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School Aims and Implementation
Harriet House School aims to enable all children the opportunity to achieve their best academically, emotionally and socially through:
· Providing high quality learning to enable children to acquire the skills, knowledge and concepts relevant to their future;
· Promoting an ethos of care, mutual respect and support, where effort is valued and success celebrated;
· Enabling children to become active, responsible and caring members of the school and wider community.
The school works towards these aims by:
· Promoting high quality learning and exceptional attainment;
· Providing high quality curriculum entitlement and a high quality learning environment;
· Promoting the Harriet House Core Values to enable the children to value themselves and each other; the Core Values are:
· We take responsibility for our actions and always make sure we do the right thing.
· We show honesty and always make sure we are truthful and fair.
· We show aspiration and always have a positive attitude about what we can all achieve.
· We show respect and always have regard for ourselves and other people’s feelings, wishes and rights.
· We show compassion towards others and always make sure we try to understand and support others.
· Promoting an effective partnership with parents and the wider community.

1. Introduction 
· Harriet House School is committed to providing all our pupils with a full, quality education. For a pupil to achieve his/her full potential at our school, a high level of school attendance is essential. We will consistently work towards a goal of 100% attendance for all pupils in the school but would expect a pupil to miss no more than 5% of sessions in an academic year through unavoidable absence such as illness or exceptional circumstances. We regularly remind parents of the importance of regular and punctual attendance, through a variety of means such as newsletters, our website and conversations with parents and pupils. 
· Our Attendance Policy forms part of our overall safeguarding strategy and therefore attendance concerns will be considered to be safeguarding concerns and dealt with as such. 


2. What we do to encourage good attendance 
· The Head teacher, deputy, and staff seek to make Harriet House the best possible school environment for all of the pupils who attend the school and that their achievement is the best it could possibly be. We therefore consider, evaluate and develop all of our provision to ensure that school is an enjoyable and safe environment, where pupils want to come to, parents want to send their children to and staff want to work within. The key aspects of how we seek to encourage good attendance are:
a) Through developing and sustaining an inclusive, friendly and supportive ethos and excellent relationships between and among pupils, staff and families. We therefore expect that pupils, staff and parents treat all others with respect and consideration, implement a clear, fair and consistent Behaviour Policy with emphasis on how pupils are rewarded for positive behaviours, provide formal and informal opportunities for pupils, staff and parents to meet and discuss issues etc.
b) Through developing a curriculum that is broad and balanced, which is taught and delivered in an engaging manner and enables pupils to achieve within the school and be well prepared for the next stage in their education. We therefore place a huge emphasis on developing the skills of reading, writing, and mathematics and implement the international primary curriculum, provide specialist teaching of PE, art and Spanish/French etc.
c) Through further provision that enables pupils opportunities to engage in activities outside of formal learning which further encourages and develops good social, moral, spiritual and cultural development as well as interests that the pupils may have. We therefore provide a good quality lunch and lunchtime provision and run a wide variety of after school clubs.
· Harriet House is committed to ensuring that “every child achieves well; as well as, if not better, than any other child in any other school in the country”. As such we are committed to ensuring every pupil’s attendance is good and believe that the best way to achieve this is to work with the parents and pupils to encourage good attendance. 

3. The Laws that apply to this policy
· Section 7 of the Education Act 1996 states that ‘the parent of every child of compulsory school age shall cause him / her to receive efficient full time education suitable: - 
a) To age, ability and aptitude and 
b) To any special educational needs he/ she may have 
Either by regular attendance at school or otherwise’ 
· Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to have regard to guidance issued by the Secretary of State with regard to safeguarding and promoting the welfare of children and students under the age of 18. 
· Section 444 of the Education Act 1996 states that ‘If a child of compulsory school age who is a registered pupil at a school fails to attend regularly at school; the parent is guilty of an offence’. 


