[image: image1.png]Belfast Model
7 School for Girls







Approved by Board of Governors:  November 2015
To be reviewed: July 2017
Introduction

A school year is very short.  It has only 190 days for students.  This leaves 175 days for holidays and activities at home.  A school week is also very short.  Most students spend 7 to 7½ hours at school on each of the five days they attend during term time.  This means only approximately one third of a school day is spent in school.  Most of the day and the week is spent at home.  Time in school is precious.  Absence from school and late coming to school has a negative effect on a pupil’s educational progress, achievement and employment prospects.  Therefore daily attendance and excellent punctuality is our goal for all students, in line with our mission statement ‘Achievement for All’.

Belfast Model School for Girls will strive to promote a positive and proactive ethos that places high value on attendance and punctuality.  Our culture will encourage good attendance ensure each pupil feels valued and secure and values the partnership with parents/carers to promote good attendance.

Rationale
In line with our motto ‘Achievement for All’ we aim to improve the overall attendance of the pupils by proactively encouraging rewarding good attendance whilst exploring and identifying the reasons for absence and devising and implementing strategies to improve the attendance of students who have fallen below the required threshold.  (It is recognised that good attendance patterns established at school continue into the world of work and employers increasingly wish attendance to be quantified when seeking references for interviews).  

Purposes
In monitoring school attendance we aim to:
· Raise the pupils’ awareness of the importance of regular attendance.

· Encourage and develop the good habit of regular attendance.

· Celebrate the success of pupils in achieving good attendance through the Rewards System and the distribution of Attendance Certificates.

· Consider possible and realistic support as a means of encouraging an improvement in attendance.
Aims

1. To improve/maintain the overall attendance of pupils at Belfast Model School for Girls.

2. To encourage all pupils to reach their true potential.

3. Setting attendance targets for the school, specific year groups and individual pupils.

4. Contacting parents the same day when reasons for absence are unknown or unauthorised.

5. To regularly monitor attendance and punctuality through a framework that defines our intervention points and roles and responsibilities in relation to attendance.

6. To provide advice, support and guidance to parents/guardians and pupils.

7. To promote good relationships with the Education Welfare Service.

8. Regularly reporting school attendance statistics to parents.

9. Analysing data about attendance to check our progress against measurable outcomes.
Targets
The schools’ targets for attendance are:
	
	Attendance
	PA

	2015-2016
	92%
	<20%

	2016-2017
	93%
	<17.5%

	2017-2018
	94.5%
	<15%


Year Leaders set appropriate form level targets to achieve this overall goal.

We expect all students to have a minimum of 95% attendance.  We encourage our students to strive to have attendance better than the agreed minimum requirement, teaching them that they should all aspire to have 100% attendance.
Recording Attendance

To enable our school to accurately record and monitor attendance in a consistent way we will adhere to latest guidance provided in the Department of Education.  At present this is Circular 2015/02, which can be found at the following link:

www.deni.gov.uk/index/support-and-development-2/school-attendance/recording-pupil-absences.htm
If this guidance changes the policy will be updated.

ROLES AND RESPONSIBILITIES
5.1 The School’s Responsibilities 

The Vice Principal at Belfast Model School for Girls (reporting to the Principal) has overall responsibility for school attendance; school systems will bring any concerns regarding school attendance to the VP’s attention at our timetabled attendance strategy group.  (See Calendar for 2015-2016 in Appendix A).
The Board of Governors provide support by reviewing school attendance figures and targets and ensuring it is placed as an agenda item at each meeting.

· The school has an attendance strategy group. This is led by the Vice Principal and attended by the Principal, the FSES coordinator (in dual role – also attendance governor), the Attendance Coordinators (data and students) and the YL with lead responsibility for attendance.  This group is there to ensure that the school:

· Develops and implements strategies to promote and encourage good attendance/punctuality

· Ensures all staff promote and implement agreed attendance/punctuality management strategies. 

· Actively promotes the attendance and punctuality targets at whole school, year team, tutor group and individual level. 

· Promotes whole school attendance and punctuality targets amongst parents as well as pupils. 

· Provides additional support for students who are deemed “priority pupils”.

· Provides attendance and punctuality rewards for students who meet the attendance and punctuality targets or exceed them. 

· Ensures all staff share responsibility for whole school attendance and punctuality. 

· Monitors attendance data and allocates actions following the school’s attendance strategy.

