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ATTENDANCE POLICY
FARRINGDON PRIMARY SCHOOL

Attendance Policy for distribution to all

school staff, governors, parents and pupils

The staff and Governors of Farringdon Primary School are committed, in partnership with parents, pupils, governors and the Local Authority (LA).  To building a school which serves the community commendably, and of which the community is proud.

The School in partnership with the LA firmly believes that all pupils benefit from regular and punctual school attendance. The school will do all it can to encourage parents/carers to ensure that the children in their care achieve maximum possible attendance and that any problems that prevent regular and punctual attendance are identified and acted upon promptly.

Expectations

School expect that all pupils will:

· attend school regularly;

· attend school punctually;

· attend school appropriately prepared for the day;

· discuss promptly with their class teacher, any problems that are likely to prevent them from attending school.

We expect that all parents/carers/persons who have day to day responsibility for the children and young people will:

· to be aware of their legal responsibilities and to encourage regular and punctual school attendance;

· ensure that the child/children in their care arrive at school punctually and adequately prepared for the school day;

· ensure that they contact the school whenever the child/children are unable to attend school;

· contact the school promptly whenever a problem occurs and the child is unable to attend school;

The School expects school staff will:

· keep regular and accurate records of attendance for all pupils,
· monitor every pupil's attendance;

· contact parents as soon as possible when a pupil fails to attend where no message has been received to explain the absence; 

· follow up all unexplained absences to obtain notes authorising the absence, 

· encourage and promote regular and punctual attendance 

· provide a welcoming atmosphere for children; provide a safe learning environment and provide a sympathetic response to any pupil's concerns
· all staff will promote attendance to their class and on an individual basis,

· all staff will support agencies such as Every School Day Counts and ensure that all attendance initiatives are implemented consistently,
· contact parents/carers of pupils who are not attending regularly, in order to clarify the school's and the LA's expectations with regard to regular and punctual school attendance;

· refer irregular attendance and/or patterns of attendance to the Inclusion Officer;

· meet, where possible, the requirements of the UN Convention - The Rights Of The Child, by ensuring that children are consulted in all decisions that relate to their education.

Term Time Holidays

The school holiday dates are published a year in advance to reduce any disruption to your child’s educational progress.  School strongly advises parents/carers not to book holidays during term time. If a family holiday in term time is unavoidable, a leave of absence form which can be obtained from the school, should be completed prior to the holiday. This can be obtained from the school office. The Head teacher will then decide whether or not to authorise the absence. Head teachers, on behalf of the Governors, can grant leave, at their discretion, for up to two weeks in any school year. No parents/carers can demand leave of absence for their child/children as a right.

The Head teacher will decide whether or not to authorise the absence having considered:

· the pupil's record of attendance;

· that the holiday does not exceed the maximum of ten school days in any one year (unless it is felt that the experience would be of beneficial educational value to the child or it is an exceptional circumstance);

· the time of the holiday, ensuring that it would not prevent the child from missing any important KS1 and KS2 SATs.

Promoting Attendance
Farringdon Primary School promotes regular attendance in the following ways: 

· by providing a caring and welcoming learning environment;

· by responding promptly to concerns raised by a pupil's or parent's about the school or other pupils;

· by marking registers accurately and punctually during morning and afternoon registration. If pupils arrive at school after registration period without a written explanation, the lateness will be recorded as an unauthorised absence and the pupil's name recorded in the late book in case of an emergency i.e. a fire drill;

· by publishing and displaying attendance statistics;

· by requiring pupils to regularly record their own attendance and punctuality;

· by celebrating good and improved attendance;

· by monitoring pupils’ attendance and informing parents/carers in writing of irregular attendance, arranging meetings with them if necessary making a referral to the Inclusion and Attendance Team if the irregular attendance continues.

Responding To Non-Attendance

When a pupil does not attend school we will respond in the following manner:

· on the first day of absence, if no note or telephone call is received from the parent/carer, the school will endeavour to contact them that day. If the family are not contactable by telephone, a letter will be sent.

· if there is no response, the school will continue to try to contact the parent/carer. If by the end of the second day, there has still been no contact made, (third day if waiting for a response to a letter), the school will write to parents/carers and invite them into school to discuss their concerns. The school will inform parents that if the absence persists a referral will be made to the Inclusion and Attendance Team.

· failure to comply with the expectations set by the LA may result in further action, and which could lead to legal proceedings.