4. Matters that might affect a pupil’s attendance
· The following may affect a pupil’s attendance:
a) Illness; 
b) Injury; 
c) Low self-esteem; 
d) Medical appointments; 
e) The influence of friends; 
f) Bullying or perceived bullying; 
g) The curriculum or access to it; 
h) Family issues;
i) Collusion of parents; 
j) Other safeguarding issues (such as neglect etc.). 
· We are committed to working with parents so that their children want and are able to attend Harriet House fully and secure maximum benefit from the education we offer. Parents are invited to come and talk to us about any issues that you feel may impact on their child’s attendance and we will do our upmost to help. 

5. The responsibility of parents 
· Parents have a duty to make sure that their child receives a full-time education that meets the child’s needs and this includes any special educational needs. 
· All children who are on roll at Harriet House must attend for the entire school day after their 5th birthday until the last day of the term in Year Two. 
· If a pupil is unexpectedly missing from school, we and/or a representative from the Local Authority’s Attendance Management Service will contact his/her parents. This may happen even if a child is only missing for only one day. 
· Parents can be prosecuted if their child is absent from school without what we believe to be good cause. Parents will normally receive warnings and offers of help from the Local Authority and us first and would be expected to engage fully to rectify concerns. 

6. Issues that this policy seeks to address:
· Parents keeping children off school unnecessarily; 
· Truancy before or during the school day;
· Absences which have never been properly explained; 
· Children who arrive at school late; 
· Shopping, looking after other children or birthdays; 
· Day trips and holidays in term time which have not been agreed. 

7. Safeguarding 
· Pupils’ may be at risk of harm if they do not attend school regularly. Safeguarding the interests of each child is everyone’s responsibility and as previously stated, at Harriet House we will consider any attendance issues as safeguarding issues in the context of other policies related to safeguarding, namely: 
a) Safeguarding 
b) Behaviour management 
c) Health and safety 
d) Access to the curriculum (teaching & learning and inclusion) 
e) Anti-bullying 
· The safety and well-being of pupils in our care remains at all times of paramount importance and children who fail to attend regularly will be considered to be “at risk” and appropriate action will be taken, as outlined in this policy. 

8. When may a pupil miss school?
· Parents may only allow their child to miss school if either: 
a) The child is too ill to go in (see information below regarding long term illness). 
b) The parents have received written permission in advance from the school to do so. 

9. Exceptional leave of absence
· Parents are not automatically or statutorily entitled to remove their children from school during term time.
· Parents must obtain permission in advance from the school if they believe that they might need to take their child out of school during term time. They may only do this if: 
a) An application is made to the Head teacher in advance of the requested absence by a parent with whom the child normally lives; and  
b) There are exceptional circumstances for needing to take the child out of school. 
· Only in proven exceptional circumstances will we grant leave of absence and if we authorise such absence, the number of days authorised will be determined by the Head teacher.
· To be authorised, such a circumstance would have to be a unique, one-off situation that had arisen, such as a trauma or sudden death of a relative. 
· Before deciding whether to sanction any leave of absence, we will balance the circumstances presented to us by the parents with the likely impact on the child’s education. 
· Parents may apply for “Leave of Absence” by completing and returning a form available from the school office. 
· Applications should be made as far in advance of the leave of absence as possible and the school reserves the right to refuse permission. Parents can appeal this decision by writing to the Head teacher.

10. Educational visits
· We can ask parents for a voluntary contribution to meet the cost of activities that are considered educational visits. We won’t stop a pupil from attending if parents don’t pay, but may have to cancel the activity if there isn’t enough money to cover its cost. 
· Parents do not have the right to withdraw their children from educational visits organised by us. If however, they are concerned about any aspect of an educational visit, or any other area of our curriculum, they should come and speak to us beforehand so that any issues can be addressed. Failure to attend an educational visit without good reason will be considered an unauthorised absence and may result in sanctions, outlined in this policy being applied to the parent or carer responsible. 