· If a pupil fails to attend regularly or has been absent for a continuous period of three days and we have had no contact from parents a ‘Safe and well Check’ may be arranged where a member of staff visits the home.
Form Tutor Responsibilities
Form Tutors Will:
Regularly monitor the attendance and punctuality of pupils by ensuring that attendance is recorded at the beginning of morning and afternoon registration sessions.

· Emphasise the importance of good attendance/ punctuality in form classes on a regular basis. 

· Monitor progress towards form class targets for attendance/punctuality.

· Set individual targets for attendance/punctuality and monitor progress. 

· Monitor attendance and punctuality at individual and tutor group level on a daily basis 

· Identify patterns of absence for individual students in order to provide on-going support – requesting a letter of concern.
· Identify priority pupils in terms of attendance and punctuality by annotating lists of amber and red students with codes relating to the reasons for those absences in time for the Attendance Strategy Group.

· Place pupils on report to monitor their attendance/punctuality. 

· Monitor Planners and the attendance records contained within them, signing them weekly and ensuring parents do the same. 

· Collect attendance folders daily and keep absentee notes from pupils. 

· Lead the form’s attendance traffic light system in the week required by the attendance calendar

Year Leader’s Responsibilities 

· Year Leaders and Assistant Year Leaders will:

· Distribute attendance/punctuality data to Form Tutors on a regular basis. 

· Monitor attendance and punctuality at individual, tutor group and year team level on a weekly basis

· Co-ordinate the creation and distribution of attendance rewards for their year group. 

· Sample Home Learning Planners to ensure they are used correctly, and checked/signed by FT. 

· Liaise with parents re pupils who have fallen into the Amber Zone or who are green and likely (based on previous knowledge of those students) fall to Amber quickly. This can be by phone calls and meetings.

· Organise support for priority pupils i.e. those whose attendance is falling rapidly.

· Request support (when directed by the Attendance Strategy Group) from the Education and Welfare Officer if a student’s attendance is likely to fall below 85% (Years 8- 12). 

· Deliver an Attendance/Punctuality Assembly on a termly basis and through their assembly programmes.
· Support students who are being reintegrated after long term absences. 

· Provide pupils’ attendance and punctuality records to employers and other agencies upon request.

Pupils’ Responsibilities 

Each pupil at Belfast Model School for Girls must attend school punctually and regularly.  
· To value school and education. 

· Pupils should all understand that only ‘real’ illnesses can be a reason for absence.

· To meet or exceed the whole school attendance target

· To be in school each day and on time. 

· To sign the Latecoming Book at Reception if arriving late to school. 

· Pupils should inform staff if there is a problem that may lead to their absence, e.g. bullying, etc.

· To not leave school during the day without permission. 

· To keep a record of their attendance in their Planner.
· To ensure that a reason for absence is given in writing in their Planner on their return to school or through a note from their parents.  Pupils should pass on absence notes from parents to their Form Tutor and to pass school correspondence to their parents.
· To have their planner signed by a parent weekly.

· To catch up on any work missed during their absence. 

· To attend all classes required by their timetable. 

· To be aware that they will be suspended if truanting from school. 

· To be respectful to anyone who has reason to discuss attendance or punctuality with them. 

Belfast Model School for Girls is committed to working with parents to encourage regular and punctual attendance.

Parents’ Responsibilities
· To ensure their child attends school regularly and punctually, this is a legal duty;

· To notify the School if their child cannot attend for any reason – this is for the child’s security as well as administrative reasons;

· To work with the School and its Attendance Team to resolve/alleviate any attendance problems or protracted absence;

· To attend meetings as required in relation of their child’s attendance;

· Encourage good attendance making sure that their child goes to school regularly and arrives on time;

· Make sure their child understands that the parents do not approve of absence from school;

· Inform the school on the first day of non-attendance or respond to our truancy call system/phone calls;

· Discuss planned absences with the school and apply for permission well in advance, e.g. a wedding or other special occasions;

· Pupils are expected to be in school at 8.50am for registration and the beginning of classes.  It is the responsibility of parents to ensure their child is punctual.  Lateness is recorded at registration and on your child’s attendance record;

· If your child appears reluctant to attend school please discuss the matter promptly with your daughter’s Year Leader to ensure that both you and your child receive maximum support.
PUPILS LEAVING SCHOOL DURING SCHOOL HOURS FOR MEDICAL APPOINTMENTS 
Procedures for Known Absence for Medical or Dental Appointments
Pupils should only miss part of a day for a medical, optical or dental appointment. 

