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Introduction
Regular attendance is essential to every child's educational development and is clearly linked to attainment. We recognise our part in assisting parent/carers to meet their legal obligation to ensure attendance.  We understand that for children to attend we need to create an environment that is safe and secure and welcoming so that children may achieve their full potential.  To this extent the policy must operate in conjunction with other school policies eg behaviour, inclusion etc and not seen to be operating in isolation.

School Aims

At Kingsmeadow we aim to work closely with parent/carers who have a legal duty to ensure their child attends school regularly and is punctual for each session.  
Procedures

Parent/carers are informed and reminded regularly, of our need to be informed of the reason for any absence.  There is also a page in the Student's Planner reinforcing this procedure (Home School Agreement). Parent/carers are asked to notify the school by telephone, at the earliest possible opportunity, of absences due to sickness and to provide a note explaining the absence when their child returns to school. Children who are absent and return to school without a reason being given for their absence, either by telephone or by bringing a note within 2 weeks of their return, will remain marked as an unauthorised absence.  Unauthorised absences from school may lead to the Local Authority issuing a Fixed Penalty Notice ie a fine of £50 per parent/carer.  The school has responsibility for authorising absences.
A note is also required when a child has to attend a medical or dental appointment in school time or when a child needs to be excused from physical exercise.  Such appointments whenever possible should be made outside normal school hours.

Children leaving the school premises during the school day for appointments must be signed in and out at the main school office.

We actively discourage all holidays during term time (School Attendance Policy and Practice on Categorisation of Absence, Circular 10/99). 

School Governors wish to stress that requests for holiday absence during term time will only be granted in exceptional circumstances.

The following factors will be taken into consideration:

· the time of year and the likely disruption to learning (requests in the autumn term or when examinations are taking place are unlikely to be granted);
· the student’s overall attendance pattern; 
· how long the holiday will be;
· previous requests; 
· the clear educational nature of the proposed holiday.

If authorisation for the proposed holiday is not granted and the student still proceeds this will be considered to be an unauthorised absence for which a Fixed Penalty Notice may be issued. 

Applications must be made to the Head Teacher on a form obtained from the school office. This should be not less than 4 weeks before that absence is due to start.

Monitoring Attendance

The Key Stage Co-ordinator’s job description includes ensuring good attendance and punctuality by supervising registration procedures and analysing attendance data, approving students' leave of absence and maintaining close contact with the Attendance Officer and EWO to discuss appropriate referrals and students causing concern.  

In cases where a student’s attendance falls below 90% the Key Stage Co-ordinator and Attendance Officer should take steps to investigate the causes for this and where appropriate 

· discuss with the parent/carers/student attendance issues;

· issue a formal letter to parent/carers expressing concern;

· invite parent/carers into school to discuss formally issues of attendance;

· refer to Governor’s Non Attendance panel those students whose attendance is not improving;

· for students whose attendance is 80% or below refer to EWO (see Education Welfare service level agreement). 

The Governors Non Attendance Panel will convene each half term to discuss with parent/carers and students issues of non- attendance and lateness.  The panel may set attendance targets with specific time scales for students to achieve. Key Stage Co-ordinators and Attendance Officer may refer students whose attendance is causing concern and where no improvement has been noted despite intervention.  This will take place prior to, a referral to the EWO ie where students’ attendance is above 80% and below 90%.

The Governor’s Non Attendance Panel will consist of the Chair of Governor’s, a School Governor, Deputy Head Teacher, Attendance Officer and EWO.

The EWO may use a number of courses of action:


· contact with the home by telephone or letter;

· home visit;

· verbal warning (office interview);

· written warning;

· issue fixed penalty notice;

· request court summons from the LEA.

Staff and form tutors are required to register accurately and promptly using the school electronic registration system in each lesson and tutor time using the school e-portal database.  

