visits to parents if no reason given

½ Termly:

· Admin, EWO and Head consult on persistent issues

· Home visits or letters by EWO where there are concerns

Termly:

· Awards for full attendance given out at start of new term

· Analysis of figures by:


1 Whole school %

2 Class %

3 Individual pupils %

4 Broken weeks

5 Lateness

6 Reasons for absence (including holidays)
· Letters to parents giving figures for time lost and broken weeks
Annually:

· Analysis as above

· Awards (medals / prizes) for excellent attendance

· Letters to parents giving figures for year

Reports to governors will be given via the termly Headteacher’s Report.
  
     Autumn 2003

     Review: Summer 2005

Appendix 9

Suggested Symbols

Authorised Absence should be shown by the letter ‘O’ with an appropriate symbol inside to record the reason for authorised absence.

Symbols for Absence or Lateness:

O
Authorised absence – verbal, ‘phone or note received

O
Unauthorised

O
Medical / dental appointments

O
Other circumstances

O
Religious observance

O
Family holiday (if approved)

O
Field trips and educational visits, in this country and overseas

Lateness

O
late but before end of registration

O
late but after end of registration period (i.e. 30 mins)

Children who arrive after registers are closed must report to the office to have their mark entered in the attendance register, as well as the dinner book.

Unauthorised Absence may also be recorded in the register by the letter ‘O’ with no supplementary symbol other than an oblique stroke through the letter to signify lateness outside the registration period.

Appendix 4

ABSENCE 1

date

Name

Address

K.u.H

Dear Name

Our registers show that  ………………………………………….. has had a period of absence which is still unauthorised.  This means that no justifiable reason for absence has been received by the school.

It is very important that all absences are accounted for which means the school must be informed of the reason for absence.

Could you therefore please supply us with the necessary information regarding the following period/periods of absence.

Date:


....................................................................................................


....................................................................................................

In future it would be helpful if notification could be received after any absence either by a verbal message from the parent/carer, a phone call or a note.

Yours sincerely

S J Kennedy

Headteacher

Appendix 5

ABSENCE 2

date

Name

Address

K.u.H

Dear Name

We are concerned that periods of absence are still unauthorised for

                                              .  The registers are checked regularly by the school, and by the Education Welfare Officer (E.W.O) and any unexplained or unauthorised absences have to be followed up.

It is the legal responsibility of parents/carers to give the school a justifiable reason for any pupil absence.

If we do not receive information regarding these absences the matter will be referred to the E.W.O for further investigation.

Yours sincerely

Head/Deputy

Appendix 6

LATE 1

date

Name

Address

K.u.H

Dear Name

I am concerned about the fact that (child) is late arriving at school.  This hasn’t only happened once, but appears to happening on an almost regular basis.

School starts at (time) and work starts at that time as well.  If a child regularly arrives late, then it means they are regularly missing the important work we do first thing in the morning.

We would like your support to ensure your child arrives at school on time.

Yours sincerely

Head/Deputy
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LATE 2

date

Name

Address

K.u.H

Dear Name

We are still concerned about the fact that (child) is still arriving late at school.  We did notify you about this problem, but unfortunately there hasn’t been an improvement.

It is your legal responsibility to ensure your child arrives at school on time.  If they are late regularly, they are missing important work which soon mounts up.

If there is no improvement in the future we will have to refer the matter to the Education Welfare Officer, who will arrange a home visit.  I hope the problem will be rectified before this is necessary.

Yours sincerely

Head/Deputy
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ABSENCE SLIP

Date

Name

Address

K.u.H

Dear Parent/Carer

Your child .......................................................  Class ..............................

has been absent from school from ...................................... to ........................

As yet we do not appear to have an explanation for this absence.

Please will you complete the attached slip and return it to school as soon as possible.

Yours sincerely

Headteacher/Deputy

-------------------------------------------------------------------------------------------------------------

TO:                             PRIMARY SCHOOL

Date: ............................

My child ...............................................................  Class .................................

Was absent from school from ..............................  to .............................................

because ...........................................................................................................

......................................................................................................................

Signed .................................................................  Parent/Carer