Where possible all appointments should be made after school or as late as possible in the afternoon. 

If a pupil has a medical appointment they should bring in their Doctor/dental appointment card and present it to their Head of Year before 8.55am. This should be accompanied by a note from their parent/guardian in the pupil planner.
If a student has to leave school for any reason their parent/guardian must come and collect them.

Students will not be dismissed from school without being collected by an adult with parental responsibility unless there are specific extenuating circumstances which are agreed by the VP or Principal.

If a student has permission to attend an appointment from the school they must present this permission at Reception before they leave school and sign out.

Students should return to school if time allows and must sign in their return.

Where the school feels the number of illnesses and/or medical appointments are excessive we may request a meeting with parents where proof of appointments and/or verification of illnesses through a Doctor’s note will be required.  The school will support the families through reimbursing the cost of Doctor’s notes if this is required.

Procedures for “emergency no-notice” appointments

In the very rare circumstances that a student would need to leave school for an unplanned, emergency, medical or dentist appointment then a call should be made to the school.  We will ring you back only on one of the numbers we have on our system to ensure the validity of the call.  For Year 8 – 12 an adult from the family must come to the school to collect the student, signing her out at reception.  We will always endeavour to have your daughter ready to leave but on occasion there may be a short wait whilst we collect her. Students will not be permitted to leave unaccompanied in taxis or to walk home / take the bus unaccompanied unless there are significant mitigating circumstances.  Only the Principal or VP will give permission to this.  
If a student in Year 8 – 12 is ill, a phone call will be made home and the same procedures applied.  
Sixth Form

The same procedures apply to Sixth Form students however sixth form (Years 13-14) students may travel home alone providing the above procedures have been followed.

The following procedures apply: 






















FOR ALL OTHER REQUESTS FOR TIME OUT OF SCHOOL (NOT FOR MEDICAL OR DENTAL APPOINTMENTS), A LETTER MUST BE SENT TO THE PRINCIPAL.
Family Holidays during Term Time
Belfast Model School for Girls discourages holidays during term time due to the impact they have on pupils’ learning.  Family holidays taken during term time will not be authorised, unless there are exceptional circumstances that apply to the request.
Truancy

If a student truants school, either internally or externally, she will be suspended from school, using either external suspension or suspended internally through time spent in our pupil support unit. 
Punctuality and Lateness
The School actively promotes the important of developing good time keeping habits amongst pupils, by monitoring pupil punctuality to school.  The school monitors and acts upon persistent lateness of pupils.

For pupils the school day begins promptly with Registration at 8.50am and Registers must be completed electronically by Form Tutors at the start of Registration on the SIMs Attendance Register.

Pupil arrival to registration after 8.50am is claimed as ‘late’ unless due to extenuating circumstances, which will be communicated to Form Tutors and discussed with Assistant Year Leaders.

· Any pupil arriving late (after 8.50am until 9.00am) reports to their Form Tutor and the Form Tutor records minutes late and reasons on the SIMs Attendance Register.

· Any pupil arriving late after 9.00am reports to Mrs McCormick who records minutes late and their reason for lateness.

· All above information is recorded on the SIMs Attendance Register.

· It is the responsibility of Form Tutors in collaboration with Assistant Year Leaders to monitor lateness and act swiftly to reduce persistent lateness.  (See Lateness Procedures Appendix C).

Education Welfare Service
The Education Authority through the Education Welfare Service (EWS) have a legal duty to make sure that parents meet their responsibility towards their children’s education.

If a pupil’s absence causes concern, or if their attendance falls below 85%, they will be referred to the EWS, if appropriate.  EWS will support staff and parents in developing and implementing strategies to address or improve school attendance.

APPENDIX A                                   ATTENDANCE STRUCTURES AND SYSTEMS AT BELFAST MODEL SCHOOL FOR GIRLS

If a Year Leader is very concerned about a pupil and does not want to wait until next Attendance Strategy Team Meeting then speak to VP.

FORM TUTORS: Prior to each Attendance Strategy Team Meeting and as part of the Traffic Light System, Year Leaders will be provided with form group lists of students who are amber and red. These are to be annotated with a brief reason from Form Tutor and passed back to Linda Tumilson who will pull the information together for the Attendance Strategy Team Meeting.

