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The Willows School and Early Years Centre



         Fishermead Boulevard, Fishermead, Milton Keynes MK6 2LP


 Tel:  01908 528803    Email:  thewillows@milton-keynes.gov.uk 


 Website: www.thewillowsmk.org

To become honest, active citizens and lifelong learners in a global society.
ATTENDANCE POLICY
The Willows School aims to encourage every pupil to achieve the highest possible levels of attendance in order to take full advantage of the learning experiences available to them. We hope to achieve at least 95% each year for every child.
STATUTORY FRAMEWORK

Under Section 444 of the 1996 Education Act, a pupil is required to attend regularly at the school where they are a registered pupil.

The school is obliged by law to differentiate between authorised and unauthorised absence. A letter or telephone message from a parent does not in itself authorise an absence. Only if the school is satisfied as to the validity of the explanation offered by the letter/message will the absence be authorised.

RIGHTS AND RESPONSIBILITES

Improving attendance at The Willows School is the responsibility of everyone in the school community – pupils, parents, governors and all staff.

PUPILS

All pupils are expected to attend school and all their lessons regularly and punctually. Pupils who do experience attendance difficulties will be offered prompt and sympathetic support, initially from their teacher and if the need should arise, from the Headteacher. At the end of each term, pupils are presented with certificates for good attendance and star badges for 100% for that term: Gold for 100% attendance, Silver for over 98% attendance and Bronze for over 95% attendance. Certificates may also be presented for improved attendance or good attendance where children have been in school but may have arrived late.
PARENTS/CARERS

Parents are responsible for ensuring that their child attends school regularly, punctually, properly dressed and equipped and in fit condition to learn. If a child is prevented for any reason from attending, parents are requested to notify the school on the first day of absence as soon as possible. A pupil’s absence from school must be considered as unauthorised until a satisfactory explanation is received from the parent. Parents will be informed promptly of any concerns, which may arise over a child’s attendance. Parents whose child’s attendance is cause for concern will be noted and attendance will be discussed with the school’s Learning Mentor and even the Headteacher. Parents should avoid, if at all possible, making medical/dental appointments for their child during school hours.

Parents whose first language is not English or who have literacy problems will be offered support. 
The school realises the vital role that parents play in their child’s school attendance and so The Willows School and Early Years Centre writes a congratulatory letter to parents of pupil’s attaining 100% attendance.
REGISTRATION

The law requires school to keep an attendance register. By law they must be called twice a day: - 

· At the start of the morning session at 9.00am
· Once during the afternoon session. At The Willows the register is called at the start of the afternoon session at 1.00 pm

If a pupil arrives after the registration period, the child’s name is written in the late book in the school office; they will then be registered ‘late’ for that session.

AUTHORISED AND UNAUTHORISED ABSENCE 

Parents should be made aware that it is the school which decides whether an absence is to be authorised or unauthorised. A letter or other communication does not itself authorise an absence. It is important that all staff are clear as to the policy on this issue. 

Parents should notify the school, either by telephone or in person, by 8.30am on the first day of absence, giving the reason and, if possible, likely duration of the absence. If the school has not received a message the parent will be phoned after 9.00am or 1.00pm if attending nursery in the afternoon.
Absence from school will be authorised if it is for the following reasons: -

· Genuine illness
· Unavoidable medical/dental appointments 
· Day of religious observance
· Exceptional family circumstances, such as bereavement
Absence from school will not be authorised for: 

· Shopping  

· Birthdays 

· Minding the house

· Caring for brothers and sisters 

· Holidays 
Parents are informed whether the leave is granted by the return of the Leave of Absence request form. All Leave of absence requests need to be submitted to the school office at least 1 week in advance and parents/carers will be informed or spoken to whether it is authorised or unauthorised.
LATENESS

Children who arrive late will receive a late mark in the register (L).  If children arrive after 9.15am they will receive a U (Late after registers closed).  Lateness is classified as unauthorised absence and as such persistent lateness (late more than 10 times in a 12 week period) may incur a fixed penalty notice.
PROCEDURES FOR FOLLOWING UP ABSENCE

· If a pupil is absent without an explanation being received, the School Learning Mentor will contact the parents by telephone, wherever possible, on the first day of absence. If the absentee is a pupil about whom there are already concerns, the Headteacher will make every effort to contact the parents immediately.
· If a child is absent for more than 48hours and the school only received notification on day 1 and not day 2 the school will place a courtesy call or visit.
· If the pupil is persistently (or intermittently) absent,  a home visit could be conducted and the Headteacher will write to the parents and invite them to attend a meeting at school.