Form tutors should remind students with unauthorised absence upon their return that an explanation is required from their parent/carers within 2 weeks if one has not been supplied. All cases of truancy and any suspicion of truancy should always be reported to the Attendance Officer and Key Stage Co-ordinator for action.  Any other concerns regarding pupil attendance should also be reported to the Key Stage Co-ordinator and Attendance Officer.
The Attendance Officer will liaise between Key Stage Co-ordinator and home to ensure good attendance. The Attendance Officer will support Key Stage Co-ordinators by working with students whose attendance is between 80% and 90% by:

· first day calling;

· regular contact with parent/carers and students of target group;

· analysing attendance data to establish attendance patterns and identify students starting to cause concern;

· liaising with EWO and other agencies.

Any students wishing to leave the premises should seek permission from their Key Stage Co-ordinator.  If permission is given they must sign in and out at the main school office.

Lateness

Regular or persistent lateness without good cause is a form of truancy and should be dealt with accordingly.

Key Stage Co-ordinator and Attendance Officer will monitor lateness and will take appropriate action to improve student punctuality eg issue detention after 2 incidents of lateness without reasonable explanation each week.  If this does not improve a student’s punctuality then the procedures for improving attendance should be applied.  

All parent/carers are given 24 hours notice of any school detention.
First Day Calling System
The school operates a first day response to absence, which is co-ordinated by the Attendance Officer.  It is therefore vital that registers are taken on time and are accurate.  The system of first day calling is intended to improve attendance levels and decrease levels of absence especially those which are unauthorised  It should also bring incidents of truancy to the attention of the school and parent/carers more quickly and enable the school Attendance Officer and EWO to respond promptly in conjunction with the Key Stage Co-ordinators.
First Day Calling

· Attendance Officer contacts the parent/carers of all students who have not arrived.
· If contact is made the attendance officer will update the facility system with the appropriate code.  If contact has not been made a further attempt will be made the next day.

· If contact is still not made after day 2 then a letter requesting information of absence will be sent.

· If no contact has been made and the student is still absent then a home visit may be made by the Attendance Officer.

A list of the attendance codes is displayed below for your information.

Registration

The attendance register must be marked at the beginning of each lesson/tutor period.  During the registration time every student whose name has been entered in and not removed from the admission register must be marked present or absent.

Students who are physically present are marked with the forward slash “/” in the appropriate space using the e-Portal attendance lesson register.

Students who arrive late after the register has been called are deemed to be late and are marked with the “L” code.  Any students who are not physically in the classroom should be marked with the “N” code.  One of the three recognised marks should be placed against student’s name on the register and the register saved.

NB  
Registers are legal documents which may be used in court case involving absence from school; they must be accurate
Attendance Codes 
/
Present

B
Educated off site
C
Authorised Absence – other circumstances

D
Dual registration
E
Excluded

G
Holiday - unauthorised

H
Holiday - authorised

I
Illness

J
interview


L
Late

M
Medical appointment

O
Unauthorised Absence

P
Sporting Activity

S
Study leave


T
Traveller Absence
U
Late - unauthorised

V
Educational Visit

W
Work Experience

R
religious Observance
Structure of School Day

Times of the day

	Lesson 1
	8.45 – 9.45

	Lesson 2
	9.45 – 10.45

	Key Stage 3 Tutor Time
	10.45 – 11.00

	Key Stage 4 Break
	10.45 – 11.00

	Key Stage 4 Tutor Time
	11.00 – 11.15

	Key Stage 3 Break
	11.00 – 11.15

	Lesson 3
	11.15 – 12.15

	Lunch
	12.15 – 12.45

	Lesson 4
	12.45 – 1.45

	Lesson 5
	1.45 – 2.45


Tutor Registration Period

During tutor time there will be assemblies during the course of the week.  On the other occasions staff should use the tutor time for getting to know tutees and establishing the crucial positive tutor/tutee relationship.  In addition, tutors should use this time for the following:

· Uniform check

· Familiarising students with the Code of Conduct

· Discussing Attendance Matters

· Checking Planners

· Organising Stars

· Reviewing students academic progress / setting future targets

· Following up disciplinary matters

· Complying with needs of statutory act of worship

Further guidance will be given by the appropriate Key Stage Co-ordinator.
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