[image: image1.jpg]Multi Academy Trust



[image: image9.jpg]'
Overddie

Junior School






[image: image13.jpg]'
Overddie

Junior School
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This ‘Attendance procedures’ guidance document should be read in conjunction with the OAK Multi Academy Trust Attendance Policy – Pupils, which can be found on the school or trust website.
Guidance:

This guidance document covers areas in relation to attendance such as:
· School procedures for arriving to school including late arrivals
· School procedures for the reporting of absences 
Statement of intent
At Overdale Junior School, we strongly believe that every school day counts towards a child's academic life and achievement. A missed school day is not only a lost opportunity for our students to learn, but also essential time missed to develop socially and emotionally. We love to see happy faces as our pupils arrive at school on time and ready to learn.  Children who do not get to school on time or who miss days of school unfortunately miss out on very important learning time.

Overdale Junior School recognising the benefits of good attendance and as such – we promote good attendance at school. We believe that in order to facilitate teaching and learning with maximum impact, regular attendance at school is essential. We recognise that the children in our school cannot achieve their full potential if they do not regularly attend school.

Overdale Junior School understands that barriers to attendance are complex and that some pupils may find it more difficult than others to attend school. We are committed, however, to cultivating a safe and supportive environment, as well as the types of strong and trusting relationships required with pupils and parents that will allow us to support our young people to attend school.

As a consequence, Overdale Junior School takes a whole-school approach to securing good attendance, and recognise the impact that our efforts in other areas – such as the curriculum, behaviour standards, bullying, SEND support, pastoral support, and the effective use of resources such as pupil premium – can have on improving pupil attendance.

We would like to thank all of our parents and carers for their commitment to securing their child’s attendance.

We are committed to:

· Promoting and modelling high attendance and its benefits.

· Ensuring equality and fairness for all. 

· Ensuring this attendance policy is clear and easily understood by staff, pupils and parents.

· Intervening early and working with other agencies to ensure the health and safety of our pupils.

· Building strong relationships with families to overcome barriers to attendance.

· Working collaboratively with other schools in the area, as well as other agencies.

· Ensuring parents follow the framework set in section 7 of the Education Act 1996, which states that the parent of every child of compulsory school age shall cause them to receive efficient full-time education suitable to their age, ability and aptitude, and to any SEND they may have, either by regular attendance at school or otherwise. 

· Ensuring our attendance policy is clear and easily understood by all staff, parents and pupils.
· Regularly monitoring and analysing attendance and absence data to identify pupils or cohorts that require more support. 

The school’s attendance officers are Matt Evans and Tanya Cross. Pastoral support is also provided by Kathryn Preston. These members of staff can all be contacted via admin@overdale-jun.leicester.sch.uk. 

Staff and parents are expected to contact the attendance officers as above for queries or concerns about attendance.
Parents are expected to:

· Ensure their child attends every day the school is open except when a statutory reason applies. 

· Notify the school as soon as possible when their child has to be unexpectedly absent (e.g. sickness). 

· Only request leave of absence in exceptional circumstances and do so in advance. 

· Book any medical appointments around the school day where possible.

· Where necessary, work alongside us and the local authority to help us to understand any barriers that your child may have in attending school.

· Where necessary, proactively engage with the support offered to prevent the need for more formal support.

Attendance at Overdale Junior School
The school day.

The school day starts for the children at Overdale Junior School at 8:50 am.  
The school day ends for the children at Overdale Junior School at 3:20pm.  

This amounts to 32 and a half hours each week.

Absence Reporting 

On the first day of absence, parents are requested to contact the school office (either in person, by phone or by email) by no later than 9:30am to notify the school of an absence. This absence is then recorded against the child’s attendance record. This notification can be made through the following channels:

· School telephone: 0116 288 3736
· School Email: admin@overdale-jun.leicester.sch.uk
· School absences email: absences@overdale-jun.leicester.sch.uk 
In your email, please state subject: Absence from school

If school have not been notified of an absence by 9:30 am, a text message will be sent to parents/carers to request a reason for absence.  If a response to the message has not been received within 30 minutes, the office will begin to make telephone calls to request a reason for absence. 
The school will contact other named adults for your child if they are unable to make contact with the named parents/carers.

Should there be no response to either of the above, the school will look to contact other known schools for siblings, such as those in secondary education, to enquire as to whether or not the siblings are in school. If there are no siblings or we still have no response, a decision will be made by the DSL/DDSL about our next steps; which may include a home visit.

Further information about our attendance escalation procedures can be found towards the end of this guidance document.
Late Arrivals 

The school day begins for children at 8:50 am. 
When a child arrives at school from 9:00 am onwards, a child is considered to be a late arrival. The child will receive an ‘L’ mark on their attendance register. 

When a child arrives at school after 9:00am, their ‘minutes late’ are recorded. Consequently, persistent lateness is monitored and recorded. 

Arrivals after 9:30 am are recorded as a ‘U’ resulting in unauthorised absence for the morning. 

Continued lateness will be referred to the Headteacher and or Deputy Headteacher with a letter home to parents requesting a meeting to discuss an action plan for improvement. The school must be notified of any appointments in advance to avoid the child being recorded as ‘late’. 

Further information about our attendance escalation procedures can be found towards the end of this guidance document.

What should I do if my child is too poorly to attend school?

When a child is unwell, we recognise that it can be difficult for parents/carers to decide whether or not to keep them off school. These simple guidelines taken from the NHS website should help. 

