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Policy on Attendance and Registration

Introduction


We expect all children on roll to attend every day, when the school is in session, as long as they are fit and healthy enough to do so. We do all we can to encourage the children to attend, and to put in place appropriate procedures. We believe that the most important factor in promoting good attendance is development of positive attitudes towards school. To this end, we strive to make our school a happy and rewarding experience for all children. We will make the best provision we can for those children who, for whatever reason, are prevented from coming to school. 

Under the Education (Pupil Registration) Regulations 1995, the governing body is responsible for making sure the school keeps an attendance register that records which pupils are present at the start of the morning and during the afternoon sessions of the school day. This register will also indicate whether an absence was authorised or unauthorised.

Recording Pupil Attendance

Pupils are to be registered by the Form Teacher each morning and each afternoon, using the online SIMS registration process.  It is imperative that accurate records are kept in case of an emergency, however, in the event of a fire drill or a real emergency, the use of electronic registering would be inappropriate, therefore, there will be a printed list of all form groups ready to be deployed by the School Secretaries.  These will be given out to staff taking roll at the assembly point.

Register Codes

The DFE offers a comprehensive set of register codes which all schools are required to use. These codes are as follows:

/ \   -     Present am/pm

@  -
Late (after reg closed)


B
-
Educated off site - Approved Educational Activity.

C
-
Other authorised circumstances (including public performances licensed by the local authority, family bereavements, exceptional special occasions) - Authorised Absence.
D
-
Undefined. 

E
-
Excluded (no alternative provision made) - Authorised Absence.

G
-
Undefined.    

H
-
Annual Family holiday during term-time (provided this has been agreed by the school) - Authorised Absence.

I
-
Interview 
L
-
Late (before registers close) - Present.

M
-
Medical/Dental appointments - Authorised Absence.
N
-
No reason yet provided for absence - Unauthorised Absence.
O
-
Unauthorised Absence.
P
-
Approved Sporting Activity - Approved Educational Activity.
R
-
Religious Observance - Authorised Absence.

S
-
Study Leave - Authorised Absence.

T
-
Traveller absence - Authorised Absence.
V
-
Educational visit or trip - Approved Educational Activity.

W
-
Work Experience - Approved Educational Activity.

X
-
Non-compulsory school age absence.

-     -     All should attend – no mark recorded

Y   -      Enforced closure – not counted in possible attendances

Z   -
Undefined.

!     -     No attendance required

#
-
School closed – not counted in possible attendance.

*     -    Not on roll

The Way to Better-Kept Registers

Staff and children should be aware of how important registers are.  They are legal documents. Staff, including new staff, should know how to maintain a register properly and how to use the online registration facility on SIMS. They should ensure that the school policy is consistently applied on what constitutes authorised/unauthorised absence and that codes are used appropriately and consistently;

After Morning Registration:

Telephone Absence

The School secretaries will email/inform teachers of telephone absence calls from parents, as soon as possible, on the morning of the first day of a pupil’s absence.  There is also a Telephone Absence book in both School Offices where telephone absence is recorded.

The Late Book

If a pupil is not present at registration for any reason, ie lateness; attending medical appointment; music lesson etc, then the pupil/parent in Prep and Pre Prep must sign the late book to register his/her arrival at school. The School secretaries will email/inform teachers regarding children who are late in their form. If a pupil fails to sign the Late Book then he/she will be recorded as absent for that period.

Staff must ensure that information they receive from the school secretaries are transferred to SIMS as soon as possible.

The School secretaries will run a daily ‘missing marks’ report from SIMS, as a back up for fire/emergency situations and to check on absences/lates.  Unexplained absences are followed up by a telephone call to parents.  Letters are sent to parents whose children are frequently late.

For official recording purposes, the school secretaries will run off a copy of the registers on a weekly basis, and these are kept on file.
If a pupil leaves school for any purpose, whether for ill health or for an appointment out of school, he/she/ or parent must sign the In/Out book, which is kept outside the school office.

If a pupil leaves the building e.g. for a music lesson or a medical appointment, then he/she or parent must also sign out in the In/Out Book. On his/her return, this must also be noted in the IN/Out Book. Staff are also required, for their own safety, to use the IN/Out Book if they go off-site.

When a group of children are off-site for a fixture, then team sheets are available in the school office and the staffroom in case of fire.

A register is also taken during after-schools clubs and during after school care.

The secretary is responsible for collecting the In/Out Book and the Late Book in case of an emergency, including Fire Practices.

Definitions

Authorised absence

· An absence is classified as authorised when a child has been away from school for a legitimate reason and the school has received notification from a parent or guardian. For example, if a child has been unwell, the parent writes a note or telephones the school to explain the absence. 

