St Michael’s Primary School and Nursery

Attendance Policy
1 Arriving on Time

1.1 Beginning the school day on time allows children to participate in valuable social interaction and learning experiences, which they would otherwise miss. It also helps in the child's full participation and enjoyment of school. The school gates are opened at 0830.  The 1st school bell rings at 0850 and children are invited into classes, having 10 minutes to prepare themselves for the beginning of the school day. School begins officially at 0900. If children arrive late into school, the reason for the lateness is recorded in the late book.  If the lateness becomes persistent Mrs Thomas will contact parents and discuss how the school can support parents in making sure that children are in school on time.  If the lateness does not improve, the parents are asked to school for a meeting with the Headteacher and the issues discussed. Should this not solve the problem, the Education Welfare Officer (EWO) is involved.  

2 Absence from School during Term Time

2.1 At the beginning of each session, both morning and afternoon, a register is taken by the class teacher. This register of attendance is then sent to the school office within the first twenty minutes of the start of the new session. If children are absent, the class teacher records this in the blue absence book. Where we have not already received a telephone call explaining the absence, the office staff telephone the parent requesting a reason for the absence.  This procedure takes place every day that a child is absent. 
2.2 In cases where a child will be attending a medical/dental appointment at the start of the school day, we ask for parents to inform us the day prior to the appointment and in certain circumstances provide the school with a copy of the appointment card. .

2.3 Absence for holidays during term time is not recommended as stated in the school’s prospectus. The requirements to meet the National Curriculum have made it even more important that pupils minimise the loss of school days. The programmes of work and assessment are continuous, and therefore just a few days absence may cause the loss of vital learning for children. Should it be absolutely essential to take a holiday during term time, we request that parents complete a holiday form, which is available from the school office, prior to the holiday dates. A maximum of two weeks absence for holidays during term time in any calendar year is all that is allowed under the provision of the Education act. The school authorises absence up to 10 school days where a request is made, if children meet the criteria stated on the absence request form.
2.4 Mrs Thomas checks the registers frequently and processes reports on absence patterns. If a child has a high level of non-attendance, the parents are contacted by letter. If the level of attendance does not improve, then the EWO is involved.

2.5 The EWO visits the school to make regular checks on all class registers checks all class registers regularly in addition to any contact made by the school regarding particular issues. Any long or unexplained periods of absence are followed up by a home visit. 

3 Strategies used to combat absence
3.1 It is the expectation of the school that parents contact the school office for every day that a child is going to be absent.  If parents do not contact the school by 0930, the administrative assistant will contact parents.  If the school does not receive a reply to the telephone call, a letter will be sent home requesting the reason for the absence.  If the school does not receive a reply within seven days, the absence is recorded as unauthorised.
3.2 Termly information is sent home to all parents regarding the attendance of their children.  A traffic light system operates, green signifies good attendance, and yellow signifies a slight concern and red signifies a serious concern.     Green letters are sent to those parents whose children’s attendance is 95% and above.  Yellow letters are sent to those parents whose children’s attendance is 88 – 94%.  Red letters are sent to those parents whose children’s attendance is below 88%.  Red letters are discussed with the EWO.

3.3 Each term children who have achieved 100% attendance receive a certificate and a reward. 
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