Moor End Technology College

Attendance and Punctuality
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M.E.T.C promotes the notion that good attendance and punctuality is a fundamental requirement for all pupils and underpins academic success and personal self discipline.

To that end we will have in place systems and procedures which:

· encourage full attendance and punctuality to school and lessons

· collate and provide relevant attendance data to staff 

· involve other agencies (ESW etc) when appropriate

· inform parents of absences and involve them in any attendance concern for their children

Data will be provided by the Attendance Officer to FTs, KS Co-ordinators/Asst KS Co-ordinators etc.

Daily parental contact about absences will be via the Attendance Officer.

Other parental contact in cases of concern will be by FTs, Key Worker, Pastoral staff or SLT.

Good attendance and punctuality will be encouraged via incentives through the school reward and credit system. 
Form teachers should take the primary role in encouraging good attendance and particularly in challenging pupils about unsatisfactory attendance. They should relay any concerns to the Attendance Officer, Pastoral Staff or to the appropriate Key Worker.

· Subject teachers should actively discourage lateness to lessons and encourage promptness

· Key Stage Co-ordinators should maintain an overview of attendance patterns and address any issues

· All should strive to reach agreed attendance target figures which will never be lower than national average.

Registration

Pupils are registered twice daily, once in morning registration and once through attendance at lesson 5.  The school uses an electronic form of registration provided by SIMS.  Pupils who are late to school are required to sign in at the main reception to ensure that their registration mark is recorded for that session. 

Appendix 1

October 2008
Dear Parent/Carer,

Unauthorised Absence / Term Time Holiday 

The Local Authority has brought to the attention of every school in Kirklees the new powers in the Anti-Social Behaviour Act 2003 to tackle poor school attendance. 

This legislation has introduced Penalty Notices as an alternative to prosecution in cases where parents are failing to ensure the regular attendance of a child at school. This specifically includes the situation where parents take children out of school for holiday during term time without authorisation by the Headteacher.

In Kirklees Penalty Notices could have been issued from the 21st February 2005. The cost of a Penalty Notice will be £50 if paid within 28 days of receipt and £100 if paid after that date but within 42 days.

At Moor End Technology College we consider that regular attendance is so important and these new powers so significant, that we are now bringing this change in the law to the attention of every parent/carer with a child in this school. Information about our school policy in relation to truancy and Term Time Holidays is available in the Parent Handbook & Pupil planner. 
If you have already booked a holiday which will involve your child requiring time off school during term time or you are considering doing so, please complete the form on the reverse of this letter and forward to me to establish whether or not the absence will be authorised failing to do so could result in your child being taken off roll or a penalty notice being issued.
Support and guidance on attendance is always available and if you have any 
questions about this please contact the school.

Advice and support can also be made available to you through the Education 
Access Service by contacting your local office.  For the Dewsbury and 
Batley areas 01924 326004 and Huddersfield area 01484 221919.

Yours sincerely

Ms J Acklam

Headteacher












Appendix 2


APPLICATION FOR PUPIL LEAVE OF ABSENCE FROM SCHOOL FOR PARENTAL
The Headteacher will consider the following points before authorising leave


The child’s overall pattern of attendance. 


The likely impact on the child’s education.


The time of year (SATS or exams).


The length, destination and purpose of the holiday.


The family circumstances and the parent’s reasons for wanting to take their annual family holiday during term time.	





PENALTY NOTICE


Where the Headteacher decides that authorisation cannot be given but the absence occurs, consideration will be given to the issuing of a Penalty Notice in line with Kirklees Code of Conduct or there is a possibility that your child maybe taken off the school roll.	
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Current Attendance %


Number of late marks


Number of days requested


Would granting this request mean attendance would fall below 95%?      Yes / No


	











Full name of child: ……………………………………………….…	    Form: ……………..





Full holiday address: ....…………….……………………………………………………….…….





…..……………………………………………Holiday contact number: ………………….……..





Reason for application: …………………………………………………………………….……..





…………………………………………………………………………………………….….………





Absent from school date: …….…………..                Back at school date……………….……





Signature of parent(s)/carer(s): …………………..…………………





Date: ……………………………….
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Seen by Headteacher					


Agreement reached								


Other outcome							


Date	     /      /














