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WINDERMERE

St. Cuthbert’s

CATHOLIC PRIMARY SCHOOL

ONE FAMILY, ALL WELCOME








St Cuthbert’s Catholic Primary School
Prince’s Road, Windermere, Cumbria, LA23 2DD
ATTENDANCE POLICY
This policy has been updated due to The Anti-Social Behaviour Act 2003 and the introduction of Penalty Notices for parents/carers of pupils with unauthorised absence from school.  These papers came into force on 27th February 2004.

It is acknowledged by governors and staff that we are faced with a variety of challenges related to attendance due to our high proportion of EAL children and the variety of personal circumstances these families are faced with.
The policy of the school is to work with and not against families who may encounter attendance problems or need positive support to ensure their children have the best attendance possible.

Introduction:

Regular school attendance is important.  Pupils need to attend regularly if they are to take full advantage of the educational opportunities provided for them in law.  Parents are responsible for ensuring that children attend, and stay at school.  The school will be responsible for supporting attendance and will take seriously any problems relating to non-attendance.  Parents should also ensure that their children arrive at school on time, properly attired and in a condition to learn.  

Ofsted Expectations of Pupil Attendance

· Good attendance and punctuality are vital for success at school and to establish positive life habits necessary for future success.

· Good attendance and punctuality minimises the risks of pupils conducting anti-social behaviour or becoming victims or perpetrators of crime or abuse (especially in terms of safeguarding in secondary schools).

· Regular attendance encourages children to build friendships and develop social groups, working together as a whole team, sharing ideas and developing life skills – children's social skills are similarly enhanced by regular attendance (linking into the personal development of pupils).

· Non-attendees will not only miss out on essential learning but also other social events taking place (linking into the personal development of pupils).

· The school has a positive and proactive ethos that places a high value on attendance and punctuality (linking into the personal development of pupils).

· Partnership with parents promotes good attendance and advocates close working with all local schools – it is these partnerships that aim to provide a cohesive approach to tackling attendance by ensuring that every child matters (linking into a common approach to attendance amongst local schools).

· The Attendance Policy and its implementation encourages some pupils to attend school more regularly through the implementation of specific measures, for example:

· Registering pupils accurately and efficiently.

· Setting attendance targets for individual pupils, the school and specific year groups (where applicable).

· Contacting parents the same day when reasons for absence are unknown or unauthorised.

· At least weekly, monitoring pupil attendance and punctuality.

· Regularly reporting school attendance statistics to parents, the governing board, the LA and the DfE as appropriate.
To promote good attendance, the roles and responsibilities of all stakeholders need to be explicit, to ensure that everyone is aware of their duties.

 
Roles and responsibilities

 

Attendance law

 

All children of compulsory school age (5-16) should receive suitable education, either by regular attendance at school or otherwise. If a child is registered at a school, parents have a legal responsibility to ensure that their child attends regularly. They should also ensure that they are fully aware of the school’s Attendance Policy and adhere to it. 

 

The parents’ responsibilities

 

To help parents fulfil their important role in their children’s education, and for them to be as informed as possible in any communications or discussions with teachers, parents are requested and encouraged, to the extent feasible:

· To ensure their child attends school regularly and punctually.

· To notify the school if their child cannot attend for any reason – this is for the child's security as well as for administrative reasons.

· To work with the school and the attendance officer to resolve/alleviate any attendance problems or protracted absence.

· To attend meetings as required in relation to their child’s attendance.

· To ensure they obtain an authorised 'leave of absence' for their child for all term time holiday requests and attend the follow up meeting with the school and governor for attendance in all instances.

To discharge their agreed responsibilities, parents should always:
· Encourage good attendance, making sure that their child goes to school regularly and arrives on time.

· Take an interest in their child's schoolwork.

· Make sure their child understands that they do not approve of absence from school.

· Support the school in its efforts to control inappropriate behaviour.

· Inform the school on the first day of non-attendance.

· Cooperate with the school staff to make sure their child overcomes his or her attendance problems and gets a proper education.

· Discuss planned absences with the school and apply for permission well in advance.

Parents should not normally:
· Expect the school to agree to shopping trips during school hours.

