Fosse Way School

Attendance Policy

Rationale

Regular attendance at school is a legal requirement.

Optimum levels of attendance can only be achieved when responsibility is accepted and shared by all concerned: Bath and North East Somerset Council, governors, school staff, parent and the local community.

At Fosse Way School we expect the highest level of attendance from all students.  Regular and ongoing attendance will provide the opportunity for each student to develop his/her full potential during their time at school.  The school governors, parents, all staff and students must do all in their power to ensure that this objective is achieved.

Duties and responsibilities

Headteacher

1. To have overall responsibility for whole school attendance.

Deputy Headteacher
1. To liaise with Team Leaders, EWO and administration staff.

2. To check late book once a week.

3. To monitor the system for pupil absences (see Appendix 2).

4. To monitor registers for accuracy of marking (in accordance with LEA guidelines).   See Appendix 1 for Guidelines for marking registers.

Tutors

1. To keep accurate attendance registers

2. To identify pupils with poor or irregular attendance and inform the Head of Upper or Lower School. 

Parents

1. To ensure that their child attends school

2. To provide an explanation for any absences.

EWO

1. To liase with the Deputy Headteacher regarding concerns over pupil absences.

2. To monitor attendance remotely.
3. To work with the Headteacher on whole school attendance issues.












Appendix 1

GUIDANCE FOR THE MARKING OF ATTENDANCE REGISTERS:

1. Each week the attendance register sheet is printed from SIMS.net showing the ‘week beginning’ date.  This sheet is put into the register on a Friday afternoon ready for the Monday morning.

2. Attendance registers should be marked in the period set aside for registrations at the beginning of the day and between 2.50pm and 3.00pm.
(a) If the pupil is present for the morning session / in BLACK INK
(b) If the pupil is present for the afternoon session \ in BLACK INK
(c) If the pupil is absent for the morning session 0 in RED INK
(d) If the pupil is absent for the afternoon session 0 in RED INK
3. Authorised Absences:

If the pupils is known to be absent for any of the following reasons the appropriate code letter should be entered in BLACK INK inside the RED CIRCLE for the relevant session(s).


See list of codes below

	B
	Educated off site  (not dual registration)                                 

	C
	Other authorised circumstances  (bereavement, agreed special occasions, performance)                    

	D
	Dual registration (attending other establishment)

	E
	Excluded from school                                            

	F
	Extended family holiday (agreed)

	H
	Annual family holiday (Holiday request form to be completed no less than 2 weeks before holiday)                    

	I
	Illness (not medical or dental appointment)                                         

	J
	Interview

	L
	Late before registration closed (see point 5 below)

	M
	Medical / Dental appointment (not illness)                                   

	R
	Religious observance                                

	S
	Study leave                                         

	T
	Traveller absence                                   


Approved Educational Activity (BLACK circle with Black letter)

See list of codes below
	P
	Approved sporting activity                          

	V
	Educational visit                                   

	W
	Work experience                                     


4. Unauthorised Absences:

See list of codes below

	U
	Late (after registration closed)                             

	N
	No reason yet provided for absence                  

	O
	Unauthorised circumstances                          

	G
	Family Holiday (not agreed or days in excess)


5. Children arriving late should have an L in RED INK entered inside the RED O previously made.

This will be marked as present.













Appendix 1

GUIDELINES FOR COMPLETION OF DINNER REGISTER
Please complete the register in ink.

Pupils are listed alphabetically.  

Cheques should be made payable to Fosse Way School.
Cash Received:
Enter the amount in money (not number of meals)




Enter “F” in this column if Free




Enter “S” in this column if Sandwiches




Enter total amount paid each day at the foot of the page.  The

office will initial here to say they have also received it. 

Daily:


Enter a “1” or a ( for those eating a school meal, whether

paying or free

Enter a “O” if absent, or a “S” for sandwiches.

Weekly:

Number of meals consumed:  Total the number for each pupil 




eating a school meal, whether paying or free.  There is no need 




to total those having sandwiches on the register, (although the 




office does need this information on the green Dinner Numbers




Slips each morning).

Staff Meals:

Please enter names of staff who regularly have a meal at the 

foot of the page and complete daily with a “1” or a (at the end 

of the week.

Green Dinner Slips:
These need to be completed every day with the number of pupils having a school meal, free or paid.  The number of pupils having sandwiches, the number of staff meals and finally at the bottom of the sheet please enter the name(s) of any pupil(s) who are absent without prior knowledge.  Supplies of these forms are available from the office.

CLASS …………
DATE ………….

DAILY DINNER NUMBERS

Appendix 1

DAILY DINNER NUMBERS

LUNCHES ………….

SANDWICHES  ……………

(FROM HOME)

SANDWICHES ……………

(FROM KITCHEN - FOR TRIPS ETC)

STAFF LUNCHES ………………

UNACCOUNTED ABSENTEES FOR OFFICE TO FOLLOW UP (first day of absence only):

N.B.  Please indicate those pupils for whom you have not received an explanation of absence.  (Office staff will phone home to check & advise of outcome).

CLASS …………
DATE ………….

DAILY DINNER NUMBERS

LUNCHES ………….

SANDWICHES  ……………

(FROM HOME)

SANDWICHES ……………

(FROM KITCHEN - FOR TRIPS ETC)

STAFF LUNCHES ………………

UNACCOUNTED ABSENTEES FOR OFFICE TO FOLLOW UP (first day of absence only):

N.B.  Please indicate those pupils for whom you have not received an explanation of absence.  (Office staff will phone home to check & advise of outcome).











Appendix 2
Fosse Way School

System for pupil absences

Before school:

· Parents to inform school by phone/email.

Registration:

· A green slip will be completed by the tutor, noting Unaccounted absentees that the office need to follow up.


Office:
· For any children identified on the green slip as Unaccounted absentees the office should make a reasonable attempt to contact through home and emergency numbers before 10am.

· For any child who the office have been unable to contact a letter should go home by first class mail.
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xxxxxxxx

xxxxxxxx

xxxxxxxx

xxxxxxxx

Date

Dear xxxxxxxxx  

Re: xxxxxxxxxxx

Your child has been absent from school today but we received no message from you regarding this, we were unsuccessful in trying to contact you today.

We would be grateful if you could please confirm your child's absence by phone or returning the slip below stating the reason for absence.

Thanking you for your co-operation.

Yours sincerely

David Gregory

Headteacher

………………………………………………………………………………………

For the attention of the Office

Absence Reply Slip

Childs Name: ……………………………… Date(s) of absence …………………

Reason for absence (please tick box)   a)   sickness

 (





  b)  appointment
 (





  c)  other reason
 ( 




  (please state reason)
   …...………………………………..

Signed: …………………………….                 Date: ………………………………
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