KING EDWARD VI HUMANTIES COLLEGE
SPILSBY, LINCS

ATTENDANCE POLICY

1. 
Rationale:

King Edward VI Humanities College is committed to providing a full and efficient education for all students.  The Humanities College believes that all students benefit from the education it provides and therefore from regular Humanities College attendance.  To this end the Humanities College will do as much as it can to ensure that all students achieve maximum possible attendance and that any problems which may impede full attendance are acted upon as quickly as possible.


2. 
Our Aims

To recognise that:

· All students of statutory Humanities College age have an equal right to access an education according to the National Curriculum Regulations.

· No students should be deprived of their opportunities by either their own non-attendance or that of other students from receiving an education that meets their needs and personal development.

· Many students and their parents may need to be supported at some stage in meeting their attendance obligations and responsibilities.

· Situations may exist beyond the control of students and/or parents which Humanities Colleges need to address in partnership with external agencies.

· The vast majority of students want to attend Humanities College to learn, to socialise with their peer groups and prepare fully to take their place in society as well-rounded and responsible citizens with the skills, knowledge and understanding necessary to contribute to the life and culture of their communities.

3. 
Responsibilities

We believe that students, parents/guardians and Humanities College share in the responsibility of maintaining acceptable Humanities College attendance levels.

a) 
Students and parents can expect King Edward VI to:

· Maintain a regular, efficient and accurate recording of attendance

· Make early contact with parents when a student fails to attend Humanities 
     College without  providing a good reason

· Take immediate and confidential action on any problem notified to us

· Take steps through rewards to encourage good attendance

· Provide quality education
b) 
King Edward VI expects all students to:-

· Attend Humanities College regularly

· Arrive on time, appropriately prepared for the day

· Inform his/her form tutor and/or their Student Progress Co-ordinator of any problem or reason that may hinder them from attending Humanities College

c) 
King Edward VI expects all parents/guardians to:

· Encourage their children to attend College

· Ensure that they contact the College as soon as is reasonably practical whenever their child is unable to attend.  Ideally this should be done on the first day of absence.

· Ensure that their children arrive in College well-prepared for the College day and to check that they have done their homework

· Contact the College in confidence whenever any problem occurs that may keep them away from College

4. 
Rewards

King Edward VI Humanities College will recognise good attendance by:

· Recording attendance percentages on individual printouts to accompany annual reports

· Awarding Bronze Certificate to students with full attendance for one term (ie Autumn)
· Awarding Silver Certificate to students with full attendance for two consecutive terms (ie Autumn and Spring)
· Awarding  Gold Certificate to students with full attendance for three consecutive terms (ie Autumn, Spring and Summer)
·  Lincs CC Certificate and £5.00 voucher for 100% attendance  achieved throughout the year

· Students with 95% and above each term (ie Autumn, Spring or Summer) receive a raffle ticket for an end of term draw for £10 voucher. 
· House with best attendance over each four weekly period receives trophy.

5. 
Humanities College Response to Non-attendance



Attendance will be closely monitored: 
· If a message has not been received regarding the absence of any student a Student Progress Co-ordinator or member of the Administration Team will contact the parent to ascertain the reason for absence.

· If no response is received from telephone enquiry a letter will be sent to parent to ascertain reason for absence. If absence is likely to be prolonged the Personnel Support Manager will liaise with the relevant Student Progress Co-ordinator and arrange for work to be set for absent student to complete at home.

· Regular non-attendance for no specific reason will be reported to the Personnel Support Manager
· If absence is due to problems at College the Personnel Support Manager will arrange for parents to meet with their child’s Student Progress Co-ordinator to discuss strategies for improvement.

· When students’ attendance is under 95% a letter is sent from the relevant Student Progress Co-ordinator.  When under 93% parents must be contacted and invited into college to discuss the matter.  Parents of students with under 90% attendance will be invited to an Attendance Panel Meeting with Personnel Support Manager.

· Weekly meetings between Personnel Support Manager and Student Progress Co-ordinators will be minuted and minutes copied to Assistant Headteacher
· Ever four weeks persistent absentees must be identified and parents/carers asked within one week of being contacted to develop strategies for improvement.

· Attendance of students on WRL must be monitored closely by Student Progress Co-ordinators through attendance report from office.