· Take their own family holidays outside of the school holidays.

· Take their own family holidays during test time.

· Expect the school to agree to their child missing school for any family holidays, or submit two leave of absence requests in any one school year.

 

Pupils

 

In order for pupils to take responsibility for their own attendance, they should:

· Be actively encouraged to attend school regularly, and to arrive punctually at school and at the start of lessons after break.

· Inform staff if there is a problem that may lead to their absence, e.g. bullying, racism.

· Use their best endeavours to pass on absence notes from parents to their class teacher and to pass school correspondence to their parents.

· Be encouraged to understand the importance of attending school and know that it is compulsory to attend school regularly.

· Understand that only ‘real’ illnesses could be a reason for authorised absences.

· Understand, contribute and adhere to the school’s Child-Friendly Attendance Policy.

 

School governance

 

The governing board is legally responsible for many aspects of school management, including the attendance register; however, the headteacher manages the day-to-day running of the school and, in doing so, takes responsibility for the day-to-day implementation of the Attendance Policy.

To discharge their agreed responsibilities, it is suggested that governors should:

· Meet to discuss whole school attendance regularly (at least termly).

· Ensure they are kept updated on all attendance-related issues, and monitor termly school attendance data (LA data) and external Analyse School Performance data.

· Ensure that a designated governor is able to assist with attendance reviews/parent contracts and meetings where required.

· Decide clearly on the policy towards poor attendance for non-compulsory school age children (nursery) – e.g. removal from roll at an agreed point (following intervention and a further decrease in attendance levels).

· Monitor the school’s annual attendance target (if applicable) and its progress towards this on a termly basis.

· Provide training for all attendance leads on at least a termly basis.

· Ensure the children missing in education protocols are adhered to stringently.

 

Ofsted expectations with attendance

 

The protocols for attendance will be closely reviewed as part of the safeguarding aspect of the inspection; however, attendance is also an important part of the personal development and welfare judgement – pupils need to attend school regularly so that they can achieve their true potential.

Schools must evidence that:

· They regularly monitor the attendance of key groups of pupils and link with any specific interventions that the school uses to improve attendance of such key groups.

· Leaders have linked attendance and have strategies to improve in pupil progress reviews.

· School leaders have looked at school attendance patterns and have strategies to improve, e.g. breakfast provision for pupils with high levels of lateness.

· They provide regular training updates for staff on issues with attendance.

· They track the attendance of pupils with special educational needs and disabilities that have poor attendance.

· They look at case studies of impact upon the attendance of particular groups.

· The focus of the curriculum is changed to engage key groups, such as boys, so that they are far more likely to attend as they are engaged.

· They hold regular meetings with pupils that are a concern, but are not persistently absent.

· They provide attendance awards.

· School leaders track attendance of pupils at alternative provision.

Routines and Procedures at St Cuthbert’s Catholic Primary School

Registration

Registers will be taken at the beginning of each morning and afternoon session and pupils will be marked present or absent.  It is the parent’s responsibility to inform the school of the reason for the child’s absence as soon as possible, either by phone or in the form of a letter.   If a reason for absence is known the appropriate symbol will be used.  Registers are returned to the office.  Where absences are unaccounted for, they are followed up by a phone call to home.  The reason for absence or late arrival is recorded.  Patterns of persistent lateness or absence are noted and brought to the attention of the Head teacher and class teachers.
Lateness

Lateness can seriously disrupt not only the learning of the pupil concerned but also that of others.  Lateness will be actively discouraged.  If a pupil arrives in the classroom after registration, he or she will be recorded as late.  Where a pupil misses registration and no adequate explanation is given, they will be recorded as an unauthorised absence.

Where lateness persists a letter will be sent home informing parents of the number of lates their child has and they will be invited into school to discuss ways of improving punctuality.  On occasions, the Head will have frequent update meetings with families causing concern and these will be recorded on the child’s Scholarpack record.
Absences – Authorised or unauthorised

Only the school, within the context of the law, can approve absences. 
As a parent you can help by:

Ringing on the first morning of absence with a reason and saying when you think the child will return.

Arranging dental / doctors appointments outside of school hours.

