ATTENDANCE POLICY

Aims and Objectives

The obvious and most important aim of our School Attendance Policy is to promote good attendance in all children.  This may be achieved using several strategies providing, a good learning environment, and a friendly atmosphere, a feeling of security for many children in the school situation, incentives and rewards.  The School’s Staff need to be sensitive towards children’s attendance, giving encouragement where necessary, and following up any persistent or unauthorised absences.  The children should be made aware of the reasons for a good attendance throughout the year, and also that timekeeping is a good habit to be developed from an early age.

1. Transfer at Key Stage 1

During the Summer Term all Year 3 teachers visit the Infants School to meet their prospective pupils.  Following this, the children have an Induction Morning at the Junior School, and parents visit later the same day to meet their child’s new teacher.

It is envisaged that a group of children will perform an assembly for the Year 2 children in the Infant School in mid-June.  They will be accompanied by the Headteacher.

During this assembly good attendance and timekeeping will be stressed.

A booklet has also been produced for use with year 2 children prior to transfer to make them more familiar with life at a Junior School.

Following transfer, the new intake will be eased into the day to day running of the school.  They will soon settle into different surroundings and get to know new routines quickly.  These routines will be explained in year group assembly and house meetings.

Early in the term, meetings will be held with the parents of Year 3 children to explain the Home Reading System being followed throughout the Junior School.

Shortly before the mid-term break, another parents’ evening will be held to discuss any problems on transfer – so they can be quickly resolved.

2. Information.

(a) It is imperative that all information concerned with children’s attendance in school is made known to members of the teaching staff.

Registers are legal documents and should be marked with the utmost care, following the guidelines from the DfEE in the use of symbols.  Details of names, addresses and dates of birth should be accurate, and a check made regularly of children’s addresses, as it is possible that some will move and not notify the school of the new address.

Regular remainders about good attendance and timekeeping should be given to children by class teachers and in whole school assemblies.

(b) Day to day routines.

Registration a.m. – 8.50 a.m. to 9.00 a.m.

Registration p.m. – 1.00 p.m. to 1.05 p.m.

Registers should be marked as soon as children have entered the classroom from the cloakroom i.e. before assembly.

Anyone not in class by 9.15 a.m. is late and should be given an appropriate mark in the register.  Anyone arriving after the closure of the register, should be marked absent with the appropriate symbol.  It is important that any latecomers should be entered in the late book, and the secretary informed of any alteration to dinner arrangements.  On completion of the register the Absentee Book should be filled in daily wit the name(s) of anyone not present, and also number present for that day, along with number of children required a school dinner or bringing a packed lunch.

ANYONE ARRIVING LATE MUST BE SENT TO THE OFFICE FOR THESE BOOKS TO BE UPDATED.

If a child is absent for a week and there has been no contact from parents, or if a pattern of absence is developing (i.e. every Friday), or there is a suspicion of truancy, the classteacher must inform the Headteacher of Deputy Headteacher.  A decision will be taken at that level as to whether the Education Welfare Service should be involved.  Contact with E.W.O.’s can usually be made before 9.30 a.m. for an immediate follow up to a query.

At the end of the week, the bottom section of each register should be completed as far as is possible (i.e. giving three weeks for absences to be authorised) and a percentage attendance for the week worked out.

No. of Attendance x 100

No. on Roll x No. of Sessions

These percentages should be written at the bottom of the page, and the register sent as soon as possible to the office.  Any address changes or holiday forms should be clipped in the register.

All letters concerning absence should be kept for the duration of the school year, preferably in a separate place from the register.  Any relevant letters about children with specific attendance problems should be kept and passed on to the next teacher.  Teachers should be aware of the connection between Child Protection Issues and regular absences.

3. Absences

(a) Children

(i) Good attendance should be encouraged at all ages.  To this end a shield is awarded to the class with the best attendance each week.  The children are rewarded by having an extra five minutes playtime at their teacher’s discretion during the week.  Any class achieving 100% attendance during any week will be rewarded with a ‘party’ conducted by the Headteacher.

If a child is unable to be present at school for medical or other reasons, a telephone call or note should be received from a parent or guardian.  Should this method be impracticable, then a note must be brought on the child’s return to school.

All notes/letters from parents should be kept by the class teacher for a suitable length of time.

(ii) Appointments – Children should not be allowed out of school to keep medical or other appointments without a written or telephone communication from a parent.  It is essential that a child is collected by an adult, and must not leave alone, for safety reasons.  If there are any problems please refer to Headteacher.

(iii) Unauthorised Absence – This should be indicated in the register as detailed, and children giving cause for concern should be notified to the Headteacher for further investigation.  The Education Welfare Officer attached to this school calls fortnightly and can be contacted daily before 9.30 a.m.  Should there by any problems of non-attendance, please notify the Headteacher as soon as possible.

(b) Staff

(i) If a member of staff is absent through illness, please notify the Headteacher or Deputy as soon as possible.  It is in order for them to be contacted at home if early knowledge of absence will help in gaining the services of a supply teacher.  Please advise school of the return date as soon as it is know in the case of a long absence, or before the end of the school day following a short absence of one, two or three days.  Self-certification documents are held in school, and all medical certificates should be sent into school for forwarding to the District Office.

