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GOOD ATTENDANCE

We believe that good attendance is essential if children are to take full advantage of school and gain the educational and social skills, which will equip them for life.

The school aims to achieve good attendance by operating an attendance policy within which The Governing Body, staff, pupils, parents and Borough School Attendance Officer (BSAO) can work in partnership.  We will monitor attendance and work to solve quickly any identified problems. 

The staff will encourage good attendance and will liaise with families and other agencies when this is appropriate.  Good attendance is seen as an achievement in its own right.

The attendance policy is based on the premise of equal opportunities for all.

We aim to:

· promote good attendance as the norm;

· help every child to reach their maximum potential unhindered by unnecessary breaks in their school life;

· demonstrate that good attendance is valued by the school;

· establish a pattern of monitoring attendance and ensure consistency in recognising achievement and dealing with difficulties.

To achieve this we plan to:

· help children to be more aware of the importance of regular attendance and punctuality by class discussion;

· improve communication with parents in relation to their child’s attendance by providing regular information about the whole school’s attendance record;

· continue regular contact with the BSAO

· set an attendance target annually

Rewards for good attendance:

· individual children making significant improvement are rewarded by a Headteacher’s certificate presented in a celebration assembly.

Responsibilities

The attendance co-coordinator is responsible for:

· the attendance policy and organisation of a regular annual review;

· liaison with the BSAO;

· liaison with the Governing Body ;

· supporting staff in monitoring and dealing with problems;

· supporting families and individual children in sorting out any problems working against good attendance and in helping to set and achieve targets with regard to attendance;

· publicising facts and figures with regard to the school’s attendance record in an easy to understand format.

The class teacher is responsible for:

· ensuring that the registers are completed accurately at the beginning of each session;

· ensuring that the clerk is aware of any added absence markers (e.g. if a note arrives establishing that absence in the previous week); 

· monitoring the attendance and patterns of absence of the children in their class;

· liaising with the headteacher with regard to any concerns regarding attendance;

· ensuring that the delivery of the curriculum is challenging, interesting and stimulating so that children want to attend regularly;

· ensuring that the ethos in the class and the school is supportive of good attendance.

The family is responsible for:
· making sure their children attend regularly and punctually unless prevented by illness or medical appointment;

· letting the school know as soon as possible why a child is away;

· talking to the school as soon as possible about any child’s reluctance to come to school so that problems can be quickly identified and dealt with.

· the parents will be given a copy of the attendance record of their child twice a year - once at the Personal Annual Review (PAR) and within the end of year report in July.
· book holidays during the school holidays ( parents will be liable for a penalty notice if they take their children for a holiday during term time. All holidays will be unauthorised. 
Poor attendance (Less than 90%) will be addressed by:

· A letter to the parents form the Head teacher

· The Governing Body will be informed by the Head Teacher

· A letter from the BSAO

· If poor attendance continues parents would be liable for a Penalty Notice issued by the LEA subject to the approval of the Head teacher and Governing Body.
· Parents will be liable for a penalty notice if they take their children for a holiday during term time. All holidays will be unauthorised. 
Right of appeal

· If any parent, carer or other representative of the child feels that the Attendance Policy has been applied incorrectly or unfairly then that person may appeal to the Governing Body within 7 days of any formal notice from the Head teacher and a decision based on all relevant facts will be made in those particular circumstances only.

Completing registers:

The register is a legal document and should be completed with care.

· mark in HB Pencil;

· registers should be marked at the beginning of the morning and afternoon sessions;

· registers are formally closed at 9.25 am. 

· send the register to the office;

· children arriving after the start of school but before the close of registers are marked late by the office;

· all absence notes or holiday forms are kept in the child’s file in the staff room.

· record verbal and telephone messages are logged in a diary in the offices
The Head teacher and Attendance governor will monitor the attendance of pupils termly and publish figures in the Head teacher's Governor Report.

Agreed by the Governing body 
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