This information can be found here: https://www.nhs.uk/Live-well/is-my-child-too-ill-for-school/ 

Not every illness needs a child to stay away from school. If a child is kept away from school, parents must inform the school on the first day of their absence.

There are government guidelines for schools and nurseries about health protection and managing specific infectious diseases at GOV.UK. These guidelines explain clearly when children should be kept off school and also when they shouldn't. 

This information can be found here: https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
Late Collection 

If children are not picked up from the playground, they will be taken to the school reception by their class teacher. A member of the school’s admin team will be informed. A record of late collections is kept in the school office of any children who are collected late at the end of the school day. 

If children have not been collected by 3:30 pm, a telephone call will be made to parents to determine if there is an unforeseen problem or how quickly the child can be collected.

Persistent lateness will result in a meeting with the Headteacher to discuss improvements.

Home visits

School may choose to carry out home visits if, for instance, a child has missed consecutive school days, if the school has concerns about the reasons provided or there are concerns about the welfare of the child. 

Medical appointments
We recognise that it can be difficult to arrange hospital and doctors' appointments outside school hours, so medical appointments during the school day are permissible on these occasions where an out of hours appointment is not possible. Please be reminded, however, that it is the parent/carers responsibility to advise the school office about any appointments that your child has in advance. 
Please do try to schedule appointments outside of school time wherever possible to avoid disruption for your child. To authorise an absence on medical grounds, the school will request to see proof of appointment.
Authorised Absences 

Requests for children to be authorised for absences must be made to the Headteacher by submitting a Leave of Absence Request form. Only exceptional circumstances will be authorised. 

Further evidence may be requested or a meeting with the Headteacher to establish the reason for request. Attendance percentage to date will also determine if leave can be authorised. 

Unauthorised Absences 

Unauthorised absence is monitored and recorded. Letters of concern with regards to unauthorised absences will be issued to parent/carers. A meeting with the Headteacher or Deputy Headteacher will be arranged to discuss ways of improvement. Should unauthorised attendance drop by 10%, the school may choose to notify the relevant local authority as ‘child missing’.

Continued unauthorised absence could result in a referral for a Penalty Notice.


Reasons for illness

Children unwell whilst at school 
Occasionally, pupils are unwell at school. Our policy is to assess each case on a case by case basis. School will only send children home if they are deemed unwell enough to be at school. If a child can be cared for in class or with another adult, they will stay at school until the end of the day. However, there are times when it is best that children go home as they are unwell or need to rest.  

Common conditions
If a child is ill, it's likely to be due to one of a few minor health conditions. (see below)

Cough and cold
A child with a minor cough or cold may attend school. If the cold is accompanied by a raised temperature, shivers or drowsiness, the child should stay off school, visit the GP and return to school 24 hours after they start to feel better. If a child has a more severe and long-lasting cough, they should go to a  GP. They can give guidance on whether your child should stay off school.

Raised temperature
If a child has a particularly high temperature, they shouldn't attend school. They can return 24 hours after they start to feel better.

Rash
Skin rashes can be the first sign of many infectious illnesses, such as chickenpox and measles. Children with these conditions shouldn't attend school. If a child has a rash, check with a GP or practice nurse before sending them to school.

Headache
A child with a minor headache doesn't usually need to be kept off school. If the headache is more severe or is accompanied by other symptoms, such as raised temperature or drowsiness, then the child should be kept off school and a GP consulted.

Vomiting and diarrhoea
Children with diarrhoea and/or vomiting must be kept off school until at least 48 hours after their symptoms have gone. Most cases of diarrhoea and vomiting in children get better without treatment, but if symptoms persist, consult a GP.

Sore throat
A sore throat alone doesn't have to keep a child from school. But if it's accompanied by a raised temperature, your child should stay at home.


Chickenpox
If a child has chickenpox, they must be kept off school until all their spots have crusted over.

Click here to go to Public Health England's latest advice
Escalation procedure 
	
	Number of days absent
	Attendance %
	Actions

	Prevention
	0 -2 days
	98-100%

Excellent attendance
	First day of absence follow up

Whole School attendance strategies:

• Link to school values

• Attendance Assemblies

• Arrival Procedure – SLT Presence

• Lateness procedure

• CPOMS to record attendance concerns

• Pastoral Support Worker 

• Weekly attendance update in weekly email to parents. 

• Class teachers discuss attendance at parents’  evening meetings

	Early Intervention
	3-8 days
	96 -98%

Very Good attendance
	Initial Phone call made when a child has had 5 days off. 

Half termly attendance award if attendance has improved or is above 95% for that half term 



	
	9 – 17 days
	92 – 95%

Requires Improvement

At risk of falling into Persistently absent
	Stage 1 attendance letter sent at 10 days. Medical evidence must be provided for all illnesses

Pastoral Support Referral

	Targeted
	18 – 26 days
	90-92%

Requires improvement
	Stage 2 attendance letter sent at 15 days (Invite to meeting)

Parent meeting – Action plan created

Early Help/School Nurse referral

Home visits during subsequent absences

	
	27 days
	Under 89%

Poor attendance
	Stage 3 letter sent at day 20

Formal meeting - Parental contract

Social care involvement if % is below 50%

Discussion around Fixed Penalty Notices / Legal Intervention if contract not adhered to.
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Attendance – School specific procedures:
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