(ii) Absences for other reasons than sickness are covered by County regulations, many of which are at the Headteacher’s or Governors’ discretion

4. Time-Keeping

Children should be encouraged regularly to become good timekeepers.  They must be aware that a whistle is blown at 8.50 a.m. which announces the beginning of a school day.  Latecomers should have their names entered in a latebook kept in the office, and persistent offenders should be spoken to about this bad habit.  If regular lateness continues, then contact needs to be made by the school with the parents, and as a last resort by the E.W.O.  Pupils must not come into the school yard before 8.40 a.m. when supervision will be operation.

5. Incentives

Good attendance must be given a high profile in school and children made to realise how much of their education they are missing by being absent from school.

A shield bearing the Longshaw Coat of Arms will be presented during the first assembly of each week to the class with the highest attendance for the previous week.  The winning class will be allowed five minutes extra play during the week as a reward.  Children who achieve a full term’s attendance will receive a certificate and a complete year’s attendance merits a prize at the final assembly of the year.

6. Bullying

“This school aims to take a pro-active approach regarding bullying, addressing both prevention and reaction issues.  We believe that our pupils are entitled to receive their education in a safe, caring empowering environment, free from fear and intimidation.  All staff, pupils and parents will be encouraged to share these values and translate them into action.”                                 

(Eve Brock 1992)

It is important that children at Longshaw Junior School feel happy and secure in their surroundings and any child feeling pressurised by others has a right to be given sympathetic help.  Children should be encouraged to talk about their problems, although it is often found to be difficult area.  Experience will often be the deciding influence between bullying and “normal” aggressive behaviour.  Very often a parent will inform school when a child is afraid to attend because of incidents of bullying.  This MUST be followed up in as thorough a way as possible and the parents informed of the outcome.  All children must be made aware that bullying will not be tolerated at this school.  Our premise is to follow up any allegation of bullying from pupils or parents within 24 hours.

Various strategies are available to work in school when bullying becomes a problem.  All pupils need to be used as a positive resource in countering bullying.  Shy children or newcomers should be welcomed and encouraged by their peer group.

7. Transfer Junior / Secondary

It is a fact that many attendance problems arise at the point of transfer from Junior to Secondary School.  It is imperative that every child should have the opportunity of a smooth transition from one phase to the other, and every effort should be made by both the Primary and Secondary School staffs to ensure that this happens.

Representatives of Secondary Schools should be invited to the October parents’ evening to advertise their schools.  This would take the form of an informal advertising and discussions with individual parents.

Year 6 children receive brochures about local Secondary Schools, and a form for their parents to express preferences for the transfer at 11+.  These are sent home towards the end of October, to be returned in mid-December.  Meetings are arranged for parents by this school to discuss any problems they find in selection a school.

In the Spring and Summer terms, various activities take place to give Year 6 children more confidence to face the forthcoming transfer.  A questionnaire on their hopes and fears of Secondary School is given to all Year 6 children, and group discussions held on various outcomes.  Other worksheets on aspects of P.S.E. can be used.

Following allocation of Secondary School places, visits are made by Year 7 teachers to discuss individual children with class teachers, and transfer data sheet will be completed during that discussion.

In induction day is held for all Secondary Schools at the end of June, when Year 6 children spend a day or part of it in their “new” school, meeting their form teacher and classmates from other primary schools.  They are encouraged to attend wearing Longshaw uniform, and taking with them a piece of work, which may be displayed at the beginning of the new year.

Before the end of the Summer term pupil records are sent on to Secondary Schools, along with results of SATs (see School Reporting Policy).

Children need to observe good relationships between their Primary School teachers and Secondary colleagues.

8. Promoting Good Attendance

Good attendance should be given a high profile at parents’ evenings, and causes for concern discussed by class teachers during appointments, referring the parents to the Headteacher if necessary.

If a child is absent without reason for more than three days, a class teacher may send a printed request asking for information.  This is a sensitive area and should be dealt with accordingly.  If there is serious cause for concern, the Headteacher should invite the parent in for a discussion and involve the E.W.O.

9. Governors’ Role

The Governing Body of a school is required to see that registers are properly kept.  Under the Education (No.2) Act 1986 Governors are empowered to ask the Headteacher for a report on any aspect of the running of the school, including attendance and the same act requires them to produce an annual report for parents which includes references to the school’s attendance figures.  Their role in the operation of the procedures for exclusion, also derived from the 1986 Act gives them an additional opportunity to examine the relationship between attendance and discipline in individual cases, and thus more widely within the school’s policies.

The Headteacher will report attendance data to Governors on a termly basis.

10. Holidays in School Time

If parents wish to take their children on holiday in term time, they must ask permission from the School to do so.  In normal circumstances this annual vacation should not last longer than two weeks.  However, it may be that an extended leave of absence is requested for cultural or family reasons.  Such requests will be dealt with sympathetically and on an individual basis.
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