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	Policy Title

	Attendance and Punctuality Policy


	Policy Reference
	

	Function
	For Information and Guidance. 

	Status
	Recommended

	Audience
	Parents, Governors, Principal, Teachers, Support

Staff, DfE

	Ownership /

Implementation
	The Principal and the Governing Body have overall responsibility for ensuring that this policy is implemented.

	Version
	v1.0

	Date Approved by Governing Body
	15th June 2010

	Date Issued
	1st September 2010

	Date for Review
	31st August 2011

	Review Date
	June 2011 – no changes

	Date for Next Review
	31st August 2012


Drapers’ Academy is a Harold Hill school for Harold Hill families.  It will raise educational achievement to high levels, broaden experience and prepare young adults to achieve their best in further education and employment.

Abilities will be supported and aspiration nurtured.  Particular support will be given to families so that children can achieve their best.

The Academy specialisms will be science and mathematics.   So that every child can benefit and be stimulated, imaginative and creative teaching of these subjects will be a notable strength.  The wider curriculum will also be taught to a high standard with a particular emphasis on English.

The Academy will encourage children to take part in a wide variety of activities to raise confidence, stimulate the spirit of enquiry and provide enjoyable and memorable experiences.

The Drapers’ Company will use its expertise as a leading London charity with a long experience in education to provide linkages across a wide variety of areas.  Queen Mary will provide close links with the world of higher education to encourage students to go to university.

Fullest use will be made of the exceptional site occupied by the Academy, including the creation of new buildings that will stimulate every aspect of learning.

The Academy will play a major part in the aspiration to regenerate Harold Hill.  This will be principally through the Harold Hill Learning Village but also through close links with a wide variety of community activities and other educational establishments in the area.

1 Rational
The Academy recognises that maximum attendance at school is crucially important if pupils are to achieve their full potential both academically and socially.

2 Aims

2.1 To promote full attendance at the Academy by making attendance and punctuality a priority for all those associated with the Academy.
2.2 To define agreed roles and responsibilities for staff in order to facilitate a consistent approach to dealing with problems regarding attendance and punctuality.

2.3 To reduce the number of pupils whose performance to progress at the Academy is hindered by poor attendance and punctuality.

3 Responsibilities
3.1 The responsibility for raising and promoting attendance and punctuality is shared by parents/carers, pupils, the Academy and a range of outside agencies in association with the Academy.  The co-operation and working together will improve attendance and this in turn will raise achievement.

3.2 The Governing Body has responsibility for ensuring the effective monitoring of attendance by the Principal and will receive reports detailing attendance at the Academy.
3.3 There will be a designated member of the SLT who will be named as the Attendance Lead.  His/her responsibility will include monitoring overall attendance, collation and reporting of attendance information, ensure all staff receive appropriate training as required.
4 Attendance and Registration

4.1 There is a statutory obligation for the Academy to register all pupils for school sessions attended.  All pupils will be registered in each lesson they attend.  For the purposes of roll call, morning registration/tutor period will be used and period 5 (1.40pm) in the afternoon.

4.2 Pupils will be marked absent by tutors and teaching staff if they are not in the form room when the register is marked at 8.30am or not in the lesson Period 5 (1.40pm).  Should a pupil arrive after this time they will be marked late.
4.3 The Academy office staff will operate a ‘first day absence’ routine of calling home through ‘Parent Call’ if there has been no notification of absence.

4.4 The Principal and Governors will not normally give permission for holidays in term time, although exceptional circumstances will be considered on an individual basis.  Any requests should be received at least four weeks in advance.  The Governors will, however, not authorise any holidays at times when pupils are scheduled to take public examinations.  Any other requests for special circumstances such as bereavement, will also be considered individually.

5 Rewards for Attendance

The Academy will actively encourage good and improved attendance through the rewards system.

6 Response to Absences and Lateness

All staff will follow the procedure for recording attendance and lateness (as outlined in 4.2).  Persistent lateness will result in the Sanctions System being used (as referred to in the Behaviour Policy).  Attendance causing concern will be dealt with in the first instance by the Form Tutor.  Should attendance not improve, the Pastoral Manager for the pupil’s year group will intervene.  If improvement is still not seen, a referral to Education Welfare Services will be made.
7 Monitoring and Review

The Principal, in consultation with the staff, will monitor and evaluate the effectiveness of the Attendance and Punctuality Policy and its associated procedures.  The Principal will keep the Governing Body informed of the outcome and the policy will be reviewed at least annually.
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