BISHOP VESEY’S GRAMMAR SCHOOL
Attendance and Punctuality Policy

Review prepared by:

Head Teacher

Review date/by whom

Learning and Teaching Committee
October 2016

School’s next review date/by whom:
Signed by Chair of Learning and
Teaching Committee:

Autumn 2017 by Learning
Teaching Committee

and

Bishop Vesey's Grammar School
ATTENDANCE AND PUNCTUALITY POLICY
INTRODUCTION:
BVGS is a successful school, with each individual playing their part to make it so.
We aim for an environment which enables and encourages all members of the
community to reach out for excellence. For the young people in our care to gain
the greatest benefit from their education it is vital that they attend school
regularly.
Every student is expected to be at school, on time, every day the school is open,
unless the reason for absence is unavoidable.
Why is regular attendance so important?
Any absence affects the pattern of a student’s schooling and regular absence will
seriously affect their learning. Any student’s absence disrupts teaching routines
so may affect the learning of others in the same class.
It is a parent/carer’s legal responsibility to ensure a child’s regular attendance and
punctuality at school. Parents/carers who take their children out of school during
term-time without the school’s authorisation, or beyond an agreed date, risk:


losing their child’s place at this School



being taken to court and fined, or being given a fixed penalty notice



their child’s future through missed learning and lower achievement



their child feeling left behind or left out

Promoting regular attendance:
Helping to create a pattern of regular attendance is everybody’s responsibility,
parents/carers, students and all members of the school staff.
To help us all to focus on this:


Details on attendance will be published regularly to all members of the school
community – Headteacher’s Newsletter.



A Registration Certificate will be sent home with each academic report to
parents/carers. This will inform parents/carers about how their child is
performing in school, what their attendance rate is and give guidance on how
this relates to their attainment.



The school will celebrate good attendance by displaying individual and class
achievements.



The school will reward good attendance by awarding:
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an end of year certificate for those students achieving 100%
attendance throughout the year.

Understanding types of absence:
Every half-day absence from school has to be classified by the school (not by the
parents/carers), as either AUTHORISED or UNAUTHORISED.
Therefore
information about the cause of any absence is always required, preferably in
writing.
Authorised absences are mornings or afternoons away from school for a valid
reason like illness, medical/dental appointments which unavoidably fall in
school time, emergencies or other unavoidable cause.
Unauthorised absences are those which the school does not consider reasonable
and for which no 'leave' has been given. This type of absence can lead to the Local
Authority using sanctions and/or legal proceedings. This includes:


parents/carers keeping children off school unnecessarily



truancy before or during the school day



absences which have never been properly explained



children who arrive at school too late to get a mark



shopping, looking after other children or birthdays



day trips and holidays in term time which have not been agreed.

Reluctance to attend:
Whilst any student may be off school because they are ill, sometimes they can be
reluctant to attend school. Any problems with regular attendance are best sorted
out between the school, the parents/carers and the child. If a child is reluctant to
attend, parents/carers are advised to seek guidance and support from the
student’s Head of Year in the first instance. It is never better to cover up their
absence or to give in to pressure to excuse them from attending. This gives the
impression that attendance does not matter and usually make things worse.
Persistent Absenteeism (PA):
A student becomes a ‘persistent absentee’ when they miss 20% or more schooling
across the school year for whatever reason. At BVGS we choose to monitor and
intervene at 10% in order to maintain high standards of attendance. Absence at
this level is doing considerable damage to any student’s educational prospects and
the school needs the full support and co-operation of parents/carers to tackle this.
We monitor all absence thoroughly. Any case that is seen to have reached the PA
mark or is at risk of moving towards that mark, is given priority and you will be
informed of this immediately.
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PA students are tracked and monitored carefully through the school’s pastoral
system.
All PA students and their parents/carers are subject to an action plan. The student
is set targets to support them to improve attendance, and monitored to chart
progress. All PA cases are also automatically made known to the Children, Young
People and Families department of Birmingham City Council.
Absence Procedures:
If a student is absent parents/carers must:


Contact the school as soon as possible on the first day of absence;

Then either:


Send a note in on the first day the student returns with an explanation of
the absence, even if the parents/carers have already telephoned the
School;

Or:


Call into school and report to reception to explain the absence. Again this
must occur even if the parents/carers have already telephoned the school.

If a student is absent the school will:


Telephone or text the parents/carers on the first day of absence if no
parental contact is made by 09.00am



Contact parents/carers to discuss the situation with the relevant Head of
Year or Senior Head of Year, if absences persist;



Refer the matter to the Children, Young People and Families department
of Birmingham City Council if attendance moves below 90%.

