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1. INTRODUCTION

Why do we need a policy?

Slough and Eton Church of England Business and Enterprise College recognises its responsibilities to ensure pupils are in school and on time and therefore have access to learning for the maximum number of days and hours. 

The law requires all parents to make sure their children receive a full time education suitable to their needs.  For most children this means attending school regularly.  As a last resort, schools and Local Authorities have legal powers to deal with poor attendance.

Who does it apply to?

Our policy applies to all children and young people registered at this school and is therefore shared with parents/carers and pupils on admission to the school. In law compulsory age applies to all children from the start of the term commencing on or after the child’s 5th birthday, until the last Friday in June during the academic year that the young person becomes 16.  Parents have a legal responsibility to ensure their child regularly attends suitable full time education.

How was it developed?

It has been underpinned by the principles established in the relevant Children Acts, Education Acts, Regulations and Guidelines from both the DFE and the Local Authority.

What does it do?

Although parents have the legal responsibility for ensuring their child’s attendance, the governors and staff at this school work together with other professionals and agencies to ensure that this happens. (Every Child Matters).

Why is it important?

Every day of education and indeed every lesson matters.  In the National Curriculum where there is built in progression, children who are persistently late or absent soon get behind with work and consequently do not understand current lessons when they return.  The introduction to a lesson and to the school day is crucial to the child’s understanding of their own learning.  Children who miss school frequently will undoubtedly have gaps in their learning which will impede their progress and future ability to engage in lessons.  This in turn will have an effect on their ability to concentrate and to behave.  Children who do not understand the lesson frequently behave inappropriately to cover their inability to engage with the work.  Frequent absence has a profound and cumulative effect on achievement.


2. AIMS AND OBJECTIVES

This policy ensures that all staff in our school are fully aware and clear about the actions necessary to promote good attendance.

What should we do to maintain good attendance and punctuality amongst our children?
· Raise awareness of attendance and punctuality issues amongst all staff, parents and pupils.
· Ensure that parents have an understanding of the responsibility placed on them for making sure their child attends regularly and on time.
· Equip children with the skills needed to take responsibility for school attendance and punctuality appropriate to their age and development.
· Maintain clear effective communication channels on school attendance matters.
· Develop and implement procedures for identifying, reporting and following up cases of poor attendance and lateness.
· Support pupils who have been experiencing any difficulties at home or at school, which are preventing good attendance.
· Develop and implement procedures to follow up on non attendance in school.
· Establish a safe environment which demonstrates that ‘Every Child Matters’ and where children/young people can:
· Be Healthy
· Stay Safe
· Enjoy and Achieve
· Make  a Positive Contribution
· Achieve Economic Well Being

3. PROCEDURES

a) Our school will undertake to follow the procedures set out in this policy below:

· To maintain appropriate registration processes.
· To maintain appropriate attendance data.
· To communicate clearly the attendance procedures and expectations of the school to all staff, parents and pupils.
· To have consistent and systematic daily records which give details of any absences and lateness.
· To follow up all absences and lateness if parents/carers have not communicated with the School Attendance Officer on the first day of their child’s absence.
· To discuss with parents what constitutes an authorised and unauthorised absence (only the school can authorise absences, not parents).
· To strongly discourage unnecessary absence through holidays taken in term time.
· To work closely with parents/carers to improve attendance and punctuality.
· To refer to the Attendance Service any child whose family fails to respond to school initiatives to improve their child’s attendance.
· To report attendance statistics to the DFE and LA as required.
· To ensure all staff are aware that they must report any attendance or punctuality concerns to the Attendance Officer.
· To seek advice from the LA when necessary.
· To inform the relevant social worker If a pupil deemed ‘at risk’ is absent without explanation.
· If a pupil is in public care (Looked After Children (LAC)) the carer, social worker and education co-ordinator will be involved appropriately.

b) The process for implementing these procedures in this school are set out below.

Registration
The Slough and Eton school day starts with registration at 8.40am and finishes at 3.15pm.

The first bell will sound at 8.35am. Any pupil entering the school after 8.40am will then be registered as late.

Registers will close at 9.30am. Any pupil arriving after this time will be registered as an unauthorised absence for the whole morning session unless they have a valid reason for being late (eg medical/dental appointment card).

Any pupil who does not attend afternoon registration and who does not have a valid reason will be registered as an unauthorised absence for the whole afternoon session.
Manual or electronic registration will be taken by the form tutor or their representative during registration time.