11. If a pupil misses our school without good reason
· School can work with the Local Authority’s Attendance Management Services to use a range of legal powers if a pupil is on roll but not attending school, without what we believe to be a good reason. These include: 
a) Parenting Orders 
b) Education Supervision Orders 
c) School Attendance Orders 
d) Penalty notices 
e) Prosecutions 
· Parents may be given one or more of these orders but prosecution could still be started separately, if we believe it appropriate. 
a) Parenting Order 
This means parents will have to go to parenting classes. Parents will also have to do whatever the court says to improve the child’s school attendance. 
b) Education Supervision Order 
If the school and the Local Authority believe that parents need support getting a child to go to school but that they are not co-operating, an application can be made to a court for an Education Supervision Order. A supervisor will be appointed to help parents and carers make sure that their child attends school. However, the Local Authority can still prosecute you in addition to this. 
c) School Attendance Order 
Parents will receive a School Attendance Order if the Local Authority thinks their child isn’t receiving a suitable education. Where Harriet House is named as the allocated school, the order will require the child to attend our school fully and if he/she doesn’t, parents and carers would normally be prosecuted by the Local Authority. 
d) Prosecution 
This is the most serious sanction and could affect a parent/ carer as it is likely to appear on any DBS (Police check) in the future. Parents could face a fine of up to £2,500, a community order or a jail sentence up to 3 months. If the parents are prosecuted then the court will normally also give a Parenting Order. 

12. If a pupil cannot go to school
· If a pupil cannot attend because of illness or injury for more than 5 consecutive days, our school, the hospital or care setting if appropriate and the Local Authority will offer support to make sure their education doesn’t suffer. Our school’s role is as follows: 
· We will: 
a) Set work for the pupil and offer advice and appropriate support 
b) Let the Local Authority know if the child is likely to be away from school for more than 15 working days 
c) Help the pupil reintegrate at school when they return 
d) Make sure the parents and pupil are kept informed about school events and clubs 
e) If appropriate, encourage the parents and pupil to stay in contact with staff and other children (e.g. through visits or videos) 
· Parents may still ask us to set work for absences of shorter duration. 

13. The Role of the Local Authority 
· If a pupil is going to be away for a long time, the Local Authority will make sure that he/she receives as normal an education as possible. This could include arranging: 
a) Home teaching 
b) A hospital school or teaching service 
c) A combination of home and hospital teaching 
· The Local Authority is also responsible for making sure a pupil: 
a) Isn’t without access to education for more than 15 working days 
b) Has access to education from the start of their absence if it’s clear they’re going to be away from school for long and recurring periods 
c) Receives an education of similar quality to that in school 
d) Receives their minimum entitlement of 5 hours teaching per week, as long as their health allows 

14. Support for medical needs at school 
· We will discuss with parents what medical support could be available at our school and how their child might access any medication that he/she needs. This could be through a care plan, which would normally involve input from the Head teacher or first aider.  
· School staff would not normally have to help a pupil administer their medication unless requested to do so by the Head or Deputy Head teacher, they will have been appropriately trained in advance and written agreement has been granted by the parents. 
· By law, we provide a space for: 
a) The treatment of sick or injured pupils 
b) First aid or medical examinations
· We will immediately attempt to notify parents of any significant illness and/or injury and may require a parent to collect their child from school to provide appropriate care or seek further medical advice. It is therefore essential that parents provide and maintain up-to-date contact numbers. We will also keep a record of the incident and any actions taken. In cases where we feel that a pupil can remain in school, we will ask a member of staff to speak to the parent. We will retain a record of the incident for future reference if required. 
	
15. Attendance monitoring 
· The head teacher will monitor attendance figures on a weekly basis and take appropriate action accordingly. 

16. School procedures 
· If we believe that a pupil has missed school because of a good reason, we will record that absence as authorised. All other absences will be recorded as unauthorised, except where authorised absence has been applied for and agreed in advance, according to the merits of each individual case and subject to the previous good attendance of the child concerned. 

17. Lateness 
· Morning registration will take place at the start of school at 8.30am. The registers will remain open for 20 minutes. The afternoon registration will be at: 1.30 pm.

· Pupils arriving after the start of school but before the end of the registration period will be treated for statistical purposes as present but will be coded as late before registers close. This will be recorded separately with time of arrival and reason for the lateness. 
· If a pattern of persistent lateness is identified, the head teacher will send a letter of concern. If there is no improvement within one week then a second letter will be sent. If there is no sustained improvement in punctuality thereafter, a meeting will normally be arranged with the pupil’s parents and the head teacher to discuss ways forward. This will normally include the consideration of support and/or legal action and monitoring. 

