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Aims and Objectives


To establish systems and practices which will:

· create an ethos in which good attendance is recognised as normal;

· promote good teaching since this provides the best incentive for students to attend Academy;

· raise student awareness of the importance of punctuality and uninterrupted attendance and encourage in students a sense of responsibility;

· encourage more student involvement in attendance issues;

· monitor and provide effective information on levels of attendance and punctuality;

· maintain an effective partnership with the education social work service;

· develop mutual co-operation between home and Academy in encouraging good attendance and in addressing attendance issues;

· demonstrate through the use of rewards and sanctions that the Academy recognises that good attendance and punctuality are achievements in themselves;

· recognise, reinforce and support the key role of the form tutor in promoting and monitoring good attendance;

· ensure that time and organisation within the Academy enables the aims and objectives of this policy to be met.

Managing the Policy

The role of the Vice Principal 
The Vice Principal will have managerial oversight for attendance throughout the Academy. He will work closely with the Pastoral Team and Education Welfare Officer to ensure that the attendance policy and procedures are applied consistently and coherently across the whole Academy.

The Vice Principal, alongside the administrative team will be responsible for compiling and supplying attendance information for the Academy prospectus and the DfE absence return.

The role of the Head of Year and Pastoral Leader
The Head of Year and Pastoral Leader will be responsible for co-ordinating and monitoring attendance across the Year group. S/he will:

· ensure that form tutors adhere to the attendance policy and procedures;

· support the work of the form tutor in ensuring that all absences are authorised in accordance with DfE guidelines;

· work closely with the education welfare officer;
· provide a monthly overview on attendance within the Year group;  

· be responsible for initial communications with parents/carers on attendance issues;

· work with the attendance clerk to regularly monitor post registration truancy;

· develop a positive ethos within the Year group which recognises good attendance and punctuality as normal.

The role of the Form Tutor

The Form Tutor will be the key person promoting and monitoring good attendance and punctuality.

The Form Tutor will:

· keep an accurate and up-to-date register of attendance following the current agreed procedures;

· follow the attendance policy procedures when dealing with absence and punctuality;

· maintain effective communication with the Head of Year on all attendance matters concerning the tutor group;

· assist students in the recording and monitoring of their own attendance rates each week in their journals;
· work closely with the Head of Year in developing a positive ethos within the Year group which recognises good attendance and punctuality as the norm;

· be vigilant in checking for forged absence notes.

The role of supply staff and teachers covering registration

Any teacher taking a register is expected to operate within the attendance guidelines.

A copy of the attendance guidelines will be available to all staff temporary to the Academy. If supply and/or cover staff are offered absence notes by students the notes should be sent to the attendance clerk.  

Involving parents and students

Parents/Carers
The Academy will inform parents and carers, through the Academy prospectus, information guides and newsletters of the importance of good levels of attendance and punctuality and of their role in achieving this.

Parents/Carers will be given information on:

· what constitutes ‘justifiable absence’, including the Academy’s procedure regarding family holidays taken in term time;
· procedures for informing the Academy of absence;

· the role of the Education Welfare Officer;

· response to be made by the Academy and the Education Welfare Officer in the case of absence, truancy and persistent lateness.

Parents and Carers will be informed of their child’s levels of attendance and punctuality through their target review days. Parents/Carers of students causing attendance concerns will be regularly informed.

Students

To raise student awareness of the necessity of good attendance and punctuality all students will be encouraged to monitor their own attendance by recording their monthly and cumulative attendance. Consistently good attendance and punctuality will be celebrated. All students will set targets for their attendance on a weekly basis. Students who improve by reaching their targets will be rewarded.

Rewards 

· 100% attendance certificates are presented at the end of each half term and full term.

· The form group with the highest attendance is praised each week in assembly with a form prize for those achieving 100% attendance. The information is placed on the staff and student bulletin each week and displayed on the attendance board.  The form group with the highest attendance for the term are praised at the end of term assembly and the form receive a prize.

· Students with full attendance for a half term receive a certificate.

· Students with full attendance for a full term receive a certificate and a prize.
· Students with full attendance for 2 terms receive a certificate and a voucher
· Students with full attendance for the whole Academy year are rewarded with a voucher and a trip. 
Response to Absence
Registration 

The Academy is legally bound to register students at the beginning of each morning and afternoon session. All form tutors will follow the attendance registration guidelines as set out in this policy.
Post registration truancy

To discourage post registration truancy a register will be taken in all lessons. The Heads of Year and Pastoral Leaders, together with the attendance clerk will, at frequent intervals, check all lessons across their Year group to monitor students showing as absent to lesson after being marked present. The Head of Year and Pastoral Leader should maintain a record of these truancy checks. Each time a register is taken the teacher will have on view the student’s attendance mark for the previous period. 
Education Welfare Officer
The Academy employs its own Education Welfare Officer.  Their role is to
· Track and monitor whole school attendance.
· Plan out an intervention package for students that are classified as persistently absent.
· Meet weekly with Heads of Year and the Vice Principal to discuss attendance concerns.
· To prepare fixed penalty notices, fines and preparation to send specific cases to court (in line with Derbyshire standard practice).
· To meet with students and parents to discuss attendance

· Visit the homes of students that are Persistently Absent, are off with no reason provided or have been absent for three consecutive days.

