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We aim to ensure that all our children take full advantage of the educational opportunities available to them and to raise standards by promoting regular attendance and punctuality of pupils.
We are committed to providing an education of the highest quality for all our pupils. We believe high attainment depends on good attendance.

We expect all school personnel to support and promote excellent school attendance by acting as role models and to work hard to provide a learning environment in which all pupils are eager to learn, feel valued and enjoy coming to school.
Sometimes a pupil's absence or lateness may not be their fault and it is our policy to be supportive of the child and not to make them feel guilty or inadequate. Also, at times we will give allowances for religious beliefs and individual family circumstances.

We believe it is essential to regularly remind parents of the importance of good attendance and its links to pupil attainment.  DfE guidance clearly states that the prime responsibility of parents/carers is to ensure that their children attend school regularly. 
Truancy is a matter that we treat very seriously as we feel pupils are not only losing valuable learning time but they are putting themselves at serious risk as the school and their parents are not aware of their whereabouts. 

We work closely with the School Council and hear their views and opinions as we acknowledge and support Article 12 of the United Nations Convention on the Rights of the Child that children should be encouraged to form and to express their views.

We as a school community have a commitment to promote equality. 
This policy meets the requirements of the working together to improve school attendance from the Department for Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility measures.
Aims

· To create a culture in which good attendance is accepted as the norm.
· To demonstrate that good attendance and punctuality is valued by the school.

· To maintain and develop effective communication regarding attendance between home and school and to act early to address patterns of absence.
· To have in place procedures to prevent truancy. 

· To reduce absence, including persistent and severe absence.

Responsibility for the Policy and Procedure

Role of the Governing Board

The Governing Board will:

· Hold the Headteacher to account for the implementation of this policy.
· Nominate a link governor to visit the school regularly, to liaise with the Headteacher and to report back to the Governing Board;
· Take responsibility for ensuring this policy and all policies are maintained and updated regularly;

· Ask questions about trends and challenge what is being done to prevent persistent poor attenders;
· Be responsible for the effective implementation, monitoring and evaluation of this policy;
· Make sure school leaders fulfill expectations and statutory duties.
Role of the Headteacher
The Headteacher will:

· Ensure all school personnel are aware of and comply with this policy;
· Ensure pupils and parents are aware of this policy and remind them of their commitment to this;
· Undertake the daily monitoring of school attendance by using an appropriate and effective registration system;

· Monitor attendance and trends by using data effectively to help strategic planning;

· Give parents at each parent consultation a detailed attendance report on their child;

· Target intervention and support to those children that have been highlighted as poor attenders;

· Attend regular meetings with the EWO;
· Have in place a system for parents to report a child’s absence;

· Report to the Governing Board the attendance figures and progress to achieving the set targets;

· Remind parents of their commitment to this policy;

· Publicise good attendance during assemblies, newsletters and the termly report to the Governing Board;

· Award good attendance badges/certificates to pupils when they have achieved 100% attendance;

· Organise training for school personnel on the use and understanding of attendance codes and authorised and unauthorised attendance; 

· Provide leadership and vision in respect of equality;

· Provide guidance, support and training to all staff;

· Monitor the effectiveness of this policy.
Role of the School Office Staff

The office personnel are responsible for:

· Implementing the policy with the Headteacher;

· Monitoring individual and class attendance on a daily basis and recording this on the school’s system;
· Keeping the Headteacher informed of attendance figures and trends;

· Contacting parents regarding concerns about their child’s attendance;

· Compiling attendance data for the Headteacher, the Governing Board and the EWO;

· Ensuring registers are distributed to the teaching staff and are kept up to date.
Role of School Personnel

School personnel will:

· Comply with and implement this policy 

· Set an example of punctuality and good attendance;

· Ensure that registers are taken at the appropriate times and are accurate and up to date;

· Monitor class and individual attendance patterns;

· Inform the school office of any concerns about attendance or suspected truancy;

· Emphasise the importance of punctuality and good attendance;

· Discuss individual pupil attendance at parent-teacher consultations if it is of concern;
· Use the correct codes when reporting absences.