18. Managing absence
· We may talk to parents both informally and formally if we believe there is or may potentially be an issue with their child’s punctuality or attendance. 
a) Persistent Absence 
· A child is currently considered by the Department for Education to be persistently absent if he/she misses 15% of lessons at any point during the school year for whatever reason. This includes illness, injury and authorised absence. Where a persistent absentee is identified, we will call a meeting to address attendance concerns. This will be an opportunity for our school to explain its concerns, the parent to discuss any issues they face and to provide any supporting evidence. An action plan including appropriate support will be agreed and reviewed within a specified period. 
· If a sustained improvement in attendance and/or punctuality is not forthcoming or the parent/carer does not attend, co-operate with the meeting or the subsequent plan, we will be entitled to ask the Local Authority to issue the parents or carers with a fine and/or seek prosecution. 
b) First Day Absence 
· A parent/carer must notify the school by telephoning 10635 200837 or by email @ headmistress@harriethouseschool.co.uk.The parent must keep the school informed of the reason for absence and the likely date of return. 
· The school will invite parents in to discuss the situation with the head teacher if absences persist. We will consider legal action if attendance overall falls below 85% at any point during the school year or a referral to Social Services if we suspect there could be safeguarding issues. 
c) Third Day Absence 
· The parent must continue to keep the school informed of the reason for their child’s absence and the likely date of return. We may make a home visit and ask for medical evidence. 
d) Continuing Absence 
· If the absence continues beyond one week, we will normally make a home visit and ask for medical evidence for this and future absences. See “If a child cannot go to school” above. 
e) Ten Days Absence 
· Any pupil, who is absent without an explanation for ten consecutive days, will be notified to the Local Authority Attendance Management Service. The school will submit details of the actions that we have undertaken during this period. 
· We follow a robust process in order to identify and address poor attendance. This is detailed in Appendix 1 to this document


19. SCHOOL CLOSURES 
· The Head teacher will do everything possible to keep our school open during the school term, however s/he will be entitled to close the school for pupils and/or staff after carrying out a risk assessment, if she believes that keeping the school open may present a risk to the health, safety and/or well-being of the pupils and staff. This decision will not be taken lightly but is likely to be influenced by such considerations as adverse weather conditions, availability of staff, the failure of heating or water supply within the school. This list is not exhaustive. 
· Where the Head teacher decides to close our school, there will be no negative impact on pupil’s attendance records. We undertake to communicate any closure to parents as soon as possible by a variety of media. For this reason, it is essential that parents register their mobile numbers and ensure that these are kept up to date. Any closure will be posted on our website. Please refer to school closure policy.

20. REMOVING CHILDREN FROM THE SCHOOL ROLL 
· We will make what we regard to be reasonable enquiries to establish where a child is and whether it is practical to impose sanctions on the Parents and carers for non-attendance. 
· If we are unable to do this, we will report to the Local Authority that the child is missing from education and considering any safeguarding issues, together with the Local Authority; we will decide whether it is legal and appropriate to take a child off roll. 
· The only other circumstances in which a pupil will be removed from the school’s roll is if: 
a) We have confirmation that he/she has transferred to another school; 
b) We have confirmation of a permanent move abroad; 
c) We have received notification from a parent to educate otherwise; and
d) The pupil is deceased or we are instructed to do so on exceptional medical grounds. 

21. Responsibility 
· Whilst all teaching and support staff is responsible for knowing and implementing this policy, it is primarily managed by the Head teacher. 
· It will be reviewed annually to check that it remains fit for purpose in the context of performance against our attendance targets, changes in the Law, changes in guidelines from the Department for Education, our plans and strategies to improve our school and matters that have arisen during the academic year. 

Monitoring and Review
· The Head teacher along with the Deputy and staff will monitor the effectiveness of this policy annually and, if necessary, make recommendations for further improvements. 
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