Bring your child to school before and returning them after an appointment.

Keep school informed if your child has an extended period of absences due to illness.

School shall take various measures to safeguard children:
· Follow up unexplained absences after registration with a phone call.

· Remind parents of importance of regular attendance and punctuality in letters.

· Acknowledge and reward good attendance.

· Publish your child’s attendance rate on their school report.

· Inform parents of any concerns regarding attendance.

· If concerns continue a referral will be made to our Inclusion Officer, who will become involved on behalf of the Local Authority team.

Rewards for Good Attendance

We reward good attendance in the following ways:

· Acknowledgement in Good Work Assembly

· Rewards for individual progress or improvements

· Incentive rewards 
· End of term rewards for Excellent Attendance

· Weekly Class of the week for best attendance
· Updates on the school newsletter

Responsibilities

· The Headteacher and Governors will regard Attendance as very high priority for the whole school and will reinforce this at any appropriate opportunity.

· The class teacher must carry out an accurate completion of registers, at the start of each session.

· The school will contact the parents when a pupil fails to attend without providing a good reason.

· The school will continue to regard Attendance and Punctuality as a priority.

· The Office Manager and Pastoral Mentor will monitor and analyse the registers each term, a letter with colour code will be sent to all parents to advise them of their childrens’ percentage attendance since the beginning of the relevant term.

· Supporting agencies will be referred to when necessary.

· School will inform parents regularly of the importance of good attendance and the possible all initial stages of support interventions if attendance is poor or absence is unauthorised.

· The school has a Pastoral Mentor who has responsibility to use early intervention strategies to address attendance issues.

Responding to Non-attendance

It is the parent’s responsibility to inform the school of the reason for the child’s absence as soon as possible, either by phone or in the form of a letter.

When a pupil does not attend the school will:

· Check for a note or phone call from the parent.

· On the first day parents will be contacted by phone.

· When there is no response a letter should be sent after no more than three days of unexplained non-attendance.  Alternatively, a visit will be made to the home address by an accompanied member of staff.

· If unable to make contact with parent or guardian for 2 weeks and no attempt is made to explain child absence then child will be deemed as missing and reported as so to the local authority.
· Staff and headteacher will be pro-active in promoting the best possible attendance and this will be done in a supportive manner with families where ever possible including 1:1 meetings.

· The school will send out attendance reports throughout the year and Scholarpack data analysis will be used to indentify patterns of non-attendance and this data will all be shared with relevant families as factual data.

· Where there is no response to the schools intervention and where absence is persistent without explanation to the Headteacher, initial contact may be made to the Inclusion Officer for verbal advice, followed by a Pupil Referral.  Referral to EWO criteria:

1. Unauthorised absence – where a pupil’s attendance falls below 85%

2. Authorised absence – where a pupil’s attendance falls below 85%
The school will consider entering into a parenting contract and issuing a penalty notice, when issues regarding attendance have been explored and the situation has not improved.  These stages would include interventions from school, EWO advice, parent support from Headteacher, Class Teacher and Pastoral Mentor.  Cumbria EWS would only issue this notice at our request.  This will ensure that there is no duplication of practice, human rights are adhered to and there is no danger that penalty notices are being served when the process towards prosecution is already underway.

School will have ensured that before this request, they have

· A full assessment of the case

· Casework intervention with the pupil and parent(s)

· Consultation with regard to other agencies.

Monitoring

The named member of senior staff responsible for attendance issues is Mrs Lucy Bone (Headteacher).

The School Attendance Officer is Mrs Jennifer Pearson

The governors are kept up to date on the schools attendance at Governors Meetings.

The Headteacher and Governors will:

· Adhere to the guidance on authorised/unauthorised absence guidance as stated in Ensuring Regular School Attendance: Guidance on the Legal Measures to secure Regular School Attendance.

· Update the policy as necessary

· Oversee the operation of the attendance system

· Ensure registers are completed accurately

· Collate attendance figures and act accordingly

· Report to partners and appropriate agencies as required
· Liaise with EWO
· Develop and maintain a process of targeting and supporting individual attendance problems, through the use of Pastoral Mentor, parent Support Advisers etc.
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