The Academy attendance panel

The Academy attendance panel has been implemented to invite parents into Academy to discuss concerns regarding their child’s attendance.  Students with below 91% attendance and ten or more sessions of un-authorised absence in the previous five weeks are targeted.  The Academy attendance panel gives families the opportunity to work with the Academy in improving their child’s attendance before the Academy feels that prosecution procedures are necessary.
Six week inclusive attendance targets are set for individual students and their progress reviewed after six and finally twelve weeks.  If targets are met then prosecution is not necessary. 
Student support

Shirebrook Academy recognises the need to support students during and after long term absence of any kind.

With this in mind the Academy will:

· endeavour to arrange to give full support to home tuition when applicable;

· consider all strategies, in partnership with the education social work service, to encourage the return of students to Academy. This may include negotiated timetables and/or use of the Learning Support Unit to promote gradual re-integration;

· ensure that there is a positive atmosphere within tutor groups and lessons in which students are welcomed back into Academy;

· encourage parents to be actively involved in re-entry programmes. This may entail special procedures for students who do not attend regularly.

Attendance registration guidelines

· Form tutors are expected to take morning and afternoon registers promptly at 8:45am and 1;30pm (during P5).
· Teachers are expected to take a class register every lesson.

· If a student is not present in the room they must be registered absent.

Punctuality

· If a student arrives late to registration or class the absent mark should be over written with L (late) and the number of minutes late entered. The register must then be re-sent.  A letter will be sent home from reception detailing the time of the students arrive and reason for lateness.
· If a student arrives late (after registration) they should first report to reception to sign in.  Following this, they should make there way directly to their next lesson.  This will result in an afterschool detention with a member of the Senior Leadership Team on that day.
· If a student is late to am/pm registration they will receive a break detention with the Pastoral Team.  If a student has three or more late marks in a week, they will receive an afterschool SLT detention.
· Parents/Carers are regularly be informed about persistent lateness.
Absence

· The attendance clerk will endeavour to make telephone contact with the parent/carer of each student on their first day of absence. If the clerk makes contact and an acceptable reason is given the appropriate absence code will be entered into the system and the details are recorded on the attendance clerks ‘first day response sheet’. Tutors will note the entered code and may see the sheet in the student services administration office.

· The attendance clerk will endeavour to make telephone contact if students reach five days of absence and no contact has been made from home.  A home visit may also be carried out by the Education Welfare Officer.
· Tutors are encouraged to try to make telephone contact with the parent/carer in cases of absence and use ‘attendance information’ slips (Appendix 2) to inform the attendance clerk of any information gained.

· If a student returns to the Academy with an acceptable absence note the tutor should enter the appropriate absence code on the system, sign and date the letter and send it to the attendance clerk. If the tutor is unhappy with the reason given for absence the note should be accepted from the student and referred to the Head of Year. Never refuse to accept a note. If the tutor is concerned that a note is forged it should be referred to the Head of Year.

· If a student returns to the Academy without an absence note the attendance clerk will issue an absence form (SA2) and encourage a next day return.

· If there is no response to the SA2 the form tutor should inform the Head of Year. The attendance clerk will send a student absence form by post with an accompanying letter or the Education Welfare Officer may complete a home visit. 

· The form tutor should refer students to the Head of Year if:

~
authorised absence reaches thirty or more sessions;

~
unauthorised absence reaches ten or more sessions;

~
three out of five weeks have broken attendance;

~
any patterns of non attendance emerge.

Supply teachers or colleagues covering registration please work to these guidelines as far as possible.

Always accept absence notes from students if offered and send or deliver them to the attendance clerk.

Absence from Academy due to taking a family holiday in term time

The Academy follows guidance from the DfE and the Local Authority outlining action that may be taken with regard to holidays being taken in term time. If a family holiday is unauthorised the Academy may contact the LA and request that a Penalty Notice is issued as a result of an unauthorised holiday being taken in term time without the authorisation of the Academy. 

