BRANDLING PRIMARY SCHOOL

ATTENDANCE

POLICY AND GUIDELINES

Introduction

Since compulsory schooling became law through those Early Education Acts, schools and Inspectors have emphasised the importance of good attendance.  We at Brandling Primary School realise the contribution which good attendance makes to our educational aims and the quality of provision we offer, therefore, we encourage each child’s full attendance and punctuality right from his/her earliest days in school.  Where a concern about punctuality or attendance is expressed we deal with it as quickly as possible through the systems outlined in this policy.

Session Times

School

8.55 – 12.00 ( Infants)



8.55 – 12.20 (Juniors)



1.15 – 3.30 (Whole school)

Nursery
9.00 – 11.30 (morning)

1.0 – 3.30 (afternoon)

Rationale

Attendance is an important issue which involves parents, LEA and school, both staff and governors because it contributes to pastoral care, a positive ethos and the promotion of high attainment. 

By law parents have a duty to secure education for their children; LEA’s must ensure that parents fulfil that duty and schools must register attendance including authorised and unauthorised absence at the beginning of morning and afternoon sessions.  Attendance must be reported to parents at the end of the school year.

Parents who realise the importance of good habits of attendance and punctuality are parents who value the education in our school and this will be clear to their children.  This in turn allows us to fulfil our aims for the development of the children in our care.

Consultation and collaboration between the partners in securing good attendance is essential.  OFSTED also makes it clear (Guidance on the Inspection of Nursery and Primary Schools 1995.  Section 4.3 Attendance) that attendance is an important aspect of the school and will report on the extent to which attendance exceeds 90% and children are punctual.  They will ask how the school deals with absence which falls below 90% and how effective the advice, support and guidance available is in securing good attendance.

This policy sets out a system for achieving consultation and collaboration between all the partners involved in ensuring good attendance and punctuality.

Registers

Attendance and punctuality are recorded in individual class registers which are marked at the beginning of the morning and afternoon sessions.

Marking of registers is completed according to LEA guidelines and instructions and each register contains a comprehensive list of appropriate marks for all circumstances under which a child may be absent or late (see Appendix 1)

Individual class teachers are responsible for marking the register correctly using the enclosed list.

Registers are collected by teachers before each morning and afternoon session.  They are returned to the office as soon as they are marked.

Attendance is calculated each week and the information is recorded on computer weekly.  This includes information about children arriving at or leaving school.

Absences

Absences may be authorised or unauthorised.  Authorised absences are those where an explanation has been given.  Unauthorised absences are those where no explanation has been received.

Parents are expected to inform the school when their child/ren are going to be absent.  This may be done by telephone message or by letter.  A telephone message is noted down on a special slip (see Appendix 2) and given to the teacher concerned for her/his records.  A letter explaining absence may be sent or given to the school and teachers retain these in their own records.  A verbal message from a responsible adult is also acceptable.  The information should be noted and kept.

If a child is absent and no explanation is forthcoming, we will contact the parent in one of three ways:


By personal contact


By telephone


By proforma letter.  (Appendix 3)

Should we be unable to secure an explanation then we would monitor absence and follow the procedures set out in the next section.

Parents who wish to remove their children from school to attend appointments must inform the Headteacher or class teacher of the time and dates of these.  We insist that a responsible adult collect children from school for such appointments preferably one who is known to us.  However, parents should tell us who will be collecting their child if they are unable to do so themselves.  We encourage parents to return their children to school after an appointment if at all possible.

If a parent wishes their child/ren to be absent for a special reason they must ask permission of the Headteacher and sign an absence request.  (see Appendix 4)  Any parents who wish their child/ren to accompany them on a family holiday must complete a holiday form and return it to the school.  (See Appendix 5)

Continuous or Regular

Where a class teacher notices a continuous or regular pattern of absence particularly where such absences are unauthorised, s/he makes a note of his/her concern on the form in the back of the register. (See Appendix 6)

Teachers encourage children to attend regularly especially where attendance concerns them.  Teachers will talk to a child about his/her absence to see if this is an issue they can deal with e.g. bullying.  If there is no improvement in attendance over a period of several weeks the teacher approaches the parent to discuss the situation in a positive and supportive way which seeks to discover the reason for the absence and to help where possible.  Parent/teacher interviews each term are an ideal time to discuss attendance because this often sets a more positive pattern.

If the situation continues then the class teacher reports to the Headteacher who may:


speak to the parent again


send a formal letter


or, report the child’s name and details to the 
EWO on her/his regular visits to the school.

depending upon the individual circumstances and always approaching parents in a supportive and positive way.

If an absence is reported to the EWO, s/he reviews the child’s absence and decides upon a course of action.  This may be to continue monitoring or to arrange a home visit.  In the event of a home visit the school makes out the relevant document (Appendix 7) which would be passed on the EWO and s/he reports the results back to the Headteacher.  Relevant information is reported to the class teacher.  We can help by setting targets for individuals or classes in conjunction with parents.

Should continuous or regular absences still occur the EWO then invokes non-attendance procedures which may lead to court appearances by the parent/s.  The school is kept informed of such procedures in regard to individual children.

Children may be absent from school for a prolonged period due to illness or injury.  We would contact the parent to offer work and if possible or appropriate arrange to visit the child for short periods of work at home.

S.E.N

We consider that continuous or regular absences are detrimental to children’s learning.  In their early days in school, children need good attendance in order to keep up with their peers.  If poor attendance is thought to be the reason for a child’s lack of progress or unacceptable behaviour, then the teacher will keep a record of concern as outlined above and monitor the child’s progress closely at Stage one.  If special circumstances govern the child’s absences the school may be able to help e.g. provision of extra homework, agreeing a behaviour strategy with the parent.

A child would not move onto Stage two for reasons of poor attendance alone although this may be considered a contributory factor.  It is at this stage that the Learning Support Teacher would become involved.  The action as outlined above would form part of the strategies for improvement.

Punctuality

Punctuality is important since children who are late miss out very often on the important parts of the day; assembly, Acts of Worship and introductions to lessons in class.  Persistent lateness is noted by the class teacher  (Appendix 6). Parents are approached to discuss this problem.  Older children are encouraged to do what they can to ensure that they arrive at school punctually.  The importance of punctuality is emphasised throughout the school.

If there is a specific reason for persistent lateness we will do what we can to suggest strategies to help.

Nursery

We encourage good attendance and punctuality as far as we can with children in the Nursery as well as those in the main school.  While there is no statutory attendance requirement for children under 5, we feel that it is important that children attend regularly.  If we can establish good habits of punctuality and attendance early, then these will stick with both the child and the parent for the future.  If there seems to be a problem then we would ask the parent about this and try to help because if parents come to understand the importance of good attendance and its value to education then they will support our efforts in trying to establish good attendance and punctuality.

Partnership with Parents

We try to demonstrate the value of regular attendance through our links with parents, rewards for good attendance, reporting on attendance and attendance issues through our prospectus, meetings and welcoming ethos.

Good attendance is rewarded termly with a special merit certificate and we operate a merit award system for a range of positive actions and attitudes.

Good attendance and punctuality demonstrate the high value which parents put on their children’s education.  Through rewards and through the systems outlined in this policy we show that we recognise the parent’s part in school attendance and that we work together to promote good attendance and punctuality leading to mutual respect for the education provided in our school and to promoting high standards in the work that we do.

Review 

This policy will be reviewed in 2002 or at such time as shown in the School Development Plan.  Monitoring and evaluation will occur at regular intervals during that time.
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