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OUR VISION
Spring Hill is a welcoming, inclusive school, where everyone is valued in a safe, caring, happy and healthy environment.

Our school is a place of excellence, where learners thrive and succeed within a positive ‘can-do’ culture.

We empower learners with the confidence to be independent and instil in them ambition and a life-long love of learning.

As a learning hub of our diverse community, we welcome all members on our learning   journey.

We are committed to equipping our children with the knowledge and skills to enable them to contribute as positive and successful citizens in the local, national, and global community.
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Collectively, we firmly believe that: respect, honesty, loyalty, equality, fairness, hard-work, perseverance, commitment, co-operation and professionalism should be lived out by each and every member of our school  community.
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A truly shared vision that has been developed with pupils, staff, parents, governors and  the community to benefit not only those of us that are directly associated with the school but to the benefit wider community.


INTRODUCTION
At Spring Hill school we believe that full attendance is essential 

· to promote good learning.

· to develop effective social integration and strengthen relationships. 

· to establish a true sense of belonging.

· to foster good habits such as reliability and commitment.

Equally it is important that children should be looked after at home if they are unwell.

This policy should be read in conjunction with our ‘Inclusion Policy’ and ‘Admissions Policy’ and is underpinned by the ‘Education for All’ policy.  The L.A. guidelines for pupil exclusion are also followed.

L. A. = Local Authority

LEIS = Lancashire Education Inclusion Service

HSL = Home School Liaison

PAST = Pupil Attendance Support Team

LEMS = Lancashire East Medical Serrvice

INFORMATION to PARENTS

Parents are informed about the importance of regular attendance and punctuality at intervals throughout a child’s time in school.

· At the pre-school meetings reinforced by presentation slides

· In the school prospectus

· On the newsletters
· On the school web site

· Through liaison with the mosques

· By % attendance and comment on the annual report 
· By interim reports on attendance

· By displays of monthly attendance on the classroom doors

· By the awarding of certificates for regular attendance

For those for whom there are concerns additional emphasis is given by

· Class teachers speaking with parents

· Individual telephone calls

· Individual letters

· Text messaging
Parents are always welcomed into school and may take this opportunity to talk with staff.  If there are difficulties in getting a pupil to attend school, these can be overcome once staff are made aware of the situation.  Solutions can most often be found at a school level but may require intervention from other agencies. (see Partnerships)

PROCEDURES

 REGISTRATION

· SIMS attendance module is used to record attendance. Sept 2003 onwards.

· The administration staff transfer information from registration sheets to the computer each week.

· Register sheets are marked as soon as children come into class at the beginning of sessions.  In the morning at 8.50a.m. and in the afternoon at 1.00p.m. (Foundation and K.S.2)  1.10p.m (K.S.1)

· The standard attendance codes are used.  Where there is uncertainty advice is sought from the administration office.

· For reasons of data protection, registers are collected and returned to the office by a responsible adult, NEVER by pupils.  At the end of the day registers are locked in the administration office.
FIRST DAY CONTACT
If a child is absent and the parent has not contacted the school with a reason for absence, the school contacts the parent.

The following are reasons for absence that are acceptable and will be authorised.

· Illness

· Medical and dental appointments

· Religious observance

· Traveller absence

Unacceptable reasons for absence will be unauthorised unless in exceptional circumstances. These include:

· To go on holiday

· To go shopping.

· To visit relatives.

· To go with family to the airport.

· To attend weddings (except for a parent)

· Bad weather, unless school is closed.

· To look after siblings or other family members.

· Additional days for religious observance beyond those agreed in advance as being authorised

ABSENCE NOTES

· Notes explaining absence are dated (if not already dated by parents) and kept in the register folder.

· If a note or explanation is not received within 2 weeks a standard absence slip is sent home for completion.

· If a child incurs an unauthorised absence, notification is sent to parents to inform them and to give the reason for absence being recorded as unauthorised.

PUNCTUALITY

Children are expected to be in school by the first bell at 8.50a.m. After this time the pupil entrance doors are closed and pupils are deemed to be late.

· Arrival at school on time is actively encouraged by reward systems. (see later notes)

· Lateness is noted by the administration staff and is recorded accordingly.

· Children arriving after the first bell report to the hall at playtime.

· Pupils arriving later than 9.20a.m. but before 10.30a.m. are recorded as ‘late’

· Pupils arriving after 10.30 a.m. with reasonable explanation from parents are recorded as authorised absence, as appropriate to the explanation.

· Pupils arriving after 10.30 a.m. without reasonable explanation from parents are recorded as unauthorised absence.

LONG TERM or EXTENDED ABSENCE 

Children who are absent long term for medical reasons have work arranged for them and if necessary further arrangements are made with LEIS .

Absence for holidays outside the school closure periods is not allowed 

Any foreseeable absence must be agreed with the Headteacher. 

Applications for leave are expected to be made in advance of the booking flight tickets.

Parents meet with the Headteacher to ascertain reasons and look at possible alternative arrangements for pupils, with a view to them maintaining their education at school.
A request from is completed and parents and Headteacher discuss the details.

If leave is authorised, work will be set which is to be completed and brought back to the school on return.
CRITERIA FOR AUTHORISING LEAVE
In September 2013, in amendments to school attendance regulations the Government make clear that head teachers may not grant any leave of absence during term time unless there are exceptional circumstances.
Exceptional circumstances at Spring Hill school means

Death in the immediate family where this is not local

Serious, life threatening illness in the immediate family where this is not local

A maximum of ten days will be authorised in these instances if the following criteria are met.