· If a pupil returns to school after a period of absence without informing the school and fails to bring a note or if the explanation offered by a note is unsatisfactory, the admin officer sends a standard letter home.

· If a pupil is persistently absent (or late) and the school’s efforts to effect an improvement have been unsuccessful, the situation will be discussed with the Learning Mentor or/and Headteacher.

· The school reserve the right to issue fixed term notice penalties to parents/carers in accordance with the LA policy (See below).
MKC policy states that the issuing of a Fixed Penalty Notice is considered appropriate in the following circumstances:

· The child has been absent from school for ten (10) or more unauthorised sessions in any twelve (12) week period.
· The child has been stopped during a truancy sweep (accompanied or unaccompanied)

· Excessive holidays in term-time. Criteria for excessive holidays would include those listed below;

· Ten (10) unauthorised sessions.

· Persistent late arrival at school after the register has closed.

· Failure to ensure attendance at any alternative educational provision 

· To ensure consistent delivery of Fixed Penalty Notices the following criteria will apply:

· Ten (10) or more sessions (5 school days) lost to unauthorised absence by the pupil during a twelve (12) week period.

Other than in specific circumstances** the liable parent/carer will receive a formal warning of the possibility of a Fixed Penalty Notice being issued and notified that should their child be absent for any unauthorised circumstances for that term then a FPN will be issued. 

** The deliberate taking of a holiday in term time which has created a period of unauthorised absence in the current term of ten (10) or more sessions.

· Notes from the parents will be initialled by the teacher/admin officer and kept on the pupil’s file. All telephone messages regarding absence/lateness are recorded in the Reason for Absence book.
STRATEGIES FOR PROMOTING ATTENDANCE

· The Willows School will offer an environment in which pupils feel valued and welcomed. The school’s ethos must demonstrate that pupils feel that their presence in school is important, that they will be missed when they are absent/late and that follow up action will be taken.
· A varied and flexible curriculum will be offered to all pupils. Every effort will be made to ensure that learning tasks are matched to pupils’ needs.
· Parents can contact the school by telephone, text, messenger app or e-mail to report absence.
· Attendance data will be monitored regularly and analysed in order to help identify patterns, set targets, correlate attendance with achievements and support and inform policy/practice.
· The school runs an Early Bird Week at least once each year to encourage early arrival at school.  Certificates are awarded to pupils who achieve this target.
· The Willows School and Early Years Centre offers a breakfast club to encourage early arrival at school and to help parents who work.
· Weekly attendance of each class is announced at an assembly and the class with the highest attendance for the week is presented with the Attendance monkey to look after for the week.
· Parents will be reminded regularly (via newsletters, the school prospectus, parents’ evenings etc) of the importance of regular attendance.  The weekly attendance for each class and the winners of the attendance monkey will also be reported in the newsletter.
· Pupils who are absent through sickness for any extended period of time will (when appropriate) have work sent home for them. Each case is assessed according to the situation.
· The Headteacher will make termly reports to the school’s Governing Body on attendance matters after the submission to the DfE.
· The Headteacher will, when appropriate, liaise with other services and agencies when this may serve to support and assist pupils who are experiencing attendance difficulties.

· The Headteacher and delegated staff will have regular meetings in order to identify how best to support those pupils who are experiencing attendance difficulties.

GUIDELINES

See chapter 12 paragraph 27 of “A Guide to the Law for School Governors” regarding storage and archiving of registers.
Penalty Notices will be issued by the LA after consultation between the Headteacher and Legal officer.
This policy is cross linked to the Behaviour and Anti-Bully Policies.

This policy has been reviewed in the light of the Human Rights Act, Race Relations Act and Amendments, the Stephen Lawrence Inquiry, Special Educational Needs and Disability Act (SENDA) 2001, the Sex Discrimination Act and the Disability Equalities Scheme and Plan.

As part of Freedom of Information this policy is available for any parent to read. 
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