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POLICY OVERVIEW
The governors and staff of Nicholas Breakspear Catholic School are committed to providing a full and effective education for all our pupils.  We have high expectations of all our pupils and strive to ensure that they achieve their potential in all that they do.  Research clearly indicates that regular attendance at school, coupled with prompt arrival, has a significant impact on educational attainment.  To this end, we will do all that we can to ensure that all our pupils attend school regularly and punctually.  Furthermore, we will seek early identification of any issues which hinder good attendance and punctuality, and take prompt action to address these.  Nicholas Breakspear Catholic School fully recognises the importance of partnership between school and home and is committed to working with parents / carers to improve attendance and punctuality.  Working collaboratively in this way will maximise attendance and punctuality rates for all our pupils, so that they are able to take the fullest advantage of the learning experiences available to them.
AIMS
· To take a proactive approach to the promotion of good attendance and punctuality, by making clear our expectations to parents / carers and pupils
· To encourage and value high rates of attendance and punctuality
· To maximise attendance and punctuality rates for all pupils
· To ensure that parents / carers and pupils recognise the importance of good rates of attendance and punctuality
· To recognise the external factors which influence pupil attendance and punctuality, and work in partnership with parents / carers and external agencies to address these issues
· To provide an effective and efficient system for monitoring attendance and punctuality, in accordance with legal requirements
OBJECTIVES

· To ensure that pupils attend school and lessons regularly

· To ensure that pupils arrive to school and to lessons punctually

· To ensure that pupils who are experiencing difficulties with attendance and / or punctuality, receive prompt and sympathetic support

· To encourage pupils by recognising and rewarding high rates of attendance and punctuality

· To ensure that pupils are only absent from school for reasons which are justifiable

· To ensure that parents / carers notify the school if their child is unable to attend school, by phone on the first day and then in writing when their child returns to school

· To ensure that registers are meticulous and accurate

· To ensure that parents / carers are notified of any concerns about their child’s attendance and punctuality, so that the school can work in partnership with them to address this
ROLES AND RESPONSIBILITIES

The key themes in the Attendance Policy are outlined to parents / carers, pupils and staff on a regular basis.

Every child is required by law to attend school regularly at the school where they are registered.  The school is obliged by law to differentiate between authorised and unauthorised absence.  A letter or message from a parent / carer does not in itself authorise an absence.  Only if the school is satisfied with the validity of the explanation offered, will the absence be authorised.  Promoting good attendance at Nicholas Breakspear Catholic School is the responsibility of everyone in the school community – parents / carers, pupils and all our staff.

PARENTS / CARERS

Parents / carers are responsible in law for ensuring the regular and punctual attendance of their children, properly dressed and equipped, and in a fit condition to learn.  If a child is prevented from attending for any reason, parents / carers are requested to notify the school, by phone on the first morning and then in writing when their child returns to school.  A pupil’s absence from school must be considered as unauthorised until a satisfactory explanation is forthcoming from the parent / carer.  Parents / carers should avoid, if at all possible, making medical or dental appointments for their child during school hours.  Parents / carers are strongly urged to avoid taking family holidays during term time.  Indeed, parents / carers do not have the right to take their child out of school for such a holiday.  If however there are exceptional circumstances which may warrant such a period of absence, and if parents / carers apply in writing to the school in advance, the school may authorise this absence.

PUPILS
All pupils are expected to attend school and all of their lessons regularly and punctually.  Pupils who do experience difficulties with attendance and / or punctuality will be able to access support on a variety of levels, from their form tutor, Head of Year, the Pupil Welfare and Attendance Officer and other external agencies.  When a pupil is involved in truancy from school or lessons, they will be sanctioned according to the Behaviour Management: Consequences Ladder (truancy) – Heads of Year.  When a pupil has a poor record of punctuality, they will be sanctioned according to the Behaviour Management: Consequences Ladder (punctuality) – Heads of Year.  When a pupil has an exemplary record of attendance and / or punctuality, they will be rewarded according to the Rewards at NBS policy.

