Attendance Procedures

Rowans
Primary Every day counts « Every pupil matters

@ School Times '.‘ Attendance Information

C'f Expect

g Aspire to high standards of attendance from all
Session Secondary Primary pupils and parents/carers and build a culture where
Start of session 8:40am 8:50am Strategic Lead Attendance Admin ell can, and want to, be Inischool and ready to leam

. - - ] by prioritising attendance improvement across
Mlommg registration closes 8:45am 9:15am Mrs Fiona May Rebecca Jones the school.

(class registration) Principal Attendance and welfare lead h o hild %
Registers close (morning) 9:15am 9:20am The school expects children’s
- attendance to be at least 96%.
Afternoon session start 1:25pm L-90pn] (Mop— ugs)
12:30pm (Fri) N A ... E P
— \-’ Promotion Ay Signposting
Afternoon registration closes 1:300m 1:10pm (Mon-Thurs) , ) ) i
(class registration) 20p 12:30pm (Fri) « Assemblies and social media. o Allnew pzlarents are signposted
« Rewards for 100% attendance, to the policy and Attendance
Registers close (afternoon) 14:00 1:30pm (Mon~Thurs) most improved attendance information at preadmission
12:30pm (Fri) J and highest house attendance. and on the school website.
\

Q Pupil Absence Procedure

0 Second Wave Third Wave Fourth Wave e Fifth Wave Sixth Wave

First Wave

o

information (sick, appointments etc).

Secondary: wake up calls to

pupils’ day sheets for first day
calling procedures.

Welfare and Attendance Lead,
Principal and Head of Primary.

attempt to make contact again.

carers or emergency contacts:
“Your child has not arrived at school.

» Secondary & Primary: check « Secondary: form tutors update « Morning attendance meeting . g'}ﬁz ;f;irg a‘l‘;iansgn:r g:g i(IJ Sn cs; : ;;ra:’u;:::ivknh b olreasonifor « Identify pupils through the
work phone and enter parent registers and hand in missing (Secondary & Primary) between the way but never arrived, absence, send text to parents/ third and fourth wave.

« Use attendance data to

identify patterns of poor
attendance (individual and
cohort level) and resolve

No answer - chase every 30 mins ’
or at an appropriate time.
On way - note ETA on day sheet

b.

.
Day sheets annotated to show ’- Actions recorded and set. ’
who is on way, refusing, unwell etc. o

known pupils. Please contact the school immediately

« Secondary & Primary: review with reason for absence or a police

part-time timetables and enter with comments in registers. (secondary). “ welfare check may be made.” before they become
into registers. « Investigate primary transport o If social care/family help involved entrenched.
issues (primary staff/SENCO). and not in school (refusing or
no answer) update social worker/
family help worker. By whom
By whom whom Y
By whom By whom y By Welfare and Attendance Lead,

By whom
Welfare and Attendance Lead,
Principal and Head of Primary

Welfare and Attendance Lead,
Principal and Head of Primary

Welfare and Attendance Lead,
Principal and Head of Primary

Welfare and Attendance Lead Welfare and Attendance Lead

Form tutors and teachers
or the Principal

L J
% Key Responsibilities .||| Ongoing Monitoring & Support % Additional Notes
All staff Support and promote good attendance. , Persistent and severe absence « Pupil absence information is checked daily
— 3 ; = S e (Principal). (including part-time timetables).
Office staff / Principal e o Most improved week on week o Persistent and severe absence is rigorously monitored.
Principal Weekly analysis of persistent and severe House team analysis (Welfare and Attendance Lead / * Actions are recorded and set at key meetings.
i attendance; overall responsibility. Principal). « Swift action is taken if patterns of poor attendance
Analyse attendance in house teams, ; Share attendance information Sergs:
:Vngtl'f;re Iand Attendance Lead / mostyimproved ealee sk Weekly pupil form reports with parents, carers, encourage o Open dialogue with pupils and families throughout
pa improvement. the process.
Form tut Monitor and update registers; weekly pupil ¥ Parents contacted where there is o Use of Arbor for pastoral notes and contact
o ors form reports; contact parents where needed. Individual contact concern Igabout attendance or information.
punctuality. i i
Welfare and Attendance Lead / - ¢ The school expects children’s attendance to be at least
Form tutors / Teachers / Principal Identify patterns; use data to resolve issues. Used fi{ dialogrltje (i:/r\}d;fndugo; 96%.
in weekly reports (Welfare ani 2 e "
e Y ) Weekly attendance data AEndancolead iFermitutors / * Weekly attendance data provided to initiate dialogue
nior IT technician g - Teachers / Principal). and for inclusion in the weekly reports.
. D B 2N J

_ Attendance matters - every day counts _



