Brackenwood Junior School
ATTENDANCE AND PUNCTUALITY POLICY
OVERVIEW

If learners are to get the greatest benefit from their education in school, it is important that they have good attendance and arrive punctually. As learners grow and prepare for their next stages of education and employment they need to see good attendance and punctuality as important qualities that are valued by others and employers. We will do all that we can to encourage good attendance and punctuality. Where learners are not conforming to our high expectations for attendance and punctuality we will put into place effective strategies to bring about improvement. The school follows the DFE and Local Authority guidelines.
OBJECTIVES

1. To ensure that all learners achieve high levels of attendance.

2. To ensure that all learners arrive at school on time.
3. To ensure parents understand the importance and impact of good attendance and punctuality 
4. To keep accurate records of attendance through registers and take prompt action to follow up absences.

5. To monitor closely pupils with attendance and punctuality issues and to work with parents and where appropriate other agencies to bring about improvement.
6. To investigate and act immediately where truancy is suspected or confirmed.

7. To work effectively with the LA and other agencies to follow up attendance issues such as persistent absenteeism and lateness promptly and efficiently.

8. To create a happy and rewarding environment where all children want to come to school.
REGISTRATION

Members of staff will take registers and record the attendance or absence of every pupil. Attendance registers are marked twice each day, at the start of the morning session and again in the afternoon. Registers are uploaded electronically by school office staff. The school day begins at 8.55am.  Children arriving after 8.55am but before 9.30am will receive a late mark (L). Registers close at 9.30am, after which time children will be given a late after registration closes mark (U).  Children who arrive late or leave during the day will be signed in and out of school for safety reasons. All absences are investigated. After the registers close, a member of the school office will contact the parents of any children who are absent, if no reason for the absence has been given. 

MONITORING ATTENDANCE AND PUNCTUALITY
Attendance and punctuality data is stored electronically on SIMS. Returns of school data are made annually to the DfE and benchmark data exists to compare our school within local and national contexts. Attendance data is monitored closely to analyse attendance patterns of individual pupils and pupil groups. Pupils with overall attendance levels of less than 90% are identified and monitored each week. If patterns of analysis for individual pupils relating to attendance or punctuality cause concern or show no signs of improvement, further actions will be taken by the school in an attempt to secure an improvement (see Strategies for Improving Attendance).
STRATEGIES FOR IMPROVING ATTENDANCE
At Brackenwood Junior School, the staff and Governors endeavour to achieve high levels of attendance and punctuality by:-

* Creating an environment in which pupils feel welcomed and valued. The school’s ethos demonstrates that pupils feel that their presence in school is important, that they will be missed when they are absent/late and that follow up action will be taken
* identifying at an early stage pupils for whom poor attendance or punctuality provides barriers to learning
* making every effort to match learning tasks to pupils’ needs

* collating attendance data termly and analysing it in order to help identify patterns, set targets, correlate attendance with achievement, and support and inform policy/practice

* providing parents with regular reminders about the importance of good attendance

* creating regular attendance reports and sharing these with all stakeholders

* liaising with other agencies when this may serve to support and assist pupils who are experiencing difficulties
* ensuring smooth transitions from one phase of the child’s education to another

* meeting regularly with the Educational Social Welfare Officer to analyse attendance records of pupils causing concern

* writing to parents of children whose attendance falls below 96%, to inform them that their child’s attendance has fallen below the school’s target for attendance (97%).

* writing to parents of children whose attendance falls below 90%, to inform them that their child’s attendance is causing concern and is being monitored closely for signs of improvement

* inviting parents to Panel Meetings to discuss issues surrounding attendance and punctuality, and exploring further strategies the school might be able to use to support them
* raising the profile of attendance for pupils in school through the use of weekly / termly competitions, attendance boards, certificates and prizes
* liaising with local schools to agree broadly a protocol for exceptional circumstances, to analyse data across all schools in the cluster and to share good practice.

AUTHORISED AND UNAUTHORISED ABSENCE

Parents are expected to inform the school in person, in writing or by telephone whenever their child is absent from school. Parents have access to an email address (absence@brackenwood-juniors.wirral.sch.uk) to assist them in this regard. Information provided by parents is always logged and class teachers informed. 

Where no reason has been given for a child’s absence, or where authorised absence is requested and declined by the head-teacher, or where the school has good reason to doubt the explanation given, the child will receive an unauthorised code for the appropriate session. 

In some cases, unauthorised absence may result in warning letters or fixed penalty notices.
REQUESTS FOR LEAVE OF ABSENCE

Brackenwood Junior School’s response to requests for leave of absence conforms to regulations introduced by the Government in September 2013. 
* Each request for leave of absence will be considered on a case by case basis.

* Requests for leave of absence for pupils whose attendance is already below 95% (or fell below 95% in the previous year if the request is made early in the year) will automatically be refused. 

* Head-teachers shall not grant any leave of absence during term time unless they consider there are exceptional circumstances relating to the request. Any request for leave of absence must outline these exceptional circumstances and the head-teacher must be satisfied that the circumstances warrant the granting of leave. Parents do not have any entitlement to take their children on holiday during term time. 

* Where a request is authorised, the head-teacher will determine the number of days that the child may be absent from school. This will never exceed ten days for one child in a single academic year.
* Applications for leave of absence must be made in advance and failure to do so will result in the absence being unauthorised.
* The school will only consider applications for leave of absence which are made by the resident parent.

* Applications for leave of absence which are made in advance and refused may result in a warning letter or fixed penalty notice being issued, if the child is absent from school during that period. Children will receive a G code in registers if they are absent during periods where requests have been refused. 
WARNING LETTERS AND FIXED PENALTY NOTICES

The school may request that the Educational Welfare Officer issue a warning letter or fixed penalty notice if the following criteria are met:

1. The parent has failed to attend two panel meetings or the parent has attended a panel meeting but there has been no improvement to the child’s attendance. Or
2. 10 or more session of unauthorised absence in one term or 2 half terms or
3. Taken leave of absence without authorisation or
4. Arrives late to school on ten or more occassions
Stakeholders

We recognise that children alone cannot ensure their regular and punctual attendance at school. At all times, parents are encouraged to take an active role in the school life and to share and support their children’s learning. Though our home-school agreement, parents agree to ensuring their child’s regular and punctual attendance. As part of our annual written reports to parents, the children’s attendance records are shared.

The Safeguarding Governor will support the head-teacher in monitoring the attendance of all children and vulnerable groups (Pupil Premium, FSM, SEN etc) and ensure that this policy is being followed.

Class teachers will inform the head-teacher whenever they develop concerns regarding a child’s level of attendance or punctuality.
REVIEW

This policy will be reviewed annually by the governing body
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