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Status:  Statutory

Walton High School promotes the safeguarding and welfare of students in its care: all policies support the “Safeguarding Policy” and are fully consistent with the government’s agenda to ‘help all children achieve more’ and fully support the principles of equal opportunities for all and e - safety.’ 
Some attendance functions will be delivered by the School Attendance Service of Staffordshire County Council or other agent under a traded service agreement.
Principles 
Promoting positive behaviour and excellent attendance is the responsibility of the whole school community.

The school will promote positive behaviour and good attendance through its use of curriculum and learning materials.  Good attendance and behaviour by students will be recognised appropriately.  All children should be at school, on time, every day the school is open, unless the reason for the absence is unavoidable.

Children are sometimes reluctant to attend school.  Any problems that arise with attendance are best resolved between the school, the parents and the child.  If a child is reluctant to attend, it is never better to cover up their absence or to give in to pressure to excuse them from attending.  This gives the impression that attendance does not matter and may make things worse.  Permitting absence from school without a good reason is an offence by the parent.
Schools have a duty in law to refer any absence of ten days or more where they have been unable to make contact with the parent/child or have general concerns about the absence to the Education Welfare Service.
Schools are required to take an attendance register twice a day, and this shows whether the student is present, engaged in an approved educational activity off-site, or absent.  Only school can authorise the absence, not parents.  This is why information about the cause of each absence is always required.

Authorised absences are mornings or afternoons away from school for a good reason like illness or other unavoidable cause or where authorised leave has been granted in extenuating circumstances.  Medical evidence may be requested if a student’s attendance is below 90% or if a student has 6 or more days off school.  Types of evidence could include: 
· A doctor’s note

· Appointment card or letter

· Prescription

Unauthorised absences are those which the school does not consider reasonable and for which no “leave” has been given.  This includes:

· parents keeping children off school unnecessarily
· truancy before or during the school day

· absences which have never been properly explained

· children who arrive at school too late to get a mark

· students who take holiday during term time
The only legitimate reasons for absence:

· Religious observance

· Illness of child

· Death of close family member

· Urgent medical appointment
· Other agreed exceptional circumstances authorised by the Headteacher.
Parents whose children are experiencing difficulties should contact the school at an early stage and work together with the staff in resolving any problems.  This is nearly always successful.  If difficulties cannot be sorted out in this way, the school or the parent may refer the child to the Education Welfare Worker from the County Council or an attendance agency.  He/she will also try to resolve the situation with voluntary support, if other ways of trying to improve the child’s attendance have failed. These Officers can issue Penalty Notices or use court proceedings to prosecute parents or to serve an Education Supervision Order on the child.  The maximum penalty on conviction is a fine of £2500 and/or three months imprisonment.
Alternatively, parents or children may wish to contact the EW Worker themselves to ask for help or information.  They are independent of the school and will give impartial advice.  Their telephone number is available from the school office.

When an individual student’s attendance falls below 90% in any term without a good reason, a referral to the EW Worker will be made by the school.  Following investigation any unresolved issues could result in the parent receiving a Penalty Notice or ultimately a prosecution under the Education Act 1996 s.444.
It is not appropriate for the school to authorise absences for shopping, looking after other children, haircuts etc.  Leave may be granted in an emergency (e.g. bereavement) or for medical appointments which are unavoidable and must be in school time.  We do encourage appointments to be made as late as possible in the day and for the student to return following the appointment as soon as possible.  However, we always encourage appointments to be made outside of school hours.
Summary
The school has a legal duty to publish its absence figures to parents and to promote attendance.  Equally, parents have a duty to make sure that their children attend.  School staff are committed to working with parents as the best way to ensure as high a level of attendance as possible.
1.  Tutor
· to mark the register promptly between 8.45 - 9.00 am and 1.35 – 1.40 pm according to guidelines below.  

NB 
Morning registration closes at 9.15 am and afternoon registration closes at 2.00 pm.

It is essential that all students are given a mark during registration time.  No student 

should be left without a mark.  If it is not possible to electronically register, then a 

paper copy must be marked and sent immediately to the Attendance Administrator.
All registers will be marked electronically wherever possible.

       Registers must be marked at the beginning of the Registration period i.e.

[ /]   
denoting the student is Present

[N]   
denoting the student is Absent - Other appropriate codes should also be used if the tutor has confirmation from the parent/carer

Students arriving during the Registration Period after completion of the Register are to be marked

as [L].
· to record late arrivals and refer after three occasions to HoH/AHoH and Welfare and Attendance Manager.  Action should be taken against persistent offenders with HoH support.

· If parents phone each day of the absence the attendance administrator will enter the absence directly onto SIMS.  
· If no phone call is received the attendance administrator will then phone or text the parent/carer for a reason, and SIMS will be updated.
· This procedure will be repeated each day of the absence.

NB: a note is also required for late arrival at school after 9.00 am or 1.40 pm – such late arrivals will be considered as unauthorised absence unless a note is produced.  Students who arrive after 9.15 am or after 2.10 pm should be recorded on the absence report as ‘late after registration closed’.

Where a student brings a note to explain an absence the tutor should enter the code or pass the note to the attendance administrator to process.

· To place students in late detention after three late arrivals in a term 
· to inform HoH and Welfare and Attendance Manager of any suspicious absence patterns.

· to inform HoH and Welfare and Attendance Manager of any doubts of the veracity of absence notes.

· to send all leave of absence requests to the Headteacher. 
NB  In the event of a school trip, the member of staff responsible for the trip should ensure that a copy of the list of students going on the trip is given to the attendance administrator before the trip leaves with students who have not attended marked [N].  This must be sent before the trip leaves school.  A copy of students going on the trip should always be put on the notice board.  
2.     Head of House/Assistant Head of House
· to liaise with tutors re absence, to be on the agenda of all tutorial team meetings.

