     
Limes Farm Junior School 
Attendance Policy          

Philosophy

Limes Farm Junior School is committed to providing high quality inclusive learning opportunities for all pupils. We believe that if pupils are to reach their full potential, then excellent attendance is crucial. Any problems that impede full attendance will be identified and addressed as speedily as possible.
1.
 Aims and Targets

It is the policy of our schools to celebrate achievement. Full attendance is a critical factor in ensuring positive educational outcomes for our pupils. Our school will actively promote and encourage 100 per cent attendance for all our pupils.

Our schools will give a high priority to emphasising to parents and pupils the importance of regular and punctual attendance. We recognise that parents have a vital role to play and that there is a need to establish strong home – school links and communication systems that can be utilised whenever there is concern about attendance.

If there are problems which affect a pupil’s attendance we will investigate, identify and strive in partnership with parents, pupils and the Education Welfare Service to resolve those problems as quickly and efficiently as possible. We will adopt a clearly focused approach aimed at returning the pupil to full attendance at all times.

2.
 Roles and Responsibilities

Parents and carers have a duty to educate their children  “suitable to their age, aptitude, ability and any special educational needs which they may have” either by regular attendance at school or otherwise under Section 7 of The Education Act 1996. Parents and carers whose children are registered at school are then responsible for ensuring that they attend punctually, regularly and stay at school.

Schools 
· have to call the attendance register twice per day – at the start of the morning and afternoon session.  

· have to ensure that attendance registers are kept, in accordance with legal requirements and the policy of the school.  

· have to inform the Local Authority about pupils who do not attend school regularly or who have been continuously absent for two weeks or more (unless the absence is covered by a medical certificate).

Local Authorities are required to ensure parents carry out their responsibilities, with regard to their children’s education. 

3.
 Procedures

We will ensure all staff are aware of the registration procedures and that they will complete accurate registration processes at the beginning of each morning and afternoon session within 5 minutes of the start of the morning and afternoon session.  
First day Contact

 Parents/carers are encouraged to contact the school office early on the first day of absence (by 11 a.m.)

· If the parent has not contacted the school by 11 a.m., then the parents of identified pupils should expect to be contacted by the administrative assistant either by telephone or by SchoolsComm.
· Parents will be asked to give a written reason if the school does not hear by telephone or verbal message.
It is the view of the school that first day contact works by:

· Raising awareness of the importance of full attendance

· Addressing problems before they become serious

· Improving home-school liaison

· Sending a clear message to parents and pupils that if a child is absent s/he will be missed

· Alerting parents who may be unaware that their child is missing and therefore may be at risk

· Requiring and promoting a high level of communication within the school staff working as a team

· Reducing the number of pupils who have short-term absence, thus reducing the overall absence rate

· Assisting parents and pupils to develop habits that reduce casual absence and encouraging early contact from parents

Lateness

Parents are expected to ensure that children are present at registration. Registers will close at 9.00 a.m.  Children arriving after 9.00 a.m. but before 9.25 a.m. will be recorded as late and a reason requested and recorded. Children arriving after 9.25 a.m. will be recorded as unauthorised absence. 
There are three negative results caused by pupils who constantly arrive late:

· The loss of learning suffered by the pupil themselves which over a year can add up to a significant proportion of their time in school.

· The disruption to other children in their class as the teacher’s attention is taken from the task at hand.

· Can raise levels of unauthorised absence.

The strategies that the school will use to tackle lateness will include: 
· Informing parents when a pupil is late more than 4 times in two weeks. This will be done by way of a letter signed by the Headteacher. There are three types of letters which use stronger language according to whether the parents/carers have been contacted before about punctuality. 

· Calling parents in to discuss lateness after three letters have been sent home.
· The EWO being notified in the case of persistent lateness.
· Use of Penalty Notices in cases of unauthorised absence. This decision will be taken by the Headteacher in consultation with the Education Welfare Officer for the school.

Authorisation of Absence

In Limes Farm Junior School the decision as to whether an absence will be authorised will be taken by the Head teacher. This may be after a period of absence, a pattern of missed absences or continued lateness.  
Authorised Absence: an absence agreed by the Head teacher with  an explanation from parents

Unauthorised Absence: an absence not agreed or unexplained

Medical: an appointment such as hospital, doctor or dentist 

Illness: illness as informed by the parent or on receipt of doctor’s/hospital notes if required.

Full guidance on attendance codes is held in the school office.

Holidays in term time
DCSF guidance states that parents should not take children on holiday in term time.

