[image: image1.wmf]Beaconside Primary and Nursery School
Attendance Policy 

Aims and expectations

It is a primary aim of our school that every member of the school community feels valued, safe and respected, and that each person is treated fairly and well. We are a caring community, whose values are built on mutual trust and respect for all. 
This policy supports the school community in aiming to allow everyone to work together in an effective and considerate way. 

At Beaconside, regular attendance is a key factor in ensuring that pupils make good progress. A wide range of learning opportunities and experiences are provided, allowing them to develop their interests and achieve their full potential.

Regular attendance means the pupils can make the most of their education, improving their chances in adult life. It will help their social skills, such as making and keeping friendships. A regular and punctual attendance pattern will also help when they enter the world of work.
Everyone has a role to play in ensuring that school attendance is good. See separate leaflet – Every Day Matters.
The school will:

· Encourage good attendance and punctuality; 

· Monitor all pupils;

· Keep accurate records using the computerised system of attendance;

· Monitor specific absentees on day 1 via a telephone call to parents if school has not been notified;

· Liaise regularly with the Education Welfare Officer (EWO);
· Contact parents if the need arises, both in person and in writing;

· Reward excellent or good attendance termly;
· Inform the Governing Body;

· Keep parents updated via the school newsletter.

Registers
· Attendance records are kept using the SIMs Attendance Module;
· Register sheets are marked in classes every morning and every afternoon;
· Pupils arriving late (before registration closes) will be recorded as absent on the register;

· Pupils arriving late should report to the school office so they may be recorded as ‘on-site’, and then Late in the register;
· Pupils arriving late (after registration closes at 9.30am) will be recorded as unauthorised absence (but not MAB children arriving by taxi);

· Absence reports are issued on a weekly basis to all Class Teachers who are required to classify each absence according to the codes provided. 
· Class teachers will sign and date any absence letters received.

 If no satisfactory explanation has been presented from home for a pupil absence, then the absence is entered as 'unauthorised'.
Pupils arriving late or leaving early will be recorded on a red absence slip. This will then be placed in the appropriate register.

Received telephone calls to explain an absence, will be recorded on a beige telephone absence slip. This will then be placed in the appropriate register. This will also be used as a record of absence is no absence note is received.
Monitoring Attendance and Punctuality

The school requires an explanation from parents for all absences. If parents do not inform school, a follow - up letter may be sent. Unexplained or prolonged absences are followed up by the EWO who visits school regularly to check registers and monitor attendance. 

An Application for Planned Absence form should be filled in for all absence requests.

Persistent lateness will be deemed as an area of concern by the school and parents will be contacted in writing or in person. The EWO, may also discuss punctuality problems with parents, at the request of the school. 

Encouraging Good Attendance
 
During the course of the school year we encourage excellence in attendance during school assembly times by mentioning specific pupils. All adults in school will support this by encouraging attendance during class time.
Certificates may be presented or a special mention made, to those pupils who gain excellent attendance – termly.
All pupils achieving 100% attendance are rewarded as ‘outstanding’ at the end of the school year.
Holiday during term time is discouraged.

No absence will be granted during the Key Stage Two test period.

The Role of parents

The school aims to work collaboratively with parents, so pupils receive consistent messages about their attendance behaviour. We ask parents to work in co-operation with the school by:
· Talking to their child about school;

· Taking a positive interest in their child's work, including homework;

· Keeping in touch with class teachers;

· Support their child by attending Parents' Evening and other school events.

· Encouraging their child to come to school.
Annual School Reports
A summary of attendance is presented to parents with their child's report at the end of every academic year. 

The Governing Body

In view of the volume of work expected from children to cover the National Curriculum requirements, the Governing Body strongly discourages parents from taking avoidable absences and holidays during term time, as this is disruptive to the children’s education.

The Deputy Head takes a lead role in managing attendance at Beaconside and liaises with the School Administrator, parents and the EWO to promote good attendance and follow up any potential or arising attendance issues. A report is presented to Governors on a regular basis.
Signed by:

Chairman.................................………………..... Date: ..............................…….

Headteacher: ............................................. ……….......... Date: ….............................….