The Academy will not automatically authorise a Leave of Absence for the purpose of holidays in term time. The Academy follows LA guidelines and only authorises holidays in exceptional circumstances and the message given to Parents and Carers is that we generally will not authorise holidays but will look at the criteria below in exceptional circumstances.
· A holiday authorisation form has been submitted to the Academy at least four Academy weeks prior to the intended period of absence (holidays taken without prior agreement will be unauthorised)

· Exceptional / unavoidable circumstances which prevent the holiday from being taken outside term time (the price of a holiday does not count as an unavoidable cause)

· The absence is ordinarily for a maximum of ten Academy days in any year

· The student’s previous attendance record is good

· The absence will not seriously damage the student’s education

· The parent/carer has not previously taken a student out of Academy without authorisation.
If the request meets all the above criteria the Academy MAY authorise the holiday.  Each request will be considered on an individual basis – the request to have holiday absence does not guarantee its authorisation.  Parents are reminded that even authorised absence affects their child’s attendance figure.  Further absences in the year may lead to prosecution being considered by the Education Welfare Officer. 
Parents or carers ignoring the above criteria and taking students out of the Academy on unauthorised holidays will be referred to the LA through our EWO for consideration of a Penalty Notice. 

Attendance Codes, Descriptions and Meanings
	Code
	Description
	Meaning

	/
	Present (am)
	Present

	\
	Present (pm)
	Present

	B
	Educated off site (NOT Dual registration)
	Approved Education Activity

	C
	Other authorised circumstances (not covered by another appropriate code/description)
	Authorised absence

	D
	Dual registration (i.e. student attending other establishment)
	Approved Education Activity

	E
	Excluded (no alternative provision made)
	Authorised absence

	F
	Extended family holiday (agreed)
	Authorised absence

	G
	Family holiday (NOT agreed or days in excess of agreement)
	Unauthorised absence

	H
	Family holiday (agreed)
	

	I
	Illness (NOT medical or dental etc. appointments)
	Authorised absence

	J
	Interview
	Approved education activity

	L
	Late (before registers closed)
	Present

	M
	Medical / dental appointments
	Authorised absence

	N
	No reason yet provided for absence
	Unauthorised absence

	O
	Unauthorised absence (not covered by any other code / description)
	Unauthorised absence

	P
	Approved sporting activity
	Approved education activity

	R
	Religious observance
	Authorised absence

	S
	Study leave
	Authorised absence

	T
	Traveller absence
	Authorised absence

	U
	Late (after registers closed)
	Unauthorised absence

	V
	Educational visit or trip
	Approved education activity

	W
	Work experience
	Approved education activity

	X
	Non-compulsory Academy age absence
	Not counted in possible attendances

	Y
	Enforced closure
	Not counted in possible attendances

	Z
	Student not yet on roll
	Not counted in possible attendances

	#
	Academy closed to students
	Not counted in possible attendances






Appendix 1

Authorised Absence Pass

This pass is for students who have to leave Academy part way through any session to attend the doctor, dentist etc.

	Shirebrook Academy
LEAVE OF ABSENCE



	Name:
	
	  Form:
	
	

	

	has been granted leave of absence on the following day(s) and time(s) :

The student should report to reception when leaving and sign the leave of absence book and on returning should report back to reception and hand in this leave of absence note. This note should be retained by the student whilst out of Academy.

	Signed:





Form tutor      Date:



	
	
	
	


The pass is to be kept by the student in the event of any person challenging a student out of Academy regarding their non-attendance. The pass must be returned to the office on their return.

i) Students must have a note requesting leave of absence from a parent / carer or an official appointment card.

ii) Students must gain a signature on the note from their form tutor or Head of Year who will issue a leave of absence pass.

iii) Without such authorisation the office staff will not issue a pass and will not allow the student to sign out.

iv) This procedure also provides reception with a list of students who have ‘signed out’ of Academy with out permission.

Appendix 2
Shirebrook Academy
STUDENT ABSENCE (SA1)


Student …………………………………………

Form ………………………..

Please indicate the reason your child was absent from Academy on the following dates and 

return to your child’s form tutor, as soon as possible.

	REASON
	DATES

	
	
	
	
	
	

	Medical absence
	
	
	
	
	

	Doctors / Hospital
	
	
	
	
	

	Dentist
	
	
	
	
	

	Holiday
	
	
	
	
	

	Other

Reason / Comment


	
	
	
	
	


Signed …………………………………………

Date ……………………
Appendix 3

SAT 2
STUDENT ABSENCE 







Shirebrook Academy 









         Common Lane 











Shirebrook 











Mansfield 











Notts. 











NG20 8QF











Tel: 01623 742722 

Please indicate the reason your child was absent from Academy for each of the following dates 

and return this form to your child's form tutor as soon as possible. Thank you for your co-operation in this matter. 

Name of Student <studentFirstname> <studentLastname> Tutor Group<TutorGroup> 

<AttendanceReport> 

Signed ………………………………………….Parent/Carer 

Date ………………………………….

Appendix 4
Dear Parent/Carer

We are legally required to account for every absence from school.

Your child «Name_First_Name» has been absent from school on the dates on the attached sheet and so far we have not received an absence note or telephone call.

Please complete and sign the attached Student Absence letter and return it to me, as a matter of urgency or telephone the school to inform us of the reason for absence.

Thank you for your co-operation in this matter.

Yours sincerely

Julie Macdonald

Operations Assistant 
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