The minutes of every Attendance Strategy Team Meeting will be passed to Year Leaders to share with their teams

	TRAFFIC LIGHTING
	ACTION 
	ADMIN SUPPORT
	FORM TUTORS/YL

	GREEN

95-100%
	LEADER: Ms Finlay. Reports to Attendance Strategy Group.

Ms Finlay whole school ‘visibility’ of attendance via plasma screens, social media and other methods e.g.

Produces a calendar  of events 

Leads AYL and FTs in years 8-12 to ensure that traffic light system is used in all rooms in line with attendance calendar. This is current and predicted attendance. Suspend or tweak LLW activity to allow this to happen properly.

Attendance is addressed in assemblies every term. Purpose:

· To encourage motivation through rewards and celebration

· Termly certificates for 98, 99 and 100% attendance

· Termly certificates for most improved 

· Termly prize draw of all names 98% and above in assembly
	Sims to auto traffic light to support tutors (LF lead to ensure this happens in time)

Administration conducted by L. Tumilson who undertakes all phone calls home and administration around attendance.

L Tumilson phones all families whom are absent. If no reply, a 2 day letter G1A is sent if parents don’t respond.

Weekly attendance statistics will be sent to YLs.
	FT: Collects and return daily the attendance folders

FT: Monitor attendance looking for patterns of absence, counsels students. Liaison with YL on this matter. Requests letter G2C of concern if student’s attendance pattern is erratic. L Tumilson takes decision on whether to send this letter of concern as she is in touch with families.

FT: Lead the Traffic Light System – checking back for parental signatures 

FT: Follow up pupil absence notes and unauthorised absences, liaising with L Tumilson to ensure they are correctly coded within 5 days

FT: Use attendance monitoring card for students whom they know are at risk of falling attendance

YL: Analyse weekly statistics liaise with FTs

	DROPPING BELOW 95% IS THE STAGE 1 TRIGGER

	AMBER

90.1-94.9
	STAGE 1 INTERVENTIONS 

Interventions on a case by case basis decided at the Attendance Strategy Team Meeting. A variety of contacts to be made by letter:

· All holiday requests receive a letter A1H of non authorisation from Principal

· If one bout of illness has taken students into Amber Zone then a letter A2I from Principal with projected attendance if child has no further time off 

· Otherwise letter A3V from VP to parents warning them of falling attendance, consequences of further poor attendance and support available and informing the parents that they may be required to attend a meeting with the Year Leader.
Home visits at this stage unlikely unless situation is likely to quickly deteriorate to stage 2 – decision for home visit taken by VP – Pastoral
	
	FT: These students are now being dealt with by Attendance Strategy Team and Year Leader

Minutes of Attendance Strategy Team Meeting and actions/outcomes to Year Leaders for information and sharing with their Year Teams.

Parents of students whose attendance falls below the minimum acceptable level of 95%+ attendance are contacted by the Year Leader to discuss the situation. This can be done via the telephone and face to face meetings. This may include placing pupils on attendance cards and monitoring this.

NB: If a FT is concerned about any student’s attendance, at any time, they should refer into their YL who will liaise with the VP Pastoral
FT will annotate the amber and red pupils each month with a code to indicate a Primary reason for absence

1. HOLIDAY

2. ILLNESS

3. ATTENDANCE CONCERN

	DROPPING BELOW 90% IS THE STAGE 2 TRIGGER

	RED

85.1-89.9
	STAGE 2 INTERVENTION lead by VP – Pastoral
Parent interviews arranged by VP Pastoral (Years 11&12) and J Clarke (Years 8-10), targets set for improvement 
If there is no improvement   an attendance panel is arranged
Unless there are very extenuating circumstances (e.g. prolonged illness) Parent required to attend attendance panel R1P meeting chaired by Principal, VP, JC with AYL or YL where possible. These meetings will be in school at a range of times or off site if families are unable to make it to the school building.

This meeting will be a formal meeting, minuted. The meeting will seek the issues for poor attendance with agreed actions to improve attendance. An attendance meeting action plan should be completed.

Outcomes of Stage 2 Trigger meetings to be led by VP pastoral (years 11-12) and JC (years 8-10).
	L. Finlay administers and attends meetings where possible.
	YL or AYL will attend if possible.

YL do not automatically issue EWO warning letters R2W. The minutes of these meetings will act in same way. 

If appropriate Chair of meeting will ask YL to issue EWO warning letter and prepare paperwork for referral.