Role of the Nominated Governor

The Nominated Governor will:

· Work closely with the Headteacher;

· Ensure this policy and other linked policies are up to date;

· Ensure that everyone connected with the school is aware of this policy;

· Report to the Governing Board every term.
Role of Parents

Parents are responsible for:

· Ensuring that their children are punctual and know the importance of good attendance;

· Informing the school office on the first day of absence before 8.45am either by phone or email;

· Informing the school on each subsequent day of absence before 8.45am either by phone or email unless a medical note has been given;

· Informing the school of any changes to their contact details;

· Collecting their children on time;
· Taking part in periodic surveys conducted by the school;

·   Not taking holidays in term time.
Role of Pupils

Pupils are responsible for:

· Attending school every day on time. 
· Knowing the value of good attendance;

· Knowing the seriousness of truancy;
· Taking part in questionnaires and surveys.
Dealing with Trends in Attendance
When there is a pattern of poor attendance then the following procedure will take place:
· Parents are invited to attend an informal meeting with the Headteacher and EWO to explain their child’s repeated absence;
· Support will be given if there are underlying reasons for the absence. If not, then the situation will be monitored for improvement;

· If there is no improvement then the EWO will take the appropriate action which may include a fixed penalty notice.
Dealing with Lateness

The office personnel monitors lateness and informs:

· The Headteacher of patterns of lateness;

· The parents of the school’s concerns and arranges a meeting so that the problem can be addressed.
Dealing with Truancy

If a pupil is thought to be playing truant then the school will inform:

· The parent/carer;

· The police

All truants will receive:

· Sanctions;

· Support;

· Discussions with the EWO to understand the seriousness of the matter;

· A programme of monitoring and support

The police must be informed immediately if a pupil leaves school without prior permission. 

Absence

The headteacher will only grant a leave of absence to a pupil during term time if they consider there to be 'exceptional circumstances'. A leave of absence is granted at the headteacher’s discretion, including the length of time the pupil is authorised to be absent for.

The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant context behind the request. An absence request form is available from the school website or from the school office, which will then either be authorised or unauthorised by the Headteacher.
Any request should be submitted as soon as it is anticipated and, where possible, at least 6 weeks before the absence. The Headteacher may require evidence to support any request for leave of absence. 

Valid reasons for authorised absence include:

· Illness (including mental illness) and medical/dental appointments. However we encourage these appointments to take place out of school time in order not to disrupt the child’s education. Where this is not possible, the pupil should be out of school for the minimum amount of time necessary.
· Religious observance – where the day is exclusively set apart for religious observance by the religious body to which the pupil’s parents/carers belong. If necessary, the school will seek advice from the parents’/carers’ religious body to confirm whether the day is set apart

· Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, bargees (occupational boat dwellers) and new travellers. Absence may be authorised only when a traveller family is known to be travelling for occupational purposes and has agreed this with the school, but it is not known whether the pupil is attending educational provision.
Following up unexplained absence
Where any pupil we expect to attend school does not attend, or stops attending, without reason, the school will:

· Call the pupil’s parent/carer on the morning of the first day of unexplained absence to ascertain the reason. If the school cannot reach any of the pupil’s emergency contacts, the school may contact the police.

· Identify whether the absence is approved or not

· Identify the correct attendance code to use and input it as soon as the reason for absence is ascertained – this will be no later than 5 working days after the session

· Call the parent/carer on each day that the absence continues without explanation to ensure proper safeguarding action is taken where necessary. If absence continues, the school will consider involving an education welfare officer

Raising Awareness of this Policy

We will raise awareness of this policy via:

· The school prospectus

· The school website

· The staff handbook

· Meetings with parents such as introductory, transition, parent-teacher consultations

· School events

· Meetings with school personnel

· Communications with home such as weekly newsletters 

· Reports such as the Governors’ Annual Report to parents

Training
We ensure all school personnel have equal chances of training, career development and promotion.

Periodic training will be organised for relevant school personnel so that they are kept up to date with new information and guidelines concerning equal opportunities.

Equality Impact Assessment

Under the Equality Act 2010 we have a duty not to discriminate against people on the basis of their age, disability, gender, gender identity, pregnancy or maternity, race, religion or belief and sexual orientation.

This policy has been equality impact assessed and we believe that it is in line with the Equality Act 2010 as it is fair, it does not prioritise or disadvantage any pupil and it helps to promote equality at this school.
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