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This policy has been scrutinized to ensure it meets the requirements of the single equality duties. The school will make every reasonable adjustment to comply with the duties and actively avoid discrimination.
VISION STATEMENT

Our school’s Christian vision, ‘Striving for excellence- together as one with God’, ensures the academic needs of all pupils are met and all are enabled to flourish.  Good attendance and punctuality are the cornerstones of a positive attitude to school and subsequent effective teaching and learning. At St. Andrew’s both issues are treated very seriously. Children are rewarded individually for good attendance and close liaison exists between school, parents and the Education Welfare Services to pursue the goal of excellent attendance.

AIMS
· To monitor the attendance of our children
· To assist parents and outside agencies in ensuring the well-being of our children

ST ANDREW’S SYSTEM
There are many strategies in place within the school to facilitate the monitoring of attendance and punctuality.

· All registers are marked electronically by staff immediately the children enter class at 8.50am.
· Children who are not present when the register is taken will be marked as absent.
· In the event of a fire/fire drill the electronic registers are taken outside on a tablet by one of the office staff.
· Any children who arrive after the register has been taken will be marked as late.
· A review of lates/ absences will happen once a week on a Monday by the family support worker and clerical staff and letters are sent out if needed. 
· The school gates will be locked at 8.55am and any children who arrive after this time, must report to the school office. Parents must then sign their child in on the electronic sign in system. Children who are regularly late will be given a letter to take home to parents/carers. 
· All absences are followed up by phone calls, letters or visits. Absences that are a major cause for concern will be dealt with by the family support worker, education welfare officer and other partners eg; early help practitioners and school health service in liaison with the headteacher and governors.

AUTHORISED ABSENCES
· If an absence has been authorised by a letter, personal conversation or telephone call the pupil will be given the appropriate mark in the register.
· All messages and letters should be dated and recorded on either SIMS or CPOMS.
· If no such message has been received, school will ask for an explanation of the absence.  


ROLES AND RESPONSIBILITIES

Headteacher and Governing Board
The Headteacher and members of the governing board plan an annual attendance strategy which is produced as a detailed action plan. Attendance is reported termly to governors via the headteacher’s written report and strategies for improving attendance discussed at committee meetings. The Headteacher is given weekly attendance information from the family support worker. 

Class Teachers are responsible for registering their class on SIMS immediately after the children enter at 8.50am and immediately after the lunch break. Teachers should follow up any unexplained absence once the child returns to school and report this to the office.

School Office Staff to check SIMS immediately after registers close. Any absence that is unexplained by 9.30am each morning, is followed up by a telephone call to parents/carers. The office staff (and EWO) identify any children whose absence falls below 90% and pass this information to the headteacher and Family Support Worker who will intervene.

The School Family Support Worker has a key role in improving the attendance of our children. She works closely with the school office staff and outside agencies to target families causing concern. She attends Attendance Panel meetings with the Education Welfare Officer and raises any attendance issues at TAF, CIN or Child Protection Meetings.

Education Welfare Service
As well as our statutory entitlement, we purchase additional support from this service to tackle unacceptable levels of attendance. We have a named officer who meets regularly with our attendance team and with families causing concern. The office advises school on issuing penalty fine or taking court action, in conjunction with the Local Authority Attendance Officer. Each term the Education Welfare Officer and our Family Support Worker undertake a truancy sweep, visiting the parents of any child off on that day.

HOLIDAYS TAKEN IN TERM TIME
Since 1st September 2013, guidance issued by DFE has been applied to all absences during term time. A fine from the Local Authority, per parent per child is made for any unauthorised holiday. It is the school’s policy that no absences for holidays during term time are authorised by the headteacher.  If a request is made regarding a term time holiday, the following procedure will be followed.

· The Headteacher will consider the request.
· The parents/carer will be notified in writing as to the decision.
· The school will then notify Salford LA, who will then issue a warning letter advising that a Penalty Notice will be made if they decide to take the holiday without authorisation.  
· A Penalty Notice will be made when the child returns to school.

Information to Parents
Parents are informed of the school’s policy and procedures regarding holiday requests in several ways.
· In the school prospectus
· In termly headteacher newsletters
· By discussion with the headteacher

It is made very clear to parents that;
· The Headteacher will not authorise any holidays.
.

REWARDS
Good attendance is rewarded in several ways at different times of year.
· Each week, one pupil who has 100% attendance that week takes home the school bear.
· Individual class teachers award their own attendance prizes
· Certificates are presented at the end of the school year

CONCLUSION
Staff are aware of all attendance procedures and are familiar with legal requirements. It is expected that our children attend school regularly and understand the importance of regular attendance and punctuality.  If we are to give our children every opportunity to succeed and encourage in them a sense of responsibility it is essential that we, as a caring community, monitor attendance and investigate reasons for absence.












Attendance Flow Chart












Late Flow Chart
















	Impact of arriving late for school



	Penalty notices

You could receive a 
penalty notice if your
child is coded as U 
(unauthorised late)
in the register on 10
or more occasions
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	Being on time
Gets their day off to a good start and puts them in a positive frame of mind; they can make the most of your learning opportunities.
Sets positive patterns for the future. 
Leads to a good attendance record 
Means they don’t miss the start off lessons  
 Leads to better achievement because they attend the WHOLE of the lesson
 Leads to an understanding that school is important and education is valuable;
Is respectful to the teacher and to their classmates and builds good habits for later in life 




	





	





Is it after 9.00am


No
Child is not late. Give attendance mark


Yes
Is it after 9.30


Is this their 10th late mark this year?


Yes
Write to parents and advise any further lates after 9.00am will be unauthorised


Yes
Give child an unauthorised mark - U


Monitor and after 10 ‘U’ lates. Issue fixed penalty fine


No
Have there been more than 10 lates


Yes
All lates after 9..00 am are now marked as ‘U’ 


No
Give child an authorised late mark – L.  Monitor child’s attendance


Yes
Is it before 9.30 issue a late mark ‘L’



Have we been informed about the reason for absence


Yes
Has the child had less than 10 days sickness this year


Yes
Authorise


No
Is this the child’s 10th day of absence


No
School text for absence reason


If no response a letter is sent


Yes
Write to parents advising any absence needs medical evidence


No
Has the parent provided medical evidence


Authorise


NO
Unauthorised – Pass information onto Locality Team


If no contact after one month - Unauthorised
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