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VISION STATEMENT
Longmoor believes that all learners deserve the highest level of access, attendance and engagement with inclusive high quality education to be successful.  This school endeavours at all times to improve attendance for all pupils and improve attendance figures by 1% per year.

STATUTORY DUTIES
Longmoor undertakes its statutory duties with reference to:

· 1996 education Act

· The Education (Students’ Attendance Records) Regulations 1991

· The Education (Student Registration) Regulations 1995 (amended 1997)

· Social Inclusion : Student Support, Dfes Circular 10/99

AIMS
Longmoor presents a positive and proactive ethos that places high value on attendance.  We aim:

· To ensure attendance and punctuality are given a high priority in policy statements, the school prospectus and newsletters to parents, school assemblies, parent evenings and governors meetings

· To support parents to understand the importance of full attendance for their children and help them ensure regular attendance and punctuality in order for them to be successful learners.

· To monitor attendance and collaborate with the LA’s EWS to maintain and sustain high attendance figures for our school.

· To raise standards of achievement through high attendance and access to high quality education.

OBJECTIVES
Longmoor Primary School endeavours to:

· Maintain attendance levels of over 95%.
· Improve attendance and punctuality levels for all children through weekly attendance reward system in assemblies

· Encourage 100% attendance levels through annual reward certificates announced in a final assembly.

· Communicate attendance levels to parents in order to maintain a dialogue about how to improve their children’s attendance levels.

· Monitor attendance and punctuality levels for each class identifying areas of attendance to be improved.

· Report to governors and all partners through monthly, termly and annual monitoring reports.

RESPONSIBILITIES
Parents are statutory responsible for the full attendance of their children.

School monitors attendance through rigorous completion of attendance registers and data analysis using Facility software programmes.  School reports attendance data to LA termly.  The LA monitors attendance through the Education Welfare Service which supports school with attendance issues through letters to parents and the issuing of penalty notices to parents.

School employs administration clerks with specific responsibilities for attendance records.

PROCEDURES
Regular attendance is an essential aspect of effective schooling and schools need an appropriate administrative framework fully supported by all parties if good attendance is to be secured.

At Longmoor Primary School, registers are kept according to agreed procedures and categories of non-attendance are carefully defined, and the reasons for given absences determined.  We believe that clear school policies that deal promptly with the causes of non-attendance, and effective working procedures, can have a substantial influence on school rates of attendance.  Teachers, children, parents and Governors all have a part to play and all need to be fully informed.

Our policy includes clear and detailed guidelines for the keeping of registers, the organisation of registration and the collection of attendance information on the school’s administrative system.  Whilst encouraging a positive regard for pupils and their circumstances we insist on high standards of punctuality and attendance.  The school employs an attendance clerk who monitors attendance daily and contacts parents/guardians on the first day of absence.

Every week, a reward is awarded to the class which records the highest attendance for the previous week and the school’s attendance percentage is reported to staff and pupils on a regular basis in assembly.  100% attendance is rewarded at the end of the year with certificates.

The school guidelines also clearly state the procedure for follow-up action when absence or lateness occurs.

The Head Teacher monitors attendance and registration on a regular basis and also monitors the attendance of particular pupils.  A computer record of absence and attendance is also kept and updated every week and is used to help collate regular attendance reports and the annual School Performance Information : Absence Return.

The school’s Educational Social Worker is regularly consulted on issues of attendance and when there are circumstances that cause concern.
REGISTRATION GUIDELINES
1. Each class register is printed on card weekly.
2. The registration of attendance must be completed at the beginning of every morning and every afternoon session.  Only black and red ink should be used.
3. Absence is indicated by a red circle and the reason for absence indicated in black.
4. If no reason for absence is given, then the circle must be left blank for completion at a later date.
5. At the bottom of each register is a table giving the codes for absences, these must be used correctly.
6. Letters requesting reasons for absence are sent home on a weekly basis, these are forwarded to the office and entered onto the computer upon their return.  Reasons for absence must also be entered onto the class register.
7. All registers are sent to the office on a Friday afternoon, after the final registration, so that they can be recorded on the computer and details given to the Head Teacher as to which class has won the attendance that week for assembly.
8. Group attendance statistics are now calculated through the Facility attendance software.

These guidelines represent the bare minimum required to complete the DfES’s School Performance Information : Absence Return which the school is required to submit each term.

On rare occasions some additional statistical information may be required, i.e.  court proceedings against parents to continued truancy/non-attendance etc.

GUIDELINES ON LATENESS AND ABSENCE
ABSENCE
1. All absences should be authorised by a child’s parent/guardian.  Acceptable authorisation is:

· a note or letter from a parent/guardian

· a telephone call from a parent/guardian

· personal contact

· reliable third part contact subject to the teachers or Head Teacher’s discretion

2. Unacceptable authorisation should be left to the discretion of the teacher or Head Teacher.

3. Excessive amounts of authorised absence should be reported to the Head Teacher.

4. The school’s attendance clerk is responsible for contacting parents/guardians of children who have not arrived for school and where there is no prior reason provided for any absence.

5. If contact with parents/guardians has not been possible on the first day of absence, this must be followed up by a letter from the school to the parent/guardian requesting an explanation for the absence.  This must be done within a reasonable time.

6. If there is no response to the letter then the Head Teacher will be informed and contact may be attempted subject to his/her discretion.

7. If there is no response from the parent/guardian, the absence will be regarded and recorded as unauthorised.

8. Regular unauthorised absence will be reported to the ESW.

NB

Annual family holidays inside term time should not exceed (in total) more than 10 days/20 sessions in any one year.  Discretion to extend lies with the Head Teacher.  There should be at least two weeks notice of any family holiday preferably through completion of the school’s Family Holiday Request form.  NO HOLIDAYS SHOULD BE TAKEN IN TERM TIME – AUTHORISATION IS AT THE DISCRETION OF THE HEAD TEACHER.

Permanently excluded pupils should have their absence marked as authorised until there is confirmation that he/she is to be taken off the school role.  This is normally upon expiry of the time allowed for appeals to be made.

It is the responsibility of each member of staff to pass on, as soon as possible, any telephoned authorisations of absence to the relevant class teacher.

LATENESS
1. Under normal circumstances class registers should be closed 30 minutes after normal registration time (9.30am).

2. Children who arrive at school after this time without an adequate reason or authorisation should be recorded as an unauthorised absence.  Teachers should use their discretion based on their knowledge of each individual child’s home circumstances.

3. Repeated instances of lateness should be followed up by a letter from the class teacher.

4. If lateness persists after the teacher has written to the parent/ guardians then the matter should be referred to the Head Teacher.

All attendance will be reviewed towards the end of every half term so that the Head Teacher and the school’s Educational Social Worker can review any patterns of absence or lateness.

ATTENDANCE STRATEGIES
Longmoor’s attendance policy integrates with equal opportunities, special needs, behaviour and anti-bullying and curriculum policies.

We employ strategies to encourage full attendance through reward certificates, reward incentives, reintegration programmes, same day contact, individual target setting and mentoring.

We employ strategies to monitor punctuality and the EWS supports school with “Late Gates”.

Attendance figures are shared with parents at parent evenings and on annual reports.