· to contact parents when a student has been absent for 6 continuous days and any concerns to be shared with Assistant Headteacher.
· to request parental interview in problem cases with EWW support.

· liaise with the attendance administrator and Welfare and Attendance Manager over attendance patterns and follow up where necessary.

· to run random attendance checks on post-registration truancy
· to liaise with designated member of the Leadership Group re EWW contact.

· to inform attendance administrator and Welfare and Attendance Manager of any student attending alternative curriculum provision. 
3.    Reception
· To record late arrivals and students who sign out of school, directly onto Sims and to include
pupils who sign out of school from the medical room.
· To mark students present if meeting with professionals
4.   Attendance Administrator and Support Staff
Completes first day absence which includes:

· To take messages from parents/carers regarding absences 

· To enter absences on SIM’s

· To check any students not accounted for during a.m. reg with relevant staff

· To send messages home to establish reason for absence if none provided

· To provide registration certificates to support references and the annual report

· To record all leave of absence requests in advance, where possible, and to file for future reference.

· To record all work experience appropriately and in advance where possible.

· To record all revisions sessions.

· To record all modular examination sessions as received from the exam manager

· To record attendance and absence of students on the day of a school trip

· To receive and record daily phone calls from parents who are informing of child’s absence.

· To note comments regarding absence on SIM’s for tutors (for information only).

· To record attendance for students on alternative curriculum provision.

· To use keep kids safe to inform parents daily of any absences 

Welfare and Attendance Manager
Liaise with tutors and HOH/AHoH re: absence  

To monitor persistent absence 

To complete home visits where necessary 

To liaise with designated member of the leadership group re: Education Welfare Worker contact or other agents under traded service agreements. 

To track lateness and liaise with tutors and HOH/AHoH 
To work with designated member of the Leadership Group on relevant data for DCSF and other outside agencies.
To provide member of Leadership Group and EWW with information of students whose attendance is 90% or below.

To provide member of LG and EWW with information regarding persistent absentees, broken weeks and all other requested information.

Staff to make contact via the ‘missing student’ email address:  missingstudent@walton.staffs.sch.uk.  This will be followed up by designated staff who will check areas of the school. If a student is not located  Attendance & Welfare Manager, Behaviour Manager, HOH or member of the LG is informed.  Contact is made with parents/carers.
NB  After 2 weeks if an explanation has not been received for an absence the N will be changed to an O denoting an unauthorised absence.  The attendance administrator will then alert the HOH to this who is expected to contact the parents to resolve the situation.  This may require a meeting to discuss and agree future actions.
5. Teaching Staff
· All teaching staff should register their classes electronically at the beginning of each lesson.  Supply staff (without access to SIMS) to register the class on a paper copy and immediately return to the Attendance Administrator.  In the event of a teacher not being able to mark electronically then they should send a list of students absent from lessons, to the Attendance Administrator 
· In the event of a student being absent from the lesson without permission or prior arrangement then an email should be sent via the ‘missing student’ email address:  missingstudent@walton.staffs.sch.uk. They will try to locate the student. If the student is not found an email will be sent to all staff.  If the student is then not located parents and if necessary the Police will be informed.  If the student is subsequently found an email must be sent saying they have been found to the ‘missing student’ email address:  missingstudent@walton.staffs.sch.uk. who will notify the relevant staff. This is vital for the safeguarding of our students.

· PE Department – to encourage all students involved in practices to return promptly after lunchtime activities for registration.

· Music/Drama Department – to encourage all students involved in lunchtime rehearsals to return promptly to registration
· All subject staff organising school visits should ensure that tutors are aware through the publication of information that certain students will be absent from registration so that absence reports may be completed in the appropriate manner.

· All subject staff organising a school visit should provide the Attendance Administrator with a list of which students are on the trip (with absences recorded) before the trip leaves school.

· All staff organising alternative curriculum provision should alert the Attendance Administrator in advance. 

· All subject staff organising a school visit should put a list of students on the trip on the appropriate noticeboard.

· All Examinations Manager to inform Attendance Administrator of students sitting examinations during normal school timetable and of absentees in order that they can be marked present or absent on SIMS.
6.  Parents


· Parents have a legal duty to make sure that their children go to school regularly.  The local authority can issue Penalty Notices if a parent fails to make sure that their children receive the education they deserve.

· Parents have a responsibility to ensure that their child arrives at school on time - a note should be provided for legitimate late arrival.

· Parents should contact school on the “absence line” by 9.30 am to report student absence.

· Parents are requested not to arrange family holiday during term time.  
 Leave of Absence Requests
Leave of absence during term time will not be granted unless there are exceptional circumstances.
Each case will be considered individually and on its own merits.  Parents need, therefore, to consider very carefully before making any request for leave of absence.  In considering a request, the school will take account of: - 

•
the exceptional circumstances stated that have given rise to the request

•
the stage of the child’s education and progress and the effects of the requested absence on both 

elements

•
the overall attendance pattern of the child

•
frequency of similar requests

•
whether the parent made the request in advance

NB
students/pupils on examination courses will not normally be granted leave of absence.

Requests should be made in writing to the Headteacher and passed to Assistant Headteacher with recommendation for authorisation or rejection.
A copy of the request is kept by the school and parents are informed by the attendance administrator whether the leave of absence is authorised or unauthorised.
Codes for authorised or unauthorised leave of absence will be entered by the attendance administrator 

7. Y8 Ambassador System
Two students from Y8 will be on duty in reception during the day.  There will be a list of teachers who are not able to mark their register on a computer, for each lesson on the ambassador’s desk.  The Ambassador will collect a paper register from these teachers at the beginning of every lesson.
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