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Meanwood Community Nursery and Primary School
Attendance Policy
Introduction

At Meanwood Primary School, we strongly believe that regular attendance at school is essential to ensure the educational, social and emotional progress and development of all pupils.  This policy informs the systems in place in school for promoting good attendance.
What is expected of parents:

· To maximise their child’s attendance
· To offer a reason for any period of absence, preferably before the absence or on the first day of absence.  Parents and carers are asked to contact the school office on the first morning by telephone, email, letter or in person if their child is absent from school.
· To ensure that their child arrives on time, properly dressed, with the right equipment and in a condition to learn.  A reason should be offered for lateness.
· To work closely with the school and the Education Welfare Officer (EWO) to resolve any issues that may impede a child’s attendance or punctuality.
· To be aware of curriculum requirements and be especially vigilant with regards to attendance during important times such as assessment weeks and SAT’s tests

· To keep school updated should contact numbers or address details change.

What is expected of school:

· To consistently record absence within the guidance of the 1996 Education Act

· To give a high priority to promoting and celebrating good attendance and punctuality 

· To encourage communication between home and school and to support parents to maximise their child’s attendance

· To implement procedures that enable school to identify, follow up and record absences, patterns of absence and parent condoned absence with effective monitoring and intervention

· To follow procedures leading to a formal referral to the EWO

Actions taken by the school in response to absence:

Registers are taken electronically at Meanwood Primary School and are monitored daily by the school’s Attendance Officer.  Details of all absences and lateness are recorded.  Procedures for following up absences are as follows:
· If any child has not been marked as present on the register and the school has not been notified about a child’s absence, the school’s Attendance Officer will contact parents using a text message or phonecall.

· If no reason for absence is received, school will continue to contact the child’s parents on each subsequent day that the child is absent.
· If the parents cannot be contacted when a child is absent, and the school has concerns about the child’s whereabouts or their welfare, the school will make a home visit and may also refer the child to the LA Children Missing Education Officer.  A referral to the CME Officer will always be made if a child is withdrawn from school without being placed in another school or for a child who goes missing.

· If no reason for absence has been received, then school will send a green slip home requesting a reason.  A series of graded letters are used which range from offering parents support to improve attendance, to warning parents that continued absences will result in a referral to the EWO or a fixed penalty notice. 
· Weekly register checks highlight any children with specific patterns of absence or who have been absent on more than one occasion.  Letters are sent requesting proof of illness for children who are frequently absent.  
· 20 sessions (10 days) of unauthorised absence triggers a referral to the EWO.
· Poor attendance or punctuality may in some cases indicate other health, welfare or child protection concerns around a child.  The school works closely with other agencies such as Child and Family Support, Children’s Social Care or the Education Welfare Officer or School Health Practitioner to safeguard children and to address their needs.  Within school, the headteacher or family worker will make initial contact with parents to explore reasons for absence and offer support to improve attendance. 
· At each stage of the monitoring process, parents are invited in to speak to the headteacher if they have specific concerns or issues.
· The attendance officer collates a weekly attendance monitoring sheet listing children who have had unauthorised absences, lateness, absence in 2 weeks running, absence dropping below 85%.  This is shared with the headteacher and follow up actions are identified, which may include making contact with parents in person, by letter or home visit.  
Authorised absences 

Authorised absences include sickness, hospital appointments, dental appointments and religious holidays up to an agreed maximum.  Where possible, medical and dental appointments should be arranged during holidays or outside the school day.  Where this is not possible it is expected that pupils only miss part of the day and that an appointment card or letter is brought into the school office as evidence.  Other circumstances which can be authorised include attendance at close family weddings, funerals or other significant family events, or if the headteacher agrees with the parent that it is too dangerous to travel in bad weather and the child lives some distance away from school. 

Unauthorised absences 

Unauthorised absences include shopping, visiting relatives, going for a haircut, parents unwell and unable to bring the child, caring for younger siblings if parent is unwell, not attending during bad weather if the school is open and the child lives within a reasonable walking distance from school and / or public transport is operating.  Holidays in term time are not authorised.  

Punctuality:

School starts at 8.55am, doors open at 8.50am.  Registration takes place between 8.55am and 9.05am and children arriving after 9.05am are marked as late using the register code L.  Children who arrive after 9.15am are marked as late using the code U which indicates an unauthorised absence for that session.
Late children in the Infants should report to the Infants main door up until 9.15am and to the main office in the Junior building after 9.15am.  All late children in the Junior building must report to the office when arriving after 9.05am.

Lateness is monitored weekly and letters are sent home to parents asking for improvement.  If the lateness is persistent then further letters are sent, with persistent lateness resulting in a referral to the Education Welfare Officer.  Persistent levels of unauthorised absence due to lateness may result in a penalty notice being issued.

Persistent absentees:

A child who has an attendance figure of 85% or below in any single half term is classed as a persistent absentee and will be monitored within school and may also be referred to the EWO.

Rewards for attendance:
In order to promote good attendance, each key stage has a weekly attendance league table, announced in assembly, with the class with the highest attendance winning a trophy for the week.  Each half term, children are awarded certificates for 100% attendance.

The Education Welfare Service:

Meanwood Primary School works with the Education Welfare Service to improve the attendance of all our children.  Whilst the majority of children achieve good attendance, there are a minority who do not.  Children can be referred to the EWO if their attendance hits a trigger of 20 sessions of unauthorised absence.  There are different strategies used by the Education Welfare Service to support families and raise awareness of the importance of good attendance.  These range from informal home visits, attendance panels in school and at the Town Hall, penalty notices and ultimately court action.  Court action is a last resort when all other strategies for improving a child’s attendance or punctuality have failed.  

The school’s Attendance Officer meets with the EWO on a fortnightly basis to monitor individual attendance of referred pupils and to address any concerns.

Attendance panels are held by the Headteacher, Family Worker and EWO on a half termly basis.  Parents are invited to attend if their child’s attendance or punctuality has caused concern in the previous half term.  Parents who are invited but do not attend are followed up by the Education Welfare Officer with a letter or a referral to Legal Enforcement of Attendance Panel if this is required. 

Reporting of attendance
Parents are given a total for their child’s attendance, authorised absence and unauthorised absence in end of year reports.  In addition to this, a traffic light coded letter is sent home half termly, informing parents of their child’s attendance throughout the year so far. Attendance data is reported termly to the Governing Body.  
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