[image: image2.jpg]


Haytor View Community Primary School & Nursery

Attendance Graduated Approach 2022 – 23 [V7]
Learning together - enjoying success - aiming high - celebrating difference – enriching community
OVERVIEW

We believe that in order for a pupil to fully benefit from the opportunities provided at school, good attendance is crucial. We also recognise our responsibility within KCSiE, that attendance is a crucial factor in supporting the well being and safeguarding of every child.

In our school we are committed to a relational approach in supporting attendance, this includes: celebrating attendance and identifying where children and families may require further support, in order to secure good and consistent attendance. This sees a graduated approach being employed across the school. 
	STEP 1

INITIAL ANALYSIS – ADMIN
	1. ADMIN will pull off SIMS report of children with attendance below 95% into an excel spreadsheet;

2. ADMIN will review the attendance certificates for each of the children in each class with attendance below 95%;

3. ADMIN will decide from looking at the registration certificates which children they feel they would wish to bring to the Head Teacher’s attention;
4. ADMIN will pdf the attendance registration certificates alongside attendance communication (list of reasons/contact) to Head Teacher, of the children they wants to draw the Head Teacher’s attention to;
5. ADMIN will put an excel spreadsheet on the staff shared area in the attendance folder, this will have class tabs and will identify the following information:
· Name of child;

· Current attendance %

· Previous attendance % at last trawl

· Authorised absences

· Unauthorised absences;

· Whether child is: FSM, CiC, SEND, E/Help, S/Care

· Box for Head Teacher to write in actions
ADMIN will also compile an attendance report, which will detail the attendance of identified groups;

	STEP 2

FOLLOW UP ANALYSIS – HEAD TEACHER
	1) Head Teacher will look at the registration certificates provided by ADMIN;
2) Head Teacher will review the excel spreadsheet for each child with attendance below 95% in order to identify any other children they wish to review;
3) Head Teacher will identify actions to be taken as follows:
· Monitor

· Meeting to be held with class teacher or discussion with Head Teacher
· No further authorised absences – ADMIN to send letter (once meeting / discussion with parent / carerr has taken place)
· EWO engagement where there are more than 10 unauthorised absences in a 6 month period
· ADMIN to remind parent / carer of requirement for medical evidence at each subsequent absence;
4) Head Teacher will update the excel spreadsheet on the staff shared area and notify ADMIN and teachers it has been completed;

	STEP 3

FOLLOW UP ACTION - TEACHERS

	1) Teachers will look at the information for their class, to see what actions they need to complete;
2) Head Teacher will follow up actions they have identified
3) Over the next two weeks teachers / Head Teacher are to:

· Request the registration certificate from ADMIN and print out of reasons for absence
· Undertake any meetings or discussions with Parents / carers to discuss attendance concerns;

· Update the comms log of the discussion

· Notify ADMIN via email that a meeting or discussion has taken place with the parent / carer;

	STEP 4

FOLLOW UP ACTION - ADMIN
	1) Once ADMIN has had confirmation from teachers or Head Teacher that meetings have taken place with parents, where identified letters will then be sent out;

2) This will be recorded on the spreadsheet by ADMIN;
3) ADMIN will check off where actions for individual children have been completed;

4) Where any are outstanding actions they will raise with Business Manager in order that it can go onto the Business Manager agenda for Head Teacher’s information;

5) Head Teacher will then follow up with individual teachers for clarification;

	STEP 5

FOLLOW UP ACTION
HEAD TEACHER
	Where there are continuing concerns over time regarding attendance, following discussion:
1) Head Teacher will arrange to meet or have a follow up discussion with the parent / carer to discuss attendance concerns, including any barriers to attendance and support the school can provide – this will be a recorded meeting;
2) The meeting will be recorded on the ‘record of meeting document’ which will be provided to the parent / carer;
3) If attendance concerns continue following discussion with Head Teacher, the Education Welfare Officer will be engaged in support of the child or where there are more than 10 unauthorised absences in a six month period;

	STEP 6
LEADERSHIP ENGAGEMENT
	· Attendance will have a focus each half term at Leadership, to review overall attendance data;
· Attendance will be a standing item on fortnightly Phase TAPAS, in order that individual cohorts and children can be discussed;

	Attendance Improvers
	As part of the four weekly monitor ADMIN will:

· Identify where children have improved attendance and have hit targets set;

· Children will be provided with a certificate in assembly;

· Children will be included in usual attendance procedures and monitoring moving forward; 

	Persistent Absence 
	Where a child’s attendance is below 90%:

· Head Teacher is to meet with the parent / carer;

· Head Teacher will arrange to meet or have a follow up discussion with the parent / carer to discuss attendance concerns, including any barriers to attendance and support the school or other services can provide, including the offer of Early Help – this will be a recorded meeting;
· The meeting will be recorded on the ‘record of meeting document’ which will be provided to the parent / carer;

· Parent / Carer will be informed of requirements in the event the child has further absences, as these won’t be automatically authorised;
· If attendance concerns continue following discussion with Head Teacher, the Education Welfare Officer will be engaged in support of the child or where there are more than 10 unauthorised absences in a six month period;

	Local Authority
	The Education Welfare Officer will be engaged where a child’s attendance:
1) Is causing concern

2) Is not improving

3) Has reached more than 10 unauthorised absences

A range of steps maybe taken including:

1) A letter being sent

2) A meeting being arranged

3) Fast Track processes being implemented

	Holiday Absence
	On receiving a request:

1) ADMIN reviews request and attendance data for child;

2) ADMIN will look to see if it is ‘exceptional’ – ADMIN to discuss with HEAD TEACER;

· Where a parent completes a S2, Head Teacher to identify the reason for not authorising.
· A holiday in term time letter sent to parent / carer;
· A holiday request letter is sent to parent / carer;
· A warning letter is sent to parent / carer;
· A referral is made to the Education Welfare Officer (to include: Registration certificate, copies of letters and S2)
Where a parent is suspected of taking a child out of school for a holiday and not requested via the S2 form:

1. The absence is coded as ‘G’

2. The Head Teacher informs the parents the absence as been recorded as unauthorised holiday;
3. A warning letter sent to parents / carers;
4. A suspected Holiday letter is sent to parents / carers;
5. 2 weeks following return, the family are referred to Education Welfare Officer to inc: Registration certificate, copies of letters and S2

	PENTALTY NOTICES
	· Admin refers cases of term time absence where the absence was avoidable e.g. holiday and 10 session unauthorised, to the Education Welfare Officer for a Penalty Notice (or Court Summons where a penalty notice has been issued within the preceding 2 years) 

	TERMLY FOLLOW UP
	· Attendance ‘warning letter’ sent out by ADMIN to all parents termly, providing information on the Local Authority’s policy

· Attendance monitoring letter sent out by ADMIN at the start of the term to parents of children with attendance below 96.5%
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