* Italics indicate documentation of relevant school procedures
SCHOOL STAFF

All staff will endeavour to encourage good attendance and punctuality through personal example.  Attendance and punctuality is the responsibility of all staff.

School session registers will be called promptly at 8.30 am and 2.00 pm.  These registers will close at 8.50 am and     2.05 pm.  If a pupil fails to arrive before the registers close, they will be marked as absent.  Pupils who arrive after the registers have closed should report to the Inclusion Office where they will be marked in as late by the Pupil Welfare and Attendance Officer.  A pupil may be marked as late until 10.00 am but they will be recorded as absent for that session if they arrive after 10.00am.  This absence will remain unauthorised if an acceptable explanation for this late arrival is not forthcoming from a parent / carer.

All class teachers will call a register for each of their classes within the first fifteen minutes of the start of their lesson.  The school will adhere to DCSF guidance when making a decision about whether or not to authorise an absence.

The Pupil Welfare and Attendance Officer works as an integral part of the Inclusion Team, and has specific responsibility for maintaining high levels of attendance and punctuality throughout the school.  This role is crucial and necessarily involves working in partnership with other school staff, pupils, parents / carers and a variety of external agencies.  The Pupil Welfare and Attendance Officer is responsible for the setting-up, monitoring and review of school-wide structures and procedures to support high levels of attendance and punctuality.  These include:

· Making ‘First Day Response Calls’ for absentees with high levels of non-attendance

· Working closely with form tutors and undertaking regular register checks, to ensure that registers are being maintained accurately

· Working closely with Heads of Year to highlight attendance and punctuality concerns, and agree action to be taken

· Setting-up strategy meetings with parents / carers and pupils, working on a one-to-one basis with pupils and making home visits as appropriate, to address attendance and punctuality concerns

· Working closely with the Attendance Improvement Officer to identify and support pupils experiencing attendance and punctuality difficulties

· Maintaining ‘Attendance Intervention Logs’ and setting-up, monitoring and reviewing ‘Attendance Intervention Action Plans’, to support pupils who are experiencing attendance difficulties

· Initiating where appropriate, the use of modified and reduced timetables, time in the Curriculum Support Unit, college and work placements, modified session times and the use of a varied and flexible curriculum, as strategies to support pupils experiencing attendance difficulties

· Liaising with other external agencies (e.g. CAMHS, social care, ESTMA) when these may serve to assist pupils experiencing attendance difficulties

· Analysing attendance data on a termly basis, taking follow-up action where patterns emerge

· Providing regular reminders for parents / carers and pupils about the importance of good attendance 

· Providing work and assisting with the re-integration of pupils following a prolonged period of absence

· Producing termly attendance and punctuality certificates for pupils with exemplary records
DEFINITIONS
Within this policy there are some terms which require clarification:
	AUTHORISED ABSENCE
	An absence which has been approved by the school as being  appropriate / justifiable                                                                  

	UNAUTHORISED ABSENCE
	An absence that has not been approved by the school because the reason given is not appropriate / justifiable.  It also includes absences for which no reason has been given and requests for leave of absence which have been refused by the school



	TRUANCY
	An intentional unauthorised absence from compulsory schooling, typically caused by a pupils of their own free will

	DCSF
	The Department for Children, Schools and Families

	FIRST DAY RESPONSE CALLS
	A phone call made to parents / carers of absentees with high levels of non-attendance, on each day of absence

	ATTENDANCE INTERVENTION LOG
	A written record of strategies and support which have been implemented to support a pupil with attendance difficulties                                                            

	ATTENDANCE INTERVENTION ACTION PLAN
	An agreement which is drawn-up between parents / carers, pupils and  school, with short-term targets and regular review, used as a strategy to support pupils with high levels of non-attendance

	CURRICULUM SUPPORT UNIT (CSU)
	Used to provide one-to-one help for pupils who require additional  support with their learning.  It is also provided to support pupils on modified and reduced timetables, who have difficulties with school

attendance

	CAMHS
	Child and Adolescent Mental Health Service

	ESTMA


	Education Support for Medical Absence
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