Windy Nook Primary School Attendance Policy 2012-2013

Whole School Policy for Attendance and Punctuality

Rationale

When attendance at school is optimum, pupils have maximum opportunity to participate in all aspects of school life and learning. We believe that by offering a broad, balanced and exciting curriculum, children will want to attend school. If attendance is poor or sporadic, we must do everything possible, both in terms of provision and checking family circumstances, to improve attendance.

The Aims of the Whole School Policy for Attendance and Punctuality

Aim 1

To promote full attendance of all pupils.

Aim 2
To make attendance and punctuality a priority for all those associated with the school, pupils, staff, parents and governors.

Aim 3
To maintain a framework which defines agreed roles and responsibilities in carrying out designated tasks related to pupil attendance and punctuality.

Actions Designed to Support each Aim

Aim 1
To promote full attendance of all pupils.

Actions

1.1 Apply whole school policy consistently.

1.2 Establish and maintain a high profile for attendance and punctuality.

1.3 Monitor progress in measurable outcomes for attendance and punctuality. 

Aim 2
To make attendance and punctuality a priority for all those associated with the school, pupils, staff, parents and governors.

Actions

2.1 Raise awareness of the importance of full attendance and punctuality to parents through:

· School prospectus

· Monthly newsletters

· Induction and other meetings

· Parent-teacher interviews and annual pupil reports

· Individual attendance/punctuality letters, where appropriate.

Raise awareness of the importance of full attendance and punctuality to pupils through:

· Regular assemblies and special attendance assemblies

· Displays

· PSHE

· Reward system

Raise awareness of the importance of full attendance and punctuality to staff through:

· Staff meetings and newsletters

Raise awareness of the importance of full attendance and punctuality to governors through:

· Annual Progress Review

· Newsletters

· Head Teacher’s Annual Report to Governors

· LEA Target-setting procedures

Aim 3
To maintain a framework which defines agreed roles and responsibilities in carrying out designated tasks related to pupil attendance and punctuality.

Actions

See next page

	Action
	Person Responsible
	Frequency
	Comments

	Registration procedures clear and consistent.
	Class teacher
	Start of each school session
	Individual queries directed to admin. staff.



	Parent contacts school before start of session if pupil is to be absent.


	Parent/carer
	First day of pupils absence
	Note is made of call/email and placed in register.

	First day absence calling is in operation.
	Admin. staff
	First day of pupil absence if parent has not made contact.


	Note of outcome placed in attendance file and signed by HT or DHT daily.

	Attendance data is monitored regularly.


	Head Teacher
	Monthly
	Note is made of pupils achieving full attendance and those whose attendance may be cause for concern. 


	Pupils achieving full attendance are publicly recognised and rewarded.
	Head teacher and class teachers
	Half-termly
	Assemblies/displays/certificates/special awards are regular aspects of school life.



	Parents of pupils whose attendance gives cause for concern are contacted to identify reasons for absence, and to provide support to improve attendance.


	Head teacher

Class teacher
	Monthly or when class teacher is concerned about a pupil’s attendance/punctuality.
	Contact will be informal wherever possible, and will offer support and guidance.

Individual attendance targets may be set if appropriate.

	Patterns of attendance for each pupil are identified.
	Class teacher
	As becomes obvious
	Concerns about unusual patterns are passed on to Head Teacher



	Late book is in operation.
	Y6 Pupils and admin staff


	Daily
	Reason for lateness and time of arrival or collection are noted.

	Parents of pupils whose punctuality are giving cause for concern are contacted to identify reasons and provide support to improve punctuality.
	Head teacher
	As required
	Parents are contacted on each third late arrival at school.

Individual punctuality targets may be set if appropriate.

	The taking of excess holiday in term-time is discouraged.
	All staff
	As holiday leave is applied for
	Governors set attendance threshold (95% this academic year) required to gain authorised absence for holiday.  Parents are made aware of the consequences to pupil education of holiday leave in term time.


	Referral to external agencies may be made to support pupil attendance/punctuality including EWO involvement, parental involvement from  Non-Attendance Panel and including legal processes. 

	Head teacher
	As considered appropriate
	External agencies may be able to provide additional/short term support to families to help improve pupil attendance.


Policy Review

This policy will next be reviewed in September 2013. 

All those involved with the school will be invited to review, staff, pupils, parents and governors.
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