· Only the school can make an absence authorised. Parents do not have this authority. Consequently, not all absences supported by parents will be classified as authorised. For example, if a parent takes a child out of school to go shopping during school hours, this will not mean it is an authorised absence. 

Unauthorised absence

· An absence is classified as unauthorised when a child is away from school without the permission of both the school and a parent. 

· Therefore, the absence is unauthorised if a child is away from school without good reason, even with the support of a parent.

If a child is absent

When a child is absent unexpectedly, the class teacher will record the absence in the register, and will inform the school office, which will endeavour to contact a parent or guardian.

When the child returns to school, a note should be brought from a parent or guardian to explain the absence. Communicating this information by telephone is not sufficient.

A note may be sent to the school prior to the day of absence, e.g. if a child has a medical appointment.

If there is any doubt about the whereabouts of a child, the class teacher should take immediate action by notifying the school office. The school will then be in contact straight away with the parent or guardian, in order to check on the safety of the child.

Requests for leave of absence

We believe that children need to be in school for all sessions, so that they can make the most progress possible. However, we do understand that there are circumstances under which a parent may legitimately request leave of absence for a child to attend, e.g. a special event. We expect parents to contact the school at least a week in advance, but normally this request will be granted.

Parents do have the right to withdraw their children from school for up to ten days for an annual holiday. We naturally prefer parents to take their family holiday in the normal school holiday periods, but if this is not possible, the school will, of course, grant the leave of absence. A letter, outlining the school’s concerns about such absences, may be sent to the parents from the Headmaster.

Long-term absence

When children have an illness that means they will be away from school for over five days, the school will do all it can to send material home, so that they can keep up with their school work.

If the absence is likely to continue for an extended period, or be a repetitive absence, the school will contact the support services, so that arrangements can be made for the child to be given some tuition outside school.

Repeated unauthorised absences

The government’s definition of persistent absence is 15% absences. The school will contact the parent or guardian of any child who has an unauthorised absence. If a child has a repeated number of unauthorised absences, the parents or guardians will be asked to visit the school and discuss the problem. If the situation does not improve, the school can then contact the LA support services, who will visit the home and seek to ensure that the parents or guardians understand the seriousness of the situation.

When pupils join the College and an offer of a place is accepted, parents agree in writing to the right of the College to give a terms notice to ask a child to leave the school for the following reason: 

‘It is a condition of remaining at the College that your child complies with the School Rules, as amended from time to time. In particular you the undertake to ensure that your child attends College punctually and that your child conforms to such rules of appearance, dress and behaviour as shall be issued by the college from time to time.’

‘The Principal may, in his discretion require you to remove or may suspend or expel your child from the College if he considers that your child’s attendance, progress or behaviour is seriously unsatisfactory and in the reasonable opinion of the Principal the removal is in the College’s best interests or those of your child or other children’.

Lateness
Repeated lateness at the beginning of a school session can amount to failure to attend regularly for the purpose of section 444 of the 1996 Education Act

The Registration Period in the Prep School commences at 8.30am and closes when the form teacher takes the class to assembly (or on Wednesday, at the start of the PSHE lesson).. Registers are not, as a rule, kept open beyond this time unless there are exceptional circumstances eg in severe weather conditions or when there are unavoidable problems with traffic or the school buses.)    When a child is late, this should be recorded appropriately by the form teacher in the register. 

Latecomers should sign the late-book and this late-book will be regularly monitored.

The Registration Period in the Pre Prep commences at 8.40am and closes at the start of first lesson.

Staff should be aware of this policy and apply it consistently

The responsibility for pupils failing to arrive punctually rests with parents, and the parents of children who are late repeatedly, will be written to by the Headmaster to remind them of their responsibilities. 

Monitoring and review

It is the responsibility of the governors to monitor overall attendance, and they will request an annual report from the Headmaster. The governing body also has the responsibility for this policy, and for seeing that it is carried out. The governors will therefore examine closely the information provided to them, and seek to ensure that our attendance figures are as high as they should be.

The school will keep accurate attendance records on file for a minimum period of three years.

Class teachers will be responsible for monitoring attendance in their class, and for following up absences in the appropriate way. If there is concern about a child's absence, they will contact the school office immediately. If there is a longer-term general worry about the attendance of a particular child, this will be reported to the Headmaster, who will contact the parents or guardians.

Further Guidance

Further guidance on all issues to do with school attendance can be found on the school attendance website at http://www.dfes.gov.uk/schoolattendance/
Monitoring and Review

This policy will be reviewed every two years, or earlier if considered necessary.
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