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The Management of Attendance
Responsibilities of Parents

“To ensure that children have an efficient education suited to their age, aptitude and any special educational needs” 

 Education and Libraries Order 1986 

Parents are asked to phone the school on the first day of absence and inform the school the reason for absence and expected length of absence.  

Parents are also asked to keep the school informed of any on-going issues that impact on their child’s attendance at school in writing.

Parents are asked to recognise the importance of good attendance and punctuality in establish good habits, in enabling children to learn and in reinforcing the importance and value of education and to make every effort to make sure their children attend school and observe good punctuality.
Roles and Responsibilities of the Board of Governors

The Board of Governors has the ultimate responsibility for school attendance but this is delegated to on a day-to-day basis to the Principal.  The Board of Governors has a responsibility to monitor school attendance and the effectiveness of the school’s attendance policy and practice.

The Board of Governors is fully aware of the school’s Attendance Policy.

The Principal reports to the Board of Governors about attendance issues in the school development plan and attendance is recorded in the Board of Governor’s Annual Report. From September 2016 attendance will be a standing item on Board of Governor’s meeting agendas.
Roles and Responsibilities of the Principal 

Overall responsibility for attendance on a day-to-day basis lies with the Principal.  The Principal has the role, along with the Board of Governors for determining resources and staffing to deal with attendance issues, ensuring the Board of Governors are informed about attendance issues and ensuring statistical information is provided as required by government.

The Principal will:

· liaise with the education welfare service about individual pupils

· talk to pupils with irregular attendance

· send letter to parents of pupils who are absent from school on a regular basis without explanation

· make a referral to the Education Welfare Service if improvement in attendance is not made

· collate and report attendance information

· take responsibility for overall monitoring of attendance   

Roles and Responsibility of the Class Teacher

The class teacher is responsible for :

· Developing trusting relationships with all pupils

· Monitoring attendance, e.g. marking register, collecting absence notes and identifying pupils with irregular attendance patterns

· Following up pupil absence if notes not produced

· Talking to individual pupils about their attendance

· Promoting class attendance through the curriculum

· Referring pupils to the principal

· Liaising with the education welfare officer

· Providing support to pupils after a long absence from school

Roles and Responsibility of Office Staff

Office staff has an important role to play in monitoring attendance in school.  The following are some of the roles they may undertake:

· Operating the SIMS system

· Taking phone messages from parents when pupils are absent    

· Maintaining the late register

· Compiling lists of absentees

· Collating registration data

The Recording of Attendance

The Department of Education has issued guidelines about categorising absence as authorised or unauthorised. As a result the following codes will be used to record absence. (Changed as codes change)
/ \     Present                                                 L    Late

C      Suspended                                           E    Educated off site

I       Ill                                                        N    No reason yet recorded 

M     Medical appointment                         *     Not on roll 

R      Religious observation                        0     Exceptional circumstances 

B      Bereavement                                      H    Other Absence

P       Approved Sports                               E     Educational Visit  

Y       Enforced Closure 

To ensure the school’s Attendance Policy operates in an appropriate manner, the Board of Governors has delegated authority to the principal who has the authority to decide whether an absence should be classified as authorised / unauthorized.

AUTHORISED ABSENCES

In normal circumstances the following types of absences will be classified as authorised:

· Illness ( when note is provided by parent)

· hospital / dental appointments    ( when prior notice is given )

· family bereavement

· representing the school / county / country at an approved event

· taking music / dance / drama examinations

· religious holidays    ( when prior notification of absence is given )
In special circumstances parents may apply for a leave of absence for their child. The authorisation of the absence is at the principal’s discretion and must be requested in writing, prior to the absence. In exceptional circumstances, when a written request is impractical, parents should contact the principal, in person, to discuss the matter in confidence.

UNAUTHORISED ABSENCES 

In normal circumstances the following types of absence will be classified as unauthorised:

· birthday

· on a shopping trip with parents

· staying at home with ill parent or sibling

· term time holiday
Lateness

Lateness is strongly discouraged. Pupils are expected to be in their classroom before the bell rings at 9.00 am. The teacher will mark the class register on arriving to his or her classroom and return it to the school office at 9.30am. If a pupil arrives after registration has closed the teacher will mark them late with the time of arrival recorded in the margin of the register.
The Principal and the secretary will review absences and attendance monthly:
· When a child’s level of lateness reaches 10% the Principal will write to the parents and invite them into the school to discuss the matter.

· When a child’s attendance level is dropping towards 85% with insufficient reason having been communicated to the school the Principal will write to the parents and invite them into the school to discuss the matter.
· When a Child’s attendance reaches 85% or falls below that the Principal will write to the parents and invite them into the school to discuss the matter.
· A note regarding the conversation with parents will be added to the child’s SIMS record.

· When these invitations are not taken up, or when a satisfactory course of action has not been agreed; or when a satisfactory improvement in attendance is not seen during the course of the month following the meeting; the Principal will make a referral to the EWO.

· When an EWO referral is made the Principal will inform parents of the referral in writing.
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