Any pupil arriving into school after registration time MUST sign in with the Attendance Officer.  If the pupil is late for a valid reason, they must produce a copy of a medical appointment card to the Attendance Officer on arrival so that their absence can be shown as authorised.  If no proof is provided, and it is after the register has closed, then the lateness will be regarded as an unauthorised absence for the whole session.

Lateness
Any pupil who arrives in school after 8.40am twice in one week without a valid medical reason as outlined above will receive a detention with their tutor.  Persistent lateness will be dealt with by the Attendance Officer and may result in a formal punctuality meeting with the Attendance Officer and a representative from Slough Borough Council.

Absences
Parents/Carers are expected to contact the school by 9.30am every day of the absence.  They are then expected to provide a note explaining the reason for absence on the pupil’s return.  The school does not have to accept the parent/carer’s reason for the pupil being absent.  In this instance the absence will be recorded as unauthorised.  The school can insist on medical evidence being provided to authorise an absence.  Any cost that this may incur will be borne by the parent/carer.

The Attendance Officer will contact parents of pupils on the first day of absence once registers are completed.  Any pupil who has been absent for more than two days without contact may be visited at home. Persistent absence will be followed up by the Attendance Officer.  If the issue persists then the matter may be referred to Attendance Service.

If a child is likely to be absent for a period of time, the parent/carer should contact the Attendance Officer to discuss the situation. Contact should be maintained until the child returns to school and work can be provided when the circumstances allow.

Holiday Requests
Leave of absence forms are available from Student Reception.  These need to be completed and returned to the school well before the anticipated holiday date.  Holidays (up to a maximum of 10 days) are only authorised in the most exceptional of circumstances.  If the holiday is not authorised and is still taken, the absence will be recorded as unauthorised and the Local Authority may be informed.  In this instance a fine (of £50 per parent) may also be issued to the parents/carers.  If a child is away from school for more than 20 days they may be taken off roll and have to reapply for a school place on their return.

Parents/carers will be notified in writing by the Headteacher of the decision as to whether or not the holiday is to be authorised.

General Information
If a parent/carer requires information regarding attendance or absence, this can be requested in the first instance from the Attendance Officer.

Attendance Issues
If a pupil’s attendance drops below 90%, or a pattern of absence emerges over a period of weeks, this is brought to the attention of the Attendance Officer.  This instigates an investigation as to why the attendance is failing.  If the decrease is for unexplained or unacceptable reasons, or is enough to cause concern, parents will be contacted.  If the attendance still continues to deteriorate, parents and the pupil may be asked to attend a meeting with the Attendance Officer and Slough Borough Council Officer to initiate an Attendance Action Plan.  This gives the parent/carer and the pupil an opportunity to discuss the reasons for absence and /or lateness and a plan put together to improve the situation.  If the situation is not resolved then the pupil will be referred to The Education Welfare Team at the LA who may consider possible prosecution proceedings and also attendance at an Attendance Panel Meeting.

Personalised Skills Unit (PSU)
Any pupil who is attending the PSU whether on a regular or intermittent basis will be registered in the PSU at normal registration times.  Lateness and attendance issues will be dealt with as above.

Absence During the School Day
Any pupil that needs to leave the school during the normal school day MUST sign out with the Attendance Officer.

If a pupil has a medical/dental appointment a written note from their parent confirming the appointment must be provided.

If a pupil becomes unwell during the school day, they should go to Student Reception for assessment.  If it is deemed necessary for the pupil to go home, the school office will contact the parent/carer.  A pupil will not be allowed to go home during the day unless authorised both by the school and the parent/carer.  The pupil will then be signed out by the Attendance Officer as an authorised absence.

If a pupil leaves the school premises without authorisation and/or without signing out with the Attendance Officer, their absence will be recorded as unauthorised.  Action will be taken by the Attendance Officer and the Head of Year if the action is regarded as truancy.  

Sixth Form
Sixth Form students are expected to attend school punctually and in accordance with their timetable.  The school should be informed about illness and absence as outlined above.  Should the attendance of a student in the Sixth Form become a significant cause for concern the school reserves the right to withdraw that student’s offer of a place to study at Slough and Eton

In implementing this policy, staff will have regard to the school’s safeguarding policy and procedures, the school’s Child Protection policy and the school’s e-Safety policy and the over-riding principle at all times will be the safety, security, enjoyment and achievement of the pupils.
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