NB: If a FT is  concerned about any student’s attendance, at any time, they should refer into their YL who will liaise with the VP Pastoral 

	DROPPING BELOW 85% IS THE STAGE 3 TRIGGER

	<85%
	EWO referral with letter EWO (L) from Principal to parents explaining implications of this.

EWO work to improve attendance of this group. Year Leaders conduct paperwork and present in meetings with J Clarke (year 8-10) and VP Pastoral (Years 11-12) to manage this case load for improvement.
	
	Year Leaders conduct paperwork and present in meetings with J Clarke (year 8-10) and VP Pastoral (Years 11-12) to manage this case load for improvement.


Appendix B

Interventions 

Our intervention strategies include:

· Identifying pupils who are vulnerable to becoming persistent absentees or latecomers and having individual action plans in place for each pupil.

· Offering a Personalised timetable
· Employing effective counselling systems 

· Providing additional study support 

· Supporting the reintegration process following long term absence

· Using attendance incentive schemes which recognise and reward good attendance 

· Offering activities before and after school as an incentive for pupils to come to school 

· Organising attendance and punctuality theme days/week and associated project presentations

· Attendance Monitoring Card

Attendance Awards

Each month

· Years 8 to 10 – points are added to students’ scores in the rewards system.

· Tokens are awarded to be exchanged for gifts 

Annual attendance Awards Ceremony – students receive the following

· Bronze Certificate – Students > 98% attendance during the year.

· Silver Certificate – Students > 99% attendance during the year.

· Gold Certificate – Students 100% attendance during the year.

· 1 years Full Attendance Certificate + badge.

· 2 years Full Attendance Certificate + badge.

· 3 to 7 years Full Attendance Certificate + badge + book token (value of book token increases according to number of years full attendance).

Appendix C


Attendance Policy








PROCEDURE FOR STUDENT APPOINTMENTS DURING THE SCHOOL DAY











PUPIL SIGN OUT AT 


RECEPTION - HUB/RECEPTION TO ENSURE A PARENT COLLECTS





PLANNED ABSENCE FOR AN APPOINTMENT





SHORT NOTICE 


APPOINTMENTS





PHONECALL COMES INTO 


THE OFFICE





PHONECALL 


INTO OFFICE





NOTE FROM 


PARENTS





OFFICE CALL BACK ON 


SIMS NUMBER ONLY





GREEN FORM 


COMPLETED BY 


FORM TUTOR OR YEAR LEADER





NO CHILD CAN GO OUT OF SCHOOL UNLESS AGREED BY PRINCIPAL OR VICE PRINCIPAL (IN SPECIFIC EXTENUATING CIRCUMSTANCES)





NO





PARENT COMES TO 


COLLECT STUDENT





PARENT NOTE PASSED TO 


ATTENDANCE OFFICER TO UPDATE ATTENDANCE RECORDS 





YES





GREEN FORM TO PUPIL FROM FORM TUTOR





EMAIL TO STAFF





* Teacher of child at time of appointment





* Form Tutor for information 





* attendance officer to update attendance records 





STUDENT INFORMED





Student office assistants will 


Collect students 





They will be sent to classrooms with a note from reception








PUPIL SIGN OUT AT RECEPTION – RECEPTION TO ENSURE A PARENT COLLECTS BEFORE CHILD LEAVES UNLESS (IN SPECIFIC EXTENUATING CIRCUMSTANCES) PRINCIPAL OR VP HAVE AUTHORISED A STUDENT TO TRAVEL HOME ALONE











PUPIL SIGN OUT AT 


RECEPTION - HUB/RECEPTION TO ENSURE A PARENT COLLECTS





PUPIL SIGN OUT AT 


RECEPTION - HUB/RECEPTION TO ENSURE A PARENT COLLECTS





If pupil is not making registration FT should ensure he/she is aware of late marks being recorded on pupil attendance register on SIMS





FT requests a Punctuality Concern letter to be sent home via L Tumlinson (which will make reference to the attempted phone call)





Lateness Procedures


Information for Form Tutors





Parents kept informed by text (L Tumlinson)





AYL applies further procedures as set out in AYL Punctuality Information Document 





Punctuality doesn’t improve





Punctuality improves no more issues





AYL issues a 30mins lateness DT





AYL speaks with pupil





FT kept informed by email





FT must speak to pupil and issue verbal warning





FT speaks to pupil again and makes phone call home





3rd time late





FT unable to get through to home





2nd time late





1st time late




















