IDLE C.E. (A.) PRIMARY SCHOOL.

SCHOOL POLICY & GUIDELINES FOR ATTENDANCE AND REGISTRATION

Regular attendance at school is important. Failing to attend school regularly can have a major impact on children’s education, their future and their life chances. Regular attendance means attending school every-day, arriving at school on time and attending every lesson.

Under section 7 of the Education Act 1996, parents are responsible for ensuring their child (from age 5 to age 16) receives efficient full time education that is suitable to the child’s age, ability and aptitude and to any special educational needs the child may have. This can be through regular school attendance or through elective home education (EHE)
The safeguarding of our pupils is paramount when they are in our care.  For this reason the Governing Body’s policy on attendance and registration aims to ensure every pupil is accounted for on each of the days school is open.

The school’s registration periods are from 8.50 - 9.05 a.m. and 1.10 - 1.15 p.m.  It is the class teacher or cover supervisor’s responsibility to ensure that the registers are completed properly at these times so that an accurate record of attendance is available during each session.   

Parents should inform the school, in writing, where an absence is planned e.g. hospital appointments, leave of absence etc and such letters will be kept in the pupil record file after being authorised by the Business Manager on behalf of the Head Teacher.

Where a child is absent due to illness, parents have been asked to inform school by telephone by 10.00am in the first instance via the school office and by letter on the child’s return.  Should a child be absent and this is not reported by 10.00am the school will telephone the parents to establish the whereabouts / reason for absence. 

If school cannot establish contact and suspect the child may be in danger the relevant agencies will be contacted (SS, Police, ESW etc).

It is noted that children returning after an absence should be made to feel welcome and may need a period of resettling. 

Where a period or pattern of absence gives rise to concern, this should be expressed to the ESW via the School Business Manager in the first instance.  Good timekeeping is to be encouraged; persistent lateness is a habit we discourage.  Both pupils and their parents should be reminded of the importance of punctuality.  Pupils persistently late (missing the class early morning task) will be given opportunity at lunchtime in the school library to catch up.

Parents of pupils who are persistently late are in regular communication with the Parent Involvement Officer until they establish and improve their school routines. Should this action be ineffective a Senior Manager will arrange a meeting with the parent and the PIO in order to find a resolution. 

Attendance data is monitored by the School Business Manager and pupils with data below 90% are referred to the Parental Involvement Officer who will liaise with parents until the attendance increases above 90%.

Holiday in Term Time
Absence for anything other than through illness or medical reasons during term time is actively discouraged.  

Parents requesting time out of school for their child during term time should obtain a ‘Leave of absence’ request form from the school office before booking a family holiday. 

The DoE has published new amendments to the Pupil Registration Regulations which come into force from September 2013 and relate to Holidays in Term Time, Penalty Notices and Deletions from the school register.
The amendments make clear that headteachers may not grant any leave of absence during term time unless there are exceptional circumstances.
The Headteacher will define ‘exceptional circumstances’ and also determine the number of school days a child can be away from school if the leave is granted.

Leave of absence will not be granted during September to ensure that pupils have a settled start to the new year nor in May when all classes have their annual assessments.

Penalty Notices
Failure to return your child on the agreed date could result in a penalty fine of £60 (per parent, per child) being issued and your child losing their place at school. 

Amendments to the 2007 regulations will reduce the timescales for paying a penalty notice. Parents must, from 1 September 2013, pay £60 within 21 days or £120 within 28 days.  

COMPLETION OF REGISTERS AT THE START OF MORNING AND AFTERNOON SCHOOL:

CLASS REGISTERS:

The class teacher or Cover Supervisor should take the register at the start of both the morning and afternoon sessions. School uses Teachers Webfolder (Bromcom) as their registration management system. 

Staff should indicate: 
/ or \ if the pupil is present    or 
N if the pupil is absent.

The register should be saved immediately and admin staff will convert the marks via SIMs.net to ascertain all pupils whereabouts.

DINNER REGISTERS:

Class teachers are asked to complete and forward the dinner registers to the office each day by 9.05 a.m.

The dinner register should be marked and the total numbers will be entered at the foot of the page by the kitchen admin assistant.  Where there are alterations i.e. lateness, please ensure that the office is informed.

	(
	Paid Dinner

	S
	Sandwich

	F
	Free Dinner

	A
	Absent.


In the event of a child ‘forgetting’ their sandwiches, a school meal will be provided (though this must be paid for later).  Please inform the office.  Parents have been asked to give prior notice (a full 2 weeks if possible) if there is to be any alteration to the child’s normal dinner arrangements.

Dinner money is collected on Mondays by Staff from our outside caterers, Facilities Management.  This should be sent to the school office. Where ‘loose’ dinner money is collected by the class teacher, it should be placed in the envelopes provided and forwarded to the office with the register.

Parents are notified weekly of amounts outstanding and/or in arrears. Should there appear to be reasons of hardship, an invitation to parents to discuss this / come to an arrangement, is extended by the Head Teacher.

At the end of each half term, any unexplained outstanding arrears are dealt with by Facilities Management.

