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CALDICOT SCHOOL – ATTENDANCE POLICY

1. Opening Statement
1.1
Caldicot School is committed to upholding the legal requirements for compulsory school attendance up to the statutory school leaving age of sixteen years or the last Friday in June for Y11.
1.2
Pupils in Years 12 & 13 are required to attend all timetabled lessons, unless they have a valid reason for absence.  They need to attend registration each morning, and at other times they have a “signing in and out” system in the Sixth Form block.

1.3
The school also recognises punctuality as a positive and commendable aspect of pupil behaviour and will insist upon it all times.

2. Aims
We aim to:

· To ensure the ethos of the school is such that it engenders a positive attitude to school attendance.

· To record and investigate each case of absenteeism in order to reduce its effect on pupils progress and welfare.

3. Outcomes
The school is committed to achieving the following outcomes from this policy:

1) The successful management of all aspects of this policy to ensure the highest levels of attendance.
2) The promotion of increasing standards of attainment through full attendance from pupils.

3) The establishment of a successful working partnership with parents and carers to secure full attendance. 
4. Procedure
4.1
Recording Attendance and Punctuality
· Tutor Group Registers:  Form Tutors are to ensure the accurate marking of registers for the morning session of school.  This will normally be carried out electronically using the Sims Lesson Register system.  On occasion a paper system may be used; staff  will use the paper register found in their green register and return it to the relevant school office at the end of registration/assembly.

· Lesson Registers:  It is the responsibility of each member of staff to maintain an accurate electronic lesson register for each lesson, both to support school procedures check and to allow the checking of an individual pupil’s attendance.
· No pupil without exception is to be allowed out of lessons without a named pass unless accompanied by a member of staff.  Members of staff should collect a pack of passes available from the reprographics department:


Green
-
Toilet Authorisation


Yellow
-
Absent from lesson for any legitimate reason


Staff should date and sign these passes as requested and retrieve them from the pupils on their return to the lesson, entering the time of return.  (Teachers will be required to justify the reason why any pupil is discovered out of class without a pass).  Passes should then be retained by the member of staff for a minimum of one month, for future referral if necessary.

· Late marks:  Pupils arriving in school after the end of a registration period are required to sign in at their relevant school office:

· Y7, Y8, Y9 – Castle Office

· Y10, Y11 – Grayhill Office

· Y12, Y13 – Deepweir Office

Each Progress Leader is provided with a 6 week rolling register and an under 90% attendance report.
· Weekly Totals:  Clerical staff are responsible for extracting weekly totals from registers, recording them and supplying the Headteacher as required with attendance percentages for each Year Group.

· Official Attendance Figures:  The Cover Manager is responsible for providing any official attendance figures which may be required by external bodies.

4.2
Monitoring Attendance and Punctuality
· First Day Absence: An electronic first day absence contact system is in place.  Parents/guardians will be called if their child fails to register, and the school has not been notified of the reason for absence.

· Authorisation of Absence:  A pupil is required to furnish a note signed by a parent/guardian each time he/she returns after a period of absence.   Parents/guardians are asked to ring the dedicated school absence telephone number if their child is to be absent from school.  Telephone calls themselves are not sufficient notification of absence; a written explanation must still be produced on return, either by letter or by completion of the appropriate section in the pupil planner.

· Unauthorised Absence:  The school will liaise with parents and the EWO to identify and resolve unauthorised absence.

· Absconding:  It is the responsibility of all members of staff to notify immediately the Key Stage Manager/ Progress Leader of any pupil who, they believe, has absconded from school.  If this belief is substantiated, the Key Stage Manager will contact parents/guardians.  If it is deemed necessary, the police will also be informed.

· Punctuality:  Form Tutors are to inform Progress Leader, if a pupil has been late for two or more sessions in a school week.  Key Stage Managers/ Progress Leaders may then use appropriate disciplinary measures to address long-term problems.

· Signing Out:  Any KS3 or KS4 pupil who wishes to leave school during the school day must bring a parental note of authorisation.  The pupil’s Form Tutor or Progress Leader will sign the note and the pupil will then present it to the relevant school office to obtain a purple Permission Slip.  This must be handed in to the gate security person.  Sixth Form pupils are not required to have parental authorisation or obtain a Permission Slip, but must sign out from Deepweir Office.  Sixth Form pupils must sign in on their return to comply with Health and Safety requirements.
4.3 Ensuring Optimum Attendance & Punctuality

· Form Tutors need to inform Progress Leaders and/or Learning Mentors on a weekly basis of any absence that gives cause for concern.  Progress Leaders and/or Learning Mentors to take appropriate action.

· Form Tutors have an important role in giving the issues of attendance and punctuality and their Intrinsic virtues a high profile in form periods; the subject is to be raised accordingly in Record of Achievement interviews.

· Progress Leaders/Learning Mentors will liaise with the Educational Welfare Officer weekly and discuss their relevant concerns over attendance issues.  The EWO will give a written response to actions taken regarding these concerns.

· Pupils who abscond or who take unauthorised absence(s) are to be placed on Report for a minimum period of 2 weeks.  This report will be checked and signed daily by the relevant Progress Leader.

· Pupils who are late for registration without authorisation or legitimate explanation should expect to receive an appropriate sanction.

· Parents/Guardians of pupils whose termly attendance falls below 90%, even with medical reasons provided, and with or without Medical Certification, will be contacted by the Progress Leader and Educational Welfare Officer.  Attendance henceforth will be closely monitored by the Learning Mentor.

· Holiday forms must be completed by parents/guardians and returned to the Progress Leader/Key Stage Manager who will record the dates and his/her authorisation of the holiday.   NB. Holidays taken during the term are to be discouraged.  A standard school letter concerning holidays should be sent to parents.  This will confirm that 10 days maximum can be sanctioned at the discretion of the Headteacher.
· Full attendance is a contributory criterion for awarding merit certificates.

Summary of Responsibilities

	WHO
	RESPONSIBILITIES

	Assistant Headteacher (KM3)


	· To lead, manager and monitor whole school attendance and reporting on it as appropriate.

· Leading new initiatives aimed at improving attendance.

	Learning Mentors
	· To work with the Progress Leader to maintain high levels of attendance.

· To take appropriate action in partnership with parents/pupil/school.

	Learning and Achievement Team Leaders
	· To monitor attendance for their relevant section and taking the required action as per their identified role.

	Form Tutors
	· To ensure accurate registration information is input into the SIMS Attendance Systems each morning.
· To ensure the required action is taken as defined in the role and in accordance with sections 4 & 5 of this policy, to support the attendance of their tutor group.

	Subject Teachers


	· To support the school attendance policy by maintaining accurate class records of attendance, normally utilising the Sims Attendance System.
· To take action as their role details provide and in accordance with sections 4 & 5 of this policy, to support attendance in their teaching groups.

	SENCO
	· To support the school policy on attendance as defined in their role details.



	Education Welfare Officer
	· To meet weekly with Performance Leaders 

· To take action as required and directed by MCC




5.
Monitoring, Evaluation and Review

5.1
Mr Potter, Assistant Headteacher, and the Learning and Achievement Team Leaders will annually review the policy and make any further recommendations to the Governing Body.

5.2
The Governing Body, in consultation with the Headteacher, the Pupil Liaison Group, staff and parents, will regularly review this policy and associated procedures in order to ensure its continuing effectiveness. 
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