Returning to Humanities College after a lengthy period of absence
· The Student Progress Co-ordinators will be responsible for re-integration back  into 
     the College

· All staff will be made aware of the situation so that this difficult process can 
     be handled sensitively

· An individual programme may be required to be produced with the help of 
     the Personnel Support Manager
· The process will require liaison between the appropriate staff, parents and other appropriate support services

7. Staff Responsibilities

Headteacher

· To oversee the whole policy

· To report to Governors

Personnel Support Manager

· To liaise with the Student Progress Co-ordinators

· To oversee the operation of the attendance system and the collation of 
     attendance data

· To monitor Humanities College attendance and to share the results throughout the 
     Humanities College

· To produce the attendance profile of the whole Humanities College

· To report to the Senior Management Team on attendance matters 

· To ensure Student Progress Co-ordinators liaise  regularly with Form Tutors  

     and parents/carers.
Administrative Assistant  (under supervision of Personnel Support Manager)

Daily:

· Enter students who are late to College (ie after the end of the morning 

    registration session) in Late Book and ensure registration data completed

· Inform Student Progress Co-ordinators of persistent late comers to ensure
     appropriate sanctions issued to students
· To provide list of absentees to Student Progress Co-ordinators who will 

     telephone the home of any student not in College by 10.00am to ascertain reason 
     for  absence and  inform Administrative Assistant accordingly.  Telephone calls 
     made home after Student Progress Co-ordinators after checking that the student is 
     not in a classroom. 
· Monitor attendance entries on SIMS
· Print Tutor Groups’ attendance sheets and liaise with Student Progress 

    Co-ordinators re reasons for absence.  Student Progress Co-ordinators to 

    share information with Form Tutors who should support in raising students’ 

    attendance.

Weekly:

· Print Weekly Sheet showing Tutor Groups’ attendance (copy to Personnel Support Manager) 
· Using information on Termly Spreadsheet prepare Attendance Graphs: one copy for notice board and one for each Form Tutor and Student Progress Co-ordinators for display
· Student Progress Co-ordinators and Personnel Support Manager to meet with EWO on weekly basis to discuss students of concern
Termly (ie Autumn):

· At the end of each whole term to produce list of all students who have 
    attained 100%  attendance
· Prepare Bronze Certificates to be signed by Headteacher and presented in 
     Assembly

· Name of each student with 95% or above attendance put in draw for £10 

     gift voucher

At the end of Two Consecutive Terms (ie Autumn and Spring):

· At the end of two consecutive terms to produce list of all students who have 
     attained 100% attendance
· Prepare Silver Certificates to be signed by Headteacher and presented in 
    Assembly

At the end of Three Consecutive Terms (ie Autumn, Spring and Summer)::

· At the end of three consecutive terms to produce list of all students who have 
     attained 100% attendance
· Prepare Gold Certificates to be signed by  Headteacher and presented in 
     Assembly
100% Attendance for Whole College Year:

· £5.00 Gift Voucher presented at Annual Prize Giving

· Certificate from Lincs CC presented at Annual Prize Giving
The Form Tutor

· To ensure that the register is completed on SIMS before the start of period 1 
     in the mornings, and at the start of period 5 in the afternoons.
· To reinforce good practice during form periods

· To provide guidance to students who arrive late, in order to improve 
     punctuality

Student Progress Co-ordinators

· To meet weekly with Personnel Support Manager to discuss student attendance in each year group
· To provide an Attendance Analysis to Personnel Support Manager at the end of each term (for terms 1 to 6 inclusive)

8. 
Family Holidays

· The Humanities College can only authorise one week’s family holiday in any 
     one year.  However, parents should do all in their power to avoid organising 
     holidays during  College time whilst it is acknowledged that this may be 
     unavoidable due to work commitments.

· Written requests from parents, giving clear dates, are required in advance 
     where parents take their holidays during College time, if the absence is to be   

     authorised by the Headteacher.   Wherever possible the college requests 
     that students are provided with a certain amount of college work to ensure 
     they do not fall too far behind with their studies.  If parents are agreeable to 
     this then students are marked as ‘Education Off Site’.  Parents are informed 
     that they may be liable to a fine of up to £100 as directed by DfES  

     guidelines.

9. Lateness


· For the purpose of good discipline a student will be deemed late if they arrive 
    after the registration session in the morning or the afternoon.

· If a student misses registration he/she must report to the College Office where 
     his/her lateness will be recorded in the Late Book and the register.
· Any student who is late twice will receive an appropriate sanction.
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