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	Attendance review and assessment of processes and practices undertaken in relation to absences, new starters and leavers 

	The Governor responsible for Attendance met with both members of the office staff and then the Headteacher in order to:

· review the current practices employed to record and monitor the children’s attendance and absences
· assess the attendance/absence rates and causes of absence
· look at how any systems and processes employed within school can be improved
· analyse any patterns in the attendance data and look to see if any actions can be taken to address areas which may need improvement.
· consider how the processes for new starters and leavers are implemented   


	Governor feedback

On Friday 19th June 2015 I met with Jo Sherlock and Nicola Rudling in the school office to look specifically in to the aspects of school actions and performance as above. I then met with Giles Kolter to discuss findings, to look in more detail at various issues of interest and to agree on any actions needed to improve existing practice.
Attendance rates at St Peter’s have historically been very good and above national average. The school has been able to rely on positive parental involvement in ensuring that children attend consistently well in order that they can gain the most from the well-planned educational provision available to them. Given the demographic of the school’s pupil intake, good attendance levels could perhaps be expected. However, we cannot be complacent and the school has put actions in place to make sure that we can address any attendance issues as they arise, and uses opportunities to promote good attendance, so that existing attendance levels do not slip.

The school uses the SIMS electronic registration system to capture information for attendance. Each class teacher enters attendance data electronically at a morning and an afternoon registration period as required. Electronic registration records are regularly backed up. The office voicemail system is checked daily for information left by parents regarding children’s absences and the office staff updates the system as necessary. A print-out of the children present in school is made every day for emergency evacuation purposes and used for fire drill practice. A visitor’s book is also used to record all others on site.
Office staff are vigilant in spotting patterns of absence or lateness both in the register and by general observation as it may arise for particular children or families. They are able to report frequent or unusual absences to the Headteacher for consideration of any early intervention or support which might be necessary. The teaching staff would also be concerned with any attendance or lateness issues arising for children in their class and would also discuss any concerns with the Headteacher. This close attention to the welfare of the children is made more possible due to the small size of the school but I believe that the extra commitment of the school’s staff made in caring for each child and being supportive to every family in accordance with its Christian ethos does have a positive influence on attendance rates.    
Lateness has been seen to be an issue for a small number of children/families. It is not usually necessary to have to record these latenesses as Unauthorised absence as the children are mostly only up to 10 minutes late (before register closes.) Encouragement is given individually to parents and children in this situation. A letter may be written home and a record is kept of this. For a very small number of children who are very late with no good reason, the office will record the children as U in the register (Unauthorised absence) and further action, including the possibility of involving the Pupil Entitlement: Investigation department,  would be taken should arriving very late continue.  

Every half term the Headteacher reviews the school’s attendance figures and attendance records for individual children. The Head will write to the parent/carer of any child with less than 90% attendance, taking care to ensure that it is appropriate to do so, offering the opportunity for discussion and emphasizing the need for consistently good attendance in order for children to progress with their learning. The school feels that it is important to support families early on with any issue that may be affecting their child’s ability to reach school on time or at all. However, in line with National legislation regarding school attendance and locally agreed practice, the school will consider taking further actions as necessary to bring about improvements to individual children’s attendance levels.

The school is part of the HELP (Horsham East Locality Partnership) group of schools which has agreed a united approach towards working with attendance issues. Schools in HELP, including St Peter’s, are now asking the Local Authority to issue Fixed Penalty Notices to parents of children who take them out of school for unauthorised holidays of or exceeding 10 school sessions. The national legislation, and the local and school approach to implementing it, may have reduced the number of St Peter’s parents taking holidays in term time as there has been a drop in requests for term time absence. Further time is needed to be able to make better comparison of yearly data since the changes to legislation and local practice were introduced.
The office has recently developed a very efficient system to make sure that each child joining or leaving St Peter’s has their both their registration and de-registration procedures undertaken in an effective and safe manner. A checklist of tasks to complete for both new starters and leavers has been created by Nicola and is adhered to. In this way the office can be sure that all processes to assist the family and child have been completed for each child joining and that the safeguarding actions for leavers, which the school is duty bound to follow under National legislation, have taken place.

The office is responsible for adhering to the leavers’ process, as set out in St Peter’s Attendance Policy, as a safeguarding measure. All leavers and their on-going circumstances are notified to West Sussex County Council on a Removal from Roll form. Any unusual leaving situations will be reported to Children Missing Education, WSCC. 
Children are signed in and out from the school premises if they have to leave early or start late in order to attend an appointment, ie medical appointments unable to be made outside of school time. The school encourages appointments to be made outside of school time when- ever possible and parents are generally supportive of this. A record is kept in a Signing In/Out book of all movements of the children. Each child’s movement record is kept confidential from other parents and children. The book is consulted in order to reflect individual children’s attendance status in the register if necessary. 

With the Headteacher I looked at the Group Analysis by Code report generated by SIMS. From this it was found that the highest reason for absence was Illness, in line with most schools, and that Medical appointments accounted for quite a significant percentage too. It was discussed that there could possibly be an over-use of the M code in cases where it may not be necessary. Staff are to consider the individual circumstances/timing of each child’s medical appointment and, if already registered as present for a session, the use of the M code which creates a session’s absence for the child will not be used. A comparison with future terms’ Group Analysis by Code reports will need to be made in order to see if any improvement in attendance rates result as a result of this change in procedure. 
Communication with children and parents to promote the importance of regular attendance could be improved, perhaps with mentions of current whole school and class attendance rates in the school newsletters throughout the year with a Headteacher’s comment. In this way parents will become more aware of the high expectations St Peter’s has in this area and become more aware of how it relates to their children’s progress. 

In summary, St Peter’s currently has very good attendance rates for most pupils with the exception of a very few for whom the school is working hard to promote improvement.
Attendance for 2014-15 year (on 9/7/15): 96.11% (authorised absence:3.49%, unauthorised absence:0.4%)
Efficient office practices combined with the caring support offered by the whole school community has enabled the maintenance of high attendance rates and appropriate responses to any issues. The appointment of both the Headteacher and new office staff members over the last three years has enabled some reflection of the inherited practices in respect of attendance to be reconsidered and improved. I am confident that St Peter’s will remain a school which has very good attendance levels and that if any actions are necessary to address any problematic attendances of a minority, or to further promote the importance of good attendance, then the Headteacher and staff are very able to implement whatever steps are needed to do so. 
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