Change of School

It is important that if a parent/carer decides to send the child/children in their care to a different school that they inform Farringdon Primary school as soon as possible. A pupil will not be removed from this school roll until the following information has been received:

· the date the pupil will be leaving this school and starting the next;

· the address of the new school;

· the new home address, if applicable.

The pupil’s school records will then be sent on to the new school as soon as possible. In the event that the school has not been received this information, the matter will be referred to the Inclusion and Attendance Team.

School Responsibilities

In order for the school's Attendance Policy to be successful, every member of staff must make attendance a high priority and convey this to the pupils at all times. Parents/carers need to support these views in the home to ensure that children are receiving corresponding messages about the value of education.

In addition to this, the School has the following responsibilities:

Head Teacher, Governors and a designated member of school staff with overall responsibility for attendance to:

· adopt the whole policy;

· ensure that the registration procedures are carried out efficiently and that appropriate resources are provided;

· initiate a scheme for contacting parents on the first day of absence;
· consult and liaise closely with the Inclusion Officer on a regular basis and take responsibility for ensuring appropriate pupils are identified and referred without delay;

· to work in close collaboration with the Inclusion and Attendance Team during their half termly register audit;

· initiate an attendance award scheme with assemblies, certificates and rewards;

· ensure that attendance statistics are displayed around the school and to set school attendance targets;

· to oversee the registration process and ensure that registers are completed accurately and punctually;

· to liaise with the Inclusion Officer at agreed times;

· to reinforce good practice relating to attendance;

· to share concerns regarding the early identification of disaffection with the Inclusion Officer.

Class teachers:

· to complete registers accurately and punctually at least twice daily;

· to follow up any unexplained absence;

· to record all reasons for absences in the register using DfES attendance codes;

· to inform the Inclusion Officer of concerns;

· to be alert to early signs of disaffection which could lead to non-attendance and to report these concerns as soon as possible to the Inclusion Officer.

Pupil Questionnaire

This questionnaire does not have your name on it, so please answer honestly. Tick ONE answer only for each question.

The results will help us to get a clearer picture of how pupils really feel about coming to school. This is your opportunity to have your say, so please don’t waste it.

	1
	Have you had any days off school this year?
	Yes 
	(
	No
	(

	2
	About how many days off?
	None
	(
	Under 5
	(
	5-10
	(

	
	
	11-20
	(
	more
	(
	
	

	3
	What is the most common reason for the days you have had off from school?
	Holidays
	(

	
	
	Sickness
	(

	
	
	Truancy
	(

	4
	Have you had any days off when you should really have come to school?
(if you answered NO, go to question 8)
	Yes 
	(
	No
	(

	5
	What was the main reason why you stayed away from school?
	Problems with other pupils
	(

	
	
	Problems with teachers
	(

	
	
	Not done homework
	(

	
	
	Had a detention
	(

	
	
	Lesson you don’t like
	(

	
	
	Family problems
	(

	
	
	Felt unhappy
	(

	6
	Were you on your own when you truanted?
	Yes 
	(
	No
	(

	7
	What did you do mainly on the days you truanted?
	Stayed at home
	(

	
	
	Went to the town/shopping
	(

	
	
	Went to a friend’s house
	(

	
	
	Went out with your family
	(

	
	
	Looked after someone at home
	(

	8
	What is the most positive thing about coming to school?
	Getting a good education
	(

	
	
	Like some lessons a lot
	(

	
	
	Like some teachers a lot
	(

	
	
	Want to be with my friends
	(

	
	
	Like trips or other activities
	(

	9
	Have you gone to registration and then not gone to lessons?
(Leave Question l0 if you say NEVER)
	Never
	(
	Sometimes
	(
	Often
	(

	10
	If you have skipped lessons, where did you go?
	Out of school
	(

	
	
	In the toilets
	(

	
	
	Other places in the school
	(

	11
	What is the worst thing about coming to school?
	Getting up in the morning
	(

	
	
	School is a waste of time
	(

	
	
	I don’t like the teachers
	(

	
	
	The teachers don’t like me

	(

	
	
	I don’t get on with other pupils
	(

	
	
	There are some lessons that I
don’t like
	(

	
	
	None of these applies to me as
I like school
	(

	12
	Can you suggest one practical thing that the school could do that would improve how you feel about coming to school?
	My suggestion is . . .
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