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POLICY FOR ATTENDANCE 

At Dunston Hill we believe that children can only learn effectively if they attend school regularly. It is important too, that children arrive and leave school on time. It is equally important that children should not be at school if they are unwell.

As attendance is crucial to effective learning and the continuity of learning experiences school places great emphasis on this in its communication with parents.

Communication

Information on lateness, illness and absence is given to parents in the School Prospectus. This highlights the importance of being at school on time and notifying school if their child is absent for any reason.

The Home–School Agreement also emphasises the importance of attendance and punctuality and the expectations of parents and children in supporting the school’s policy.

At the pre-school induction meeting held each year for children about to enter the reception class the importance of regular attendance is discussed and explained. This talk also includes parents and children arriving at school on time so that each child can be given the best possible start to each school day. Being picked up on time is also stressed, especially for young children who can be very upset if they are the only ones left.

Parents are asked to share any worries their child might have in school. Sometimes little things upset children, which mean they become unhappy, and may not want to come to school. Parents need to be aware of this.

Parents are asked to try to arrange their family holidays within the school holidays, rather than in term time so that their child’s education is not disrupted. The Headteacher will, if necessary, remind any parents who take their children on holiday for more than two weeks during term time of the possible disruption this may cause to their child’s education.

Children are also admitted to school at various times of the year, and into various year groups. All parents requesting a place are asked to make an appointment with the Headteacher. At this meeting the importance of regular attendance is always stated along with other school routines.

Attendance registers

The presence or absence of every child included in the admission register is recorded in the class attendance registers at the commencement of each morning and afternoon session. The school uses Optical Marker Registration sheets for recording pupil attendance. Monitors collect the registers from the school office at 8.55 a.m. and 12.55 p.m. and distribute them to all classes. The class teachers duly complete the OMR sheets. The monitors then collect the registers at 9.30 a.m. and 1.30 p.m. and return them to the school office so that pupil numbers can be recorded. Absence returns are issued after attendance data from the OMR sheets has been recorded on the computer. Class teachers complete the returns so that the school administration officer can update authorised/unauthorised absence records where necessary. 

Authorised and unauthorised absence

Authorised and unauthorised absences are explained to parents. All parents are asked to contact school if their child is absent. This can be done by telephoning. Absence proforma slips are kept in the school office to record any messages. This information is recorded under the headings: date, child, class, and reason for absence. Parents can alternatively send a letter to school when their child returns explaining the absence. Parents can also call into school to see the class teacher to explain an absence. The class teacher keeps all records. All information is used to inform teachers when filling in their OMR sheets. If no notification is received about a child’s absence the teacher sends home a proforma letter to the parent/guardian requesting an explanation for absence. 

Concerns
If a child is regularly late for school or is often absent then the class teacher contacts the parent concerned to have an informal discussion about this. If this persists then the teacher registers their concern with the Headteacher. The Headteacher will work out patterns of absence and lates and contact the school’s Educational Welfare Officer. 

Attendance Review

The Headteacher and Assistant Headteachers will meet every half term to review the school’s attendance. The school administration officer will process attendance data and provide up-to-date information on class and individual returns. The Headteacher will be informed of any subsequent findings.

The Education Welfare Officer will meet with the Headteacher once a term to discuss attendance issues, and offer advice and support.

Rewards

The school administration officer will provide the Headteacher with weekly class attendance data and the Headteacher will reward classes with the highest attendance at the presentation assemblies for Key Stage 1 and Key Stage 2. 

Children who achieve good attendance will be rewarded at the end of every term at a special presentation assembly. The Assistant Headteachers will analyse the attendance data provided by the school administration officer and reward those children with attendance rates of 95 % and above. Children who achieve attendance of 95 % - 97 % will receive a bronze award, children with 97 % - 99 % silver, and children with 100 % gold.  

Truancy
All the staff are concerned about children’s regular attendance, and the importance of continuity in each child’s learning. They are also concerned about each child’s safety, welfare and happiness. Although it a very rare occurrence for a child to truant, if there is a concern that a child might be truanting then action is taken straight away.

If truancy is suspected, the Headteacher is notified, who then contacts the parent and the Educational Welfare Officer. Parents are encouraged to bring their child to school so that reasons for the child not wanting to attend can be discussed and hopefully resolved. In the event of not being able to talk to the parent then the Headteacher talks to the child concerned to find out if their are any worries or problems in school that might make that child not want to attend. If there are, then these are discussed with the class teacher and appropriate action is taken.


