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Overview
This booklet has been produced to help you understand the ‘School Attendance Policy’ produced by the Department for Education. At First Tower, attendance and punctuality are a very high priority. We want motivated, enthusiastic learners who get to school on time, ready to learn and thus establish good habits for lifelong learning and future employment skills.
Aims
The aims of this policy are to ensure that children receive a full-time education appropriate to their age, ability and aptitude and that they attend school punctually and regularly.
Responsibilities
Parents and Carers have a legal responsibility to make sure that their children come to school regularly and on time (Education Law, Jersey-2000). The school has a legal duty to mark the register and record the attendance of every child on its roll and to specifically code which children are absent or late and why. 
The Education Welfare Service has an officer who maintains regular contact with our school. Our current Education Welfare Officer (EWO) is Vicki Frederick. Her job is to help us improve attendance and to reduce persistent absence and punctuality concerns. She also supports us with transitions to secondary school in some cases, supports pupils with welfare issues. There is also a requirement that schools publish statistics about their attendance rates in an annual Attendance Report, formulated by the Education Welfare Officers. We fully support all initiatives from our Education Welfare Service and comply with all Jersey’s guidance and expectations.

Routines for managing and improving attendance.
Two members of staff are on duty every morning to cover both playgrounds. The gate is closed promptly at 08.45am in the playground; the playground gates are open from 8.30am to allow for a gentle start. Any pupils arriving after this time are required to enter the school via the main office and their attendance will be recorded as late.
Our approach is to be direct and relatively informal and to follow up as soon as possible: phone calls are made daily, soon after 8.45am, to families of children who are absent without an explanation and attendance forms a regular part of the discussion in parental meetings and summative end of year reports.
The head is given a weekly update on attendance and punctuality. Any child causing concern is immediately flagged up within Senior Leadership Team (SLT).
 
Punctuality
Punctuality is very important and sets important lifelong habits. At First Tower all children should be in school by 8.45am. The register is marked as soon as possible after the start of the school day and always by 8.55am. Pupils who enter the school after the gates close at 08.45am are classed as late and have to pass through the main office entrance to enter school.
Children arriving after 9.15am i.e. 30 minutes after registration closes, and who do not have a good reason for doing so (for example a dental appointment) are marked as an unauthorised late.
 
What are authorised absences?
Absences fall into two groups, authorised and unauthorised.
Authorised absences involve children having time out of school for approved reasons, for example: illness, urgent medical appointments, attendance at funerals,  or visits to new schools.
The school will need an explanation from parents or guardians (a note, telephone call or message in person) if they are to authorise the child’s absence. This is then coded in the register.
Every effort should be made to arrange routine dentists and GP appointments outside school hours. However, it is understood that specialist hospital or clinic appointments may have to be made during school hours.
 
 Exceptional Authorised Leave
Parents who wish to take their children out of school for any other reason during school time, are asked to make this request to the Headteacher in writing, by completing an absence request form. It is important to make the request in good time before the period of requested leave; it is not acceptable to tell the school afterwards. You will receive a quick response via e-mail.
Each request for exceptional leave will be considered as a separate case and the Headteacher’s decision will take into account things such as the reason for the leave and why it could not be taken in school holidays.
There is no entitlement to holiday in term-time. 
 
What is unauthorised absence?
Unauthorised absences involves children having time out of school without explanation, or where the reason for absence is one that the school cannot authorise.
Involvement of the Education Welfare Officer
Our attendance is remotely monitored by the Education Welfare Service; the EWO also attends regular half termly meetings with the school’s Attendance Officer Mrs Du Feu (Deputy Headteacher). They scrutinize all records and registers and the school will contact all those with low attendance figures.
A process may then be put into place to support the family with the aim of improving attendance and  / or punctuality. 
If attendance and punctuality concerns persist for a significant length of time, and parents make no effort to work with the school and CYPES, the school supports the EWO’s right to consider taking further action. 
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