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Attendance & Punctuality 

Policy / Procedures

Obviously, we aim for 100% attendance but leaders at the school are realistic and 

recognise that pupils fall ill and there are circumstances when pupils are unable to attend school for good reason. Leaders communicate with parents of pupils whose attendance is of concern and the school will liaise with the families to improve attendance. 

All pupils attendance is tracked and the school works closely with the local authority in monitoring individual pupils. Our future aspirations are, to see all pupils attendance 95% or above. 

At present the school is focusing on pupils attendance that is 90% or below. The headteacher meets with the educational welfare officer every fortnight to discuss concerns raised over pupils, attendance rates and school procedures to improve attendance. 
Parents/ carers are informed that:

· It is law that children of compulsory school age must receive suitable full time education.
· It is their responsible for registering their child at Eastern Primary.
· They are legally responsible for making sure their child attends school regularly.

· Their child has a right to education.

· It is important that they give their child the best start in education that sets them in good stead for future years.

· If they fail to ensure that their child attends school regularly, the parent / carer is at risk of being prosecuted.

· Pupils’ absence is marked as unauthorised if the parent / carer chooses to take them on a holiday during education time.

· They must ring the school before 9.30am if their child is absent from school, stating the reason for their absence.

· Medical appointments need to be arranged out of school hours whenever possible.

· They must keep the school updated if their child is off school for a period of time due to illness.

· School cannot authorise an absence for; hair cut, shopping trips, birthdays, waiting for deliveries, sleeping in after a late night, cheaper holiday bookings, siblings illnesses.

· They must keep the school updated with any changes in address or telephone numbers. 

· Research shows that pupils with better attendance tend to make better progress, both socially and academically. 

Days lost in school are days lost learning and affects a child’s education

	Number of days absent
	Learning time lost

	1 day
	5 ½ hours

	2 days
	11 hours

	3 days
	16 ½ hours

	4 days
	22 hours

	5 days ( one week)
	27 ½ hours

	6 days
	33 hours

	7 days
	38 ½ hours

	8 days
	44 hours

	9 days
	49 ½ hours 

	10 days (two weeks)
	55 hours

	More than 10 days
	A significant amount of lost learning


	Attendance

over the year
	Days Lost
	Lost learning 

	100%
	0
	0

	99%
	2
	11 hours

	98%
	4
	22 hours

	97%
	6
	33 hours

	96%
	8
	44 hours

	95%
	10 (two weeks)
	55 hours

	94%
	12
	66 hours

	93%
	14
	77 hours

	92%
	16
	88 hours

	91%
	18
	99 hours

	90%
	20 (four weeks)
	110 hours

	89%
	22
	121 hours

	Below 89%
	A significant amount of time lost learning


Teachers are informed that:

· it is their responsibility to ensure registers are marked within the first 10 minutes of pupils entering the morning and afternoon session.

· Fire evacuation registers are marked in case of fire.

· Absences are authorised or unauthorized by the school, not the parent. 

· Absences are explained with teacher comments.

· The register is a legal document and could be used in the case of prosecution for non-attendance, so therefore, must be factually correct.  

· They are the first to notice any changes in attendance and must make enquiries with parents / carers for any outstanding reasons.

· An ongoing concern regarding a pupil’s attendance needs to be discussed with the headteacher or the attendance governor. 

How are governors involved?

· Governors adopt the school attendance policy.

· The attendance governor meets with the headteacher every fortnight to monitor how the school is acting on attendance concerns.

· Attendance figures are reported during the full governing body meetings once a term. 

· The attendance governor meets with the headteacher and parent / carer when a pupil’s attendance is an ongoing concern. 

· Governors set the annual target for attendance at the autumn term full governing body meeting 
What procedures does the school have in place to tackle attendance concers?
· If the school has not received reasons for a pupil’s absence, a text is sent to the parents explaining that the child is not present and school requires a reason for absence.

· Teachers make every attempt to find the explanation for pupils absence. 

· Make a telephone call / informal conversation with parent / carer if attendance rate is dropping.

· Follow ERW policy by sending ‘letter 1’ to parent / carer.

· Depending on the age of the pupil, staff will attempt to find any reasons for non attendance. The attendance certificate could be discussed with the pupil if there are indications that a pupil is not attending schools on particular days. 
· The headteacher will arrange a meeting with parent/carer of pupils whose attendance remains a concern after alerting parent previously. 
· Follow ERW policy by sending ‘letter 2’ to parent / carer.

· If attendance continues to cause concern, the headteacher will arrange a meeting with parent / carer and attendance governor.

· Make a referral to the education welfare service for support for the school in improving the pupil’s attendance.  

· Publish the pupil’s attendance as part of the school’s annual report to parents / carers.

How does the school celebrate good attendance? 
· Remind parents / carers of the importance of regular attendance via newsletters, meetings, open evenings, school prospectus. 

· Write letters to parents / carers when there has been specific effort to improve their child’s attendance together with the school support. 

· Encourage pupils at attend school regularly via whole school assemblies, listening to pupils, making learning fun, ensuring there is good care, support and guidance for pupils. 

· Make pupils aware of class attendance and whole school attendance so they know what the school is aiming for. 
· The class with the best attendance receives and end of year reward.

· Pupils with 100% attendance for the term receive a certificate during whole school assembly. 
How does the school address poor punctuality?
· parents / carers who bring their child to school late have to sign the ‘late book’ stating the reason that their child is late coming to school.

· The headteacher monitors the ‘late book’ half termly to identify persistent latecomers.

· The headteacher conatcts the parent / carer to discuss the problem and to offer support wherever possible.

· If punctuality remains a concern the headteacher sends the parent / carer a letter raising these concerns, mentioning the above discussion of support.

· If problems persist the headteacher makes a referral to the EWO.

· The attendance governor monitors punctuality every half term with the headetacher. 
