ST. JOSEPH’S CATHOLIC PRIMARY SCHOOL

OTLEY

POLICY FOR ATTENDANCE AND TRUANCY

ETHOS STATEMENT

The School was founded by and is part of the Catholic Church.  The School is to be conducted as a Catholic School in accordance with the canon law and teachings of the Catholic Church and in accordance with the Trust Deed of the Diocese of Leeds in particular:

1. Religious education is to be in accordance with the teachings, doctrines, discipline and general and particular norms of the Catholic Church;

2. Religious worship is to be in accordance with the teachings, doctrines, discipline and liturgical norms of the Catholic Church;

And at all times the school is to serve as witness to the Catholic faith in our Lord Jesus Christ.

MISSION STATEMENT

This school exists for its pupils – to help their spiritual, mental, emotional, physical and social development.

This Catholic School is to provide an education, which has Christ at its centre.

At St. Joseph’s we believe that children can only learn effectively if they attend school regularly.  It is important too, that children arrive and leave school on time.  It is equally important that children should not be at school if they are unwell.

St. Joseph’s is a happy school.  Children learn best when they are happy and relaxed.  All staff show concern and care about each child’s welfare. We are committed to ensuring equal opportunities and access for all our children.

As regular  attendance is crucial to effective learning and the continuity of learning experiences school places great emphasis on this in its communication with parents.

We will endeavour to work in partnership with parents, the local community and the Education Welfare Service.

INTRODUCTION

Parents have the primary responsibility for ensuring that children of compulsory age receive a suitable education, either by regular attendance at school or otherwise.

Attendance is defined as: participation in the programme of educational activities arranged by the school. In addition to actual attendance within the school premises, it covers:

· Educational visits

· Day and residential visits to outdoor centres

· Debates, sports, musical or theatrical productions etc., arranged by, or in conjunction with the school

· Activities in connection with psychological services

· Hospital tuition

· Alternative curriculum programmes

Authorised absence is defined as:
· Sickness

· Medical and dental treatment

· Bereavement

· Domestic circumstances relating to exceptional hardship at home

· No school within walking distance and no transport arrangements

· Study leave

· Religious observance

· Approved family holidays where attendance is otherwise satisfactory

· Meetings prior to and during attendance at a court session

· Attendance at, or in connection with a Child Care Review

· Attendance at, or in connection with a Child Hearing

· Certified debates, sports, musical or theatrical productions not arranged by, or in conjunction with the school

· Extended visits overseas to relatives (in line with Education Leeds policy)

· Sanctioned extended absence in relation to children of travelling families

Unauthorised absence is defined as:

· Family holidays where permission has not been given by the school

· Truancy, defined as unauthorised absence from school, for any  period , as a result of premeditated or spontaneous action on the part of the pupil, parent or both

· Unexplained absence

· Extended leave beyond the period sanctioned by school/Education Leeds policy

The DfES and Education Leeds set national and local targets for improving attendance. At St. Joseph’s we will endeavour to achieve the targets set for our school in line with the policy of Education Leeds.

(See Appendix 1) 

All staff at St. Joseph’s are concerned about children’s regular attendance, and the importance of continuity in each child’s learning.  They are also concerned about each child’s safety, welfare and happiness.  Although it is a very rare occurrence for a child to truant, if there is a concern that a child might be truanting then action is taken straight away.

If truancy is suspected the Headteacher is notified, who then contacts the parents, whether by phone or by home visiting if possible, and the Attendance Strategy Team  Parents are encouraged to bring their child to school so that reasons for the child not wanting to attend can be discussed and hopefully resolved.  In the event of not being able to talk to the parent then the Headteacher talks to the child concerned to find out if there are any worries or problems in school that might make that child not want to attend.  If there are, then these are discussed with the class teacher and appropriate action is taken.

CHECKING ATTENDANCE

Checking attendance is an extremely important task.

Registers are a legal document and will be kept according to the approved regulations which will include:

· Taking the register twice per day (registration closes at 9.30 am and 1.30 pm)

· Seeing the pupil concerned and not relying on hearsay

· Marking the registers with the appropriate symbol (see most recent EL guidance)
· Indicating pupils who arrive late (and late after the close of registration)

· Collection and retention of absence letters (to be kept in the classroom until the end of the academic year)

· First day contact with parents via text messaging service if explanation of absence not received.

· Follow up of standard procedures and informing parents of every unexplained absence

· Analysis by SMT of figures overall to determine trends and identify areas for attention. 

· Analysis by code to identify trends in persistent absence.

COMMUNICATION:

With Parents

Information on lateness, illness and absence is given to parents in the School Prospectus.  This highlights the importance of being at school on time and notifying school if their child is absent for any reason.

At the pre school induction meetings held each year for children about to enter the Reception Class the importance of regular attendance is discussed and explained.  This talk also stresses the importance of:

· Arriving in good time at the beginning of each day so that every child is given the best possible start 

· Being collected on time, as particularly in the case of young children, being the last child in school can be very stressful.

Parents/carers of children Reception and Key Stage 1 are requested to meet their children in the Foundation outside area. Parents are also requested to contact school should emergencies arise which prevent them collecting their children on time.

Parents are asked to share any worries their child might have, initially with the class teacher.  Sometimes little things upset children which means they become unhappy and may not want to come to school.  Parents and teachers need to be aware of this.

Again at this initial meeting parents are asked to try to arrange their family holidays within the school holidays, rather than in term time so that their child’s education is not disrupted. Frequent reminders about parents’ responsibilities regarding attendance are given in the weekly newsletter. Parents requesting absence for holidays are required to write to the headteacher who makes a personal written response based on the previous attendance record of the child. The Headteacher talks to those parents who persistently take their holidays in term time, reminding parents of the disruption to their child’s education.

Children are also admitted to school at various times of the year, and into various groups.  All parents requesting a place are asked to make an appointment with the Headteacher.  At this meeting the importance of regular attendance is always highlighted along with other school routines.

Authorised and unauthorised absences are explained to parents.  All parents are asked to contact school if their child is absent.  This can be done by telephoning.  A message pad is kept by the telephone to record any messages.  This information is recorded under the headings: date, child, class and reason for absence, and this is placed in the relevant teacher’s pigeonhole.  All information is used to inform teachers when filling in their registers.

With Children

Issues surrounding good attendance and punctuality will be high profile at St. Joseph’s. Rewards will be given for high attendance and improved attendance. These will consist of certificates, trophies and book vouchers. Children will be encouraged to improve their individual attendance. 

MONITORING ATTENDANCE

The Headteacher or Deputy will be responsible for monitoring attendance. She will collect registers half-termly to check / analyse class and individual attendance. This will be to identify attendance patterns and inform action.

If a child is regularly late for school or is often absent then the teacher or secretary contacts the parents for an informal discussion.  If the situation persists then the class teacher registers concern by informing the Headteacher or Deputy Headteacher.  If there is an urgent concern then the class teacher talks to the Headteacher immediately who will then contact the Education Welfare Officer if appropriate.  The Attendance Strategywill be contacted and a referral form completed in cases of serious concern. 
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