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1    INTRODUCTION 

We will aim to ensure that all students achieve maximum possible attendance and that any problems that impede full attendance are identified and acted upon as soon as possible. 

2     Roles and Responsibilities 

Reducing absence and persistent absence will:

· promote students’ welfare and safeguarding;
· ensure every student has access to the full-time education to which they are entitled;
· ensure that students succeed whilst at school; and
· ensure that students have access to the widest possible range of opportunities when they leave school.

Parents / Carers 

Lancaster School works in partnership with parents / carers to achieve good school attendance. The expected minimum target attendance for each student registered at this school is 96%.

Parents / carers have responsibilities, which are outlined in the Home School Agreement. 

[bookmark: _Int_6NlLXYB3][bookmark: _Int_jqBCxFZD]Parents / carers of students of compulsory school age (up to 16 years old) are required to ensure that they receive efficient full-time education suitable to their age, ability and aptitude and to any special educational needs they may have, either by regular attendance at school or otherwise (Education Act 1996). 

Regular attendance includes students being punctual and persistent lateness can be seen as absence. 

Parents / carers should contact the school on the first day of a student's absence. They should state the reason for their absence and also the date on which they are expected to return to school. On the student's return to school the parent / carer should write a note to explain the absence, to be given to the class teacher, in addition to the original telephone call. 

If an appointment is necessary for medical reasons, these should be made outside school time when possible; the appointment should, if possible, be shown or sent by email in advance to office staff. We do understand, however, that many students have appointments at hospitals and encourage students to return to school on the day of the appointment if it is possible to do so.

3    The Governing Body 

The Governing Body has responsibility for school attendance and the Headteacher will report to them on attendance at each Governing Body meeting. Governors likely to be involved in any Attendance Panel will undertake any suitable training to facilitate participation. 

4     The Headteacher 

The Headteacher has day-to-day responsibility for attendance and registration procedures and will ensure that the school meets the legal requirements, sets required targets for attendance and unauthorized absence and publishes attendance figures. 

The Headteacher will ensure that parents / carers and students are aware of their responsibilities regarding attendance and punctuality at the point of admission. This will be supported in the signing of the Home School Agreement. 

The Headteacher has a duty under The Education (Student Registration) Regulations 1995 to make a return to the Local Authority where there is a poor pattern of attendance, or a student has been absent for more than two weeks. 

Southend-On-Sea Borough Council requires that returns of all students with 90% or less attendance be made at least every month. The information in these returns may be used by the Council to inform parents / carers of the level of their son / daughter's attendance, in addition to contact with parents / carers by the school and whatever the reason for their son / daughter's absence. 

The Head teacher will monitor attendance each week, producing a written report which includes reasons and actions to improve for individuals whose attendance drops below 88%. This report will be shared with LA attendance officers at least once a month. The Head teacher will report overall attendance to Governors and advise on actions taken to improve attendance.


5     SCHOOL BUSINESS MANAGER

The School Business Manager will be responsible for ensuring that class teachers keep registers in the correct manner. It should be noted that the Education Act 1996 s.434 (6) states that a person who contravenes or fails to comply with any requirements imposed by regulations is guilty of an offence and liable on summary conviction to a fine. 
 

6     Partnership 

We will contact parents / carers if there are concerns about their son / daughter's attendance.  The school will arrange to meet with parents / carers who have concerns as a matter of priority and work with them in the interest of their son / daughter. 


7    The Class Teacher 

The class teacher will ensure that the register is completed in morning and afternoon tutor time using SIMS online. 

A member of staff in the office will contact parents / carers on any day if absence is not notified and the school has not been made aware of the absence my parents / carers. 

If nothing is heard in three days, a letter will be sent to enquire about the reason for absence. If nothing is heard the Head teacher will invite the parents / carers into school to discuss the absence, within 10 working days. 

If the absence continues for two weeks, the Head teacher will refer to the Local Authority attendance officer and a meeting with that officer may be convened. 

8   Attendance Concerns 

When a student at Lancaster School is absent for no apparent reason it is the duty of all staff to consider possible causes. When considering reasons, they should bear in mind factors that could relate to safeguarding, behaviour and discipline and the anti-bullying policies. The class teacher will have a particular role to play in identifying reasons for absence and addressing such issues, with the support of the whole school staff. 

Where attendance issues have been identified the following stages will be used to resolve the situation: 

Stage One 
Where attendance is identified as a concern by the school, the student and parents/carers will be invited to discuss the issue and school-based strategies used to try to resolve the situation. 

Stage Two 
If the situation is not resolved by Stage One intervention, the school will invite the student and parents / carers to discuss the issue with other professionals. Where parents / carers are giving ill health as a reason for continued absence without medical verification, a referral will be made to the School Health Service or permission to contact the student's GP will be requested in order for the school to continue to authorize absence. 

Stage Three 
When a student's attendance is not resolved by action at Stage One or Two within the school, a referral will be made to the LA attendance officers and parents will be informed of this referral. There is likely to be a meeting between the parents / carers, the school and attendance officer to plan improvement in attendance. 

Stage Four 
[bookmark: _Int_9pHCMsE2]At this stage action will be taken by the LA attendance officer to resolve the situation. This may include direct work with the student and family, referral to other agencies and or legal action. There may also be referral to other provisions aimed at supporting the student to make a return to full attendance. 


9    Holidays and Extended Holidays 

Under regulation 8 of the Education (Student Registration) Regulations 1995, there is a discretionary power for leave to be granted for the purpose of an annual family holiday during term time. The Governing Body of Lancaster School will delegate to the Headteacher the decision to consider carefully any applications made at least four weeks in advance. Application forms are available from the school office. Only in special circumstances will leave of absence be granted for a period in excess of two weeks, or for more than one holiday in any one year. 

If leave of over two weeks is requested, parents/carers must apply in writing to the Headteacher at least four weeks in advance. They will be required to explain the nature and purpose of the trip and whether this event is likely to occur again during the student's school career. The Headteacher on behalf of the Governors will then decide, taking into consideration the student's attendance pattern, the cost of the trip and the impact on the student's education whether they can grant leave of absence. 

Where a student has such a trip approved it is expected that parents / carers will, wherever possible, include school holiday periods. Although it is recognised that it is not always possible, the family should discuss with the Headteacher possible times to take extended holidays that will have less impact on the student's education. Leave will be granted for a maximum of six weeks of term time, with a clear return date. Should the student fail to return without any other contact with the school, following notification to the Local Authority, they may be taken off roll after ten school days (Education Student Registration) Regulations 1995 S.9 (e). 
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