1. The pupil must have at least 95% average over the time they have been in the school. Absence due to severe medical conditions or extreme circumstances will be taken into consideration.

2. Pupils in the first term of Foundation Stage, in Year 2 or Year 6 will not be granted authorised leave. Pupils must be in the Spring or Summer term, or in Year 1 Year 3, Year 4 or Year 5 at the time leave is taken.

3. Leave may only be requested once in any Key Stage. 
Parents of pupils taking unauthorised leave, or not returning from authorised leave at the specified time, may incur penalty notice issued by the authority

The notice will specify that for each child, each parent must pay £60 within 21 days or £120 within 28 days. This brings attendance penalty notices into line with other types of penalty notices and allows local authorities to act faster on prosecutions. This was implemented by the L.A. from 1 September 2013,

5 unauthorised leaves in a term will also be notified to the L.A. who may take further action by issuing a fixed penalty notice.
LOSING A PLACE ON THE SCHOOL ROLL
· Pupils taking unauthorised leave, or not returning may lose their place on roll.

· If during an unauthorised leave period a year group becomes full and a place is required for a new pupil, contact with the family will be made. If the pupil does not return, the place may be given to the newly arrived pupil. The returning pupil will then need to reapply for a place on roll.

· If pupils do not return on the specified date, and contact cannot be made the missing pupils procedure is implemented.

UNAUTHORISED ABSENCE

Decisions on the authorisation of absence are made by the Headteacher.  
The following are reasons for absence will be authorised.

· Illness

· Medical and dental appointments

· Religious observance

· Traveller absence (in certain circumstances)

Mitigating circumstances are taken into account however as a general rule the following reasons will result in absence being unauthorised.

· To go on holiday

· To go shopping.

· To visit relatives.

· To go with family to the airport.

· To attend weddings (except for a parent)

· Bad weather, unless school is closed.

· To look after siblings or other family members.

· Additional days for religious observance beyond those agreed in advance as being authorised

Parents of pupils taking unauthorised leave, may receive a penalty notice issued by the Authority.

TRUANCY

Fortunately real truancy is rare.  Should an unauthorised absence be recognised as truancy the attendance consultant is informed immediately and parents are notified.  Parents are requested to attend a meeting with the pupil, headteacher and/or attendance consultant.

The LA PM 1 form will be completed.

ADMISSIONS AND LEAVERS

The school admissions policy sets out the admissions procedure in detail.  From that policy the following points have been extracted.

· Pupils are not admitted mid-term unless the family have relocated or there are extenuating circumstances.

· Before accepting pupils onto the roll at Spring Hill parents/carers must have informed the Headteacher of the previous school of their intention to leave.

· Pupils are not removed from the roll at Spring Hill until there is certainty about their future educational provision e.g request for records.  This is carried out in close consultation with the Authority. 

· The headteacher endeavours to conduct an informal exit interview with parents of pupils who leave the school, to ascertain their reasons.

MONITORING

Monitoring of attendance and punctuality in school is rigorous.  Many calculations and analysis of data are carried out by the administration staff.  Staff in class are alert to the need to be vigilant, on a day to day basis.

· Weekly attendance figures are recorded.

· Monthly attendance of each class is calculated, graphed and circulated to all classes.

· Attendance figures using raw figures (actual attendance) and adjusted figures (not including children on long term absence) are recorded and used to inform rewards systems.

· Attendance is reported in the Headteacher’s report to Governors

· Attendance trends are discussed with the Attendance consultant and  written feedback is reported to the Headteacher or administration staff.
· Pupils with low attendance from the previous term or pupils who have a history of poor attendance are targeted and further liaison with parents is established.

· Targeted children are brought to the attention of the class teacher and the learning mentor.

· Further support is offered to parents if required.

REWARD SYSTEMS

It is important children and parents see good attendance and punctuality is recognised and rewarded.  Whilst rewards will always be a part of the education of our young people the nature of the reward and the systems will vary to maintain interest and enthusiasm.  The list below outlines some of the rewards we have, and are using.

· For over 15 years the ‘best class’ weekly attendance has been rewarded with a trophy and 10 minutes extra playtime and this continues to feature.

· Classes who achieve 100% attendance (not including long-term absentees) receive an extra treat. 

· Class punctuality records are announced in the weekly celebration assembly.

· 100% attendance awards are presented termly
· Currently pupils who arrive on time are able to mark this on their ‘star chart’ Monthly treats for 100% punctuality are awarded.

· 100% attendance for the year is given special recognition

CONFIDENTIALITY and DATA PROTECTION

To comply with data protection registers and register sheets do not leave the school site, nor are they to be photocopied without prior permission from the Headteacher.  This will only be granted for reasons authorised by the LEA.

Registers and register sheets should only ever be in the possession of a responsible adult and NEVER with pupils. 

INITIATIVES

Initiatives to improve attendance will always be considered.

· Work with other agencies which helps to improve attendance and punctuality is encouraged.

· As the school staff already put attendance as a high priority and work ceaselessly to improve this, initiatives which increase staff workload and/or pressure with little or no impact on attendance levels will be resisted. 

PARTNERSHIPS

The school works in partnership with 

· Community police 

· School nurse

· Social Services

· L.E.I.S.
· Youth Offending Team

· Mosque
· P.A.S.T.

· Attendance consultants

· L.E.M.S.
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