We greatly value the positive relationship between parents and the school and we do not want the issue of holidays to create a conflict in this relationship. However parents do not have a statutory right to ten days leave of absence in an academic year.
The Governing Body has agreed that Headteachers will not authorise holidays in September and January so that the children have the best possible chance of settling back into school after holidays. Also requests for holidays in May will not be authorised as this is the time when the children will be taking assessment tests.
The governing body will carefully consider approving a request for pupils during the other months providing that the child’s attendance has been at least 90% during the previous year.

We are very aware that cheaper prices are on offer during term time. However, we have to prioritise education before finance. The cost of educating a child for a week far outweighs the savings made by taking time out of school for a cheaper holiday.
Request forms for a holiday in term time are available from the office.
Parent Contracts

Attendance is part of the Home- School Agreement. 
Penalty Notices

In accordance with Government guidelines, the Local Authority reserves the right to fine parents who take their child out of school for holidays during term time without approval.
When it is suspected that a child has been taken on holiday and medical reasons are given for the absence, we reserve the right to request a doctor’s certificate verifying the illness.

We appreciate that there will from time to time be exceptional family circumstances that require a child to be taken out of school. Parents are asked o write a letter explaining the situation and attach it to a completed holiday request form. Please be assured that every consideration will obviously be given under such circumstances.

Please do not put the schools in a position of having to decline approval for a leave of absence and having to refer the absence to the Local Authority, who have the power to impose a fine of up to £100 per parent per child.  The School’s attendance policy states that we will not authorise any holiday leave requested for September, January and May. We greatly value the success of our children and any absence can be to the detriment of a child’s learning; it is therefore imperative that avoidable absences like holidays are discouraged.
4.
 Strategies

We will:

Promote positive staff attitudes to pupils returning after absence.

Work towards ensuring that all pupils feel supported and valued. Send a clear message that if a pupil is absent s/he will be missed.

If extended leave of absence is agreed then the schools will consider
· Establishing the educational potential of the trip so it can be exploited

· Explaining the content of the missed  work and how it can be made up on return with help from the parent(s)

· Whether work can be given to the child while s/he is away

· Preparing a study pack

· Asking the child to make a diary of the trip to share with the class on her/his return 
If a child fails to return following the agreed leave of absence, she/he may be removed from the school roll after ten days unless the parent provides an acceptable reason e.g. illness. 
We will strive to raise the profile of attendance through: 
· Individual certificates for good attendance for the whole term. 100% attendance will receive a Gold certificate, 98% a Silver certificate and 96% a Bronze certificate.
· Weekly class attendance display

· Attendance cup for the best attending class

· Special certificates for those children whose attendance has improved

· Attendance target on display in the entrance hall with success to date
· Newsletters containing names of children who were awarded a certificate.
· Each half term all attendance will be monitored and a letter sent home to the parents/carers of those children not attaining 90% inviting them in to discuss the matter with the headteacher.
5. Monitoring and Evaluation

Meetings with the EWO take place every four weeks when any children causing concern with attendance or lateness are highlighted and necessary action is taken. 

Targets for improved attendance are set annually. It is important to set realistic targets and these targets are set in consultation with the Education Welfare Service. Each year the governors will check whether these targets were met and, if not, try to establish why not. 

Attendance will be reported each term to the Governors as part of the Head teacher’s report.
Limes Farm Junior School believe that it is essential to keep this policy “alive”. Consultation and communication are key factors that will ensure that the Policy has impact in raising attendance. This school will keep attendance as an item on the agenda of staff meetings as well as Governing Body meetings and we will consult with all members of the school community and the Education Welfare Service in developing and maintaining the whole school attendance policy.

We will ensure that we take a pro-active approach to supporting the needs of all pupils and are committed to ensuring equality of opportunity to all.

Date agreed:

Date to be reviewed:

Limes Farm Junior School             
Attendance Agreement
I understand that education is important and that every lesson counts.

I will support the schools’ policy for attendance and ensure that my child attends on a regular basis and on time.

From September 2009 I understand that the schools will not authorise holiday requests for September, January or May.

Signed..................................................................................................................

Name of child..........................................................  Class.................................
Limes Farm Junior School          Limes Farm Infant School and
                 Nursery  
Every Lesson Counts  
Dear

                    The attendance for your child...............       has been ...% during the last half term. We are concerned that your child will not make good progress by the end of the year  as ................ will have missed valuable learning time.

Please could you contact the school office to make an appointment to discuss this matter.

J. Tunney - Headteacher
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