The Children, Young People and Families department of Birmingham City Council
(BCC)
Parents/carers are expected to contact school at an early stage and to work with
the staff in resolving any problems together. This is nearly always successful. If
difficulties cannot be sorted out in this way, the school may refer the student to
BCC. They will also try to resolve the situation by agreement but, if other ways of
trying to improve the student’s attendance have failed and unauthorised absences
or lateness persist, these Officers can use sanctions such as Penalty Notices or
prosecutions in the Magistrates Court. Full details of the options open to enforce
attendance at school are available from the school.
Alternatively, parents/carers or students may wish to contact BCC themselves to
ask for help or information. They are independent of the school and will give
impartial advice. Their telephone number is 0121 303 1888.
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Lateness:
Poor punctuality is not acceptable. If a student misses the start of the day they
can miss registration with their form tutor and not have access to vital information
and news for the day. Further, they can miss work from lessons and this can limit
their learning and performance. Late arriving students also disrupt lessons which
can disrupt the learning of other students.
How we manage lateness:
Morning Registration
8.40am

School opens. Students will make their way to their form rooms.
Late Arrivals before the end of registration



The deadline for students to be present is 8.45am



Students arriving after that time will be marked late.



Students arriving between 8.45am and 8.50am will be marked late,
by marking both the [A] and the [P] spaces on the Daily Registration
Sheet.



Students move to Period 1 at 8.50am.

There must be a mark against every student’s name.
The plastic registration wallet should be returned to the reception desk by 8.55am.
8.55am

Start of Period 1. Students will be at their first lesson of the day.
Late Arrivals after morning registration



Students arriving after 8.50am will report to the reception desk and
fill in a Late Arrival Slip, under the supervision of the Receptionist
who will record the time of their arrival at school and the reason
for the lateness.



At 9.20am the register will be closed. In accordance with the
Regulations, if a student arrives after that time they will receive a
mark that shows them to be on site, but this will not count as a
present mark and it will mean they have an unauthorised absence.
An absence note will be requested from parents/carers.



Students who have attended a doctor/dentist/medical
appointment will be given an M mark after staff have received a
letter/note from home.



If a student arrives late to a lesson, staff are asked to ensure that
the student has signed in.



The receptionist will place a late slip in the students register wallet.
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Sanctions for Lateness.


Every 2 weeks our registers are analysed by the main school office for
attendance and punctuality. The summary is the shared with the Assistant
Headteacher in charge of Attendance who will arrange either a warning
meeting or a detention as follows. Parents will be informed by school coms.
All lateness is shared directly with form tutors and Heads of Year every 2
weeks. These staff are expected to follow up any queries with parents at
this stage.



If a student has a persistent late record (ten or more lates) the relevant
Head of Year will meet with the student to set targets for improved
punctuality, and make contact with parents/carers to outline the concern.
The school will refer the situation to BCC to help in resolving the problem.



If a student continues to be late after targets have been set for expected
punctuality, the student and their parents/carers will be asked to meet
with the relevant Head of Year and/or the Senior Head of Year along with
BCC to set targets and discuss the necessary support needed to resolve the
problem.



Parents/carers can approach the school at any time if they are having
problems getting their son or daughter to school on time.
Warning Meeting.


Any student who has double figure of lateness since the start of the
school year and one late in the past 2 weeks will be called to a
warning meeting with the Assistant Headteacher in charge of
Attendance.

Detention.


Any student who has double figures of lateness since the start of
the year and has more than 1 late in the previous 2 weeks will need
to attend after school detention with the Assistant Headteacher in
charge of Attendance.

Afternoon Registration:
2.05pm

Students are whistled in by the lunchtime supervisors and duty
staff so that they can collect their books for afternoon school.

Registrars will be on duty until 2.25pm with the form they are responsible for
during extended registration days only.
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Assemblies and Meetings 2015-16
ASSEMBLY in
BIG SCHOOL

MEETING in
OLD BIG
SCHOOL

GAMES

MONDAY

11

7

10

TUESDAY

L6

8

9

WEDNESDAY

7&8

10

Senior

THURSDAY

9 & 10

11

8

U6

9

7

FRIDAY

EXTENDED
REGISTRATION

At all other
times for Y7-11

For assemblies:


Students will be in place in Big School and registered by 2.10pm
ready for a prompt start.



Students arriving after 2.10pm will be marked late as for morning
registration.



Students will be seated according to the form tutors' seating plan
so any absent students are easy to spot.



The form tutor will complete the register before assembly and send
it to the school office immediately after assembly.

For Games sessions:


See appendix 1

For normal afternoon registration:


Students will be in their forms and registered by 2.10pm.



Students arriving after that time are late.



Form tutors will use the afternoon registration period to chase up
any late arrivals from the morning and add the [P] to the [A] if
appropriate.



Registers are be returned to the school office.

Absences in Term Time:
Request for future absences of part of a school day for medical appointments etc
should be made in writing to the form tutor.
Requests for future absence of other types should be made, well in advance, in
writing to the Headteacher. This includes holidays and religious festivals.
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Taking holidays in term time will affect a student's schooling as much as any other
absence. The school expects parents/carers not to take students away in school
time. Financial savings made by taking a holiday in school time are offset by the
cost to a student's education. There is no automatic entitlement in law to time off
in school time to go on holiday. It is important that parents/carers understand
that leave will only be granted in exceptional circumstances.
Any period of leave taken without the agreement of the school, or in excess of that
agreed, will be classed as unauthorised and may attract sanctions such as a Penalty
Notice.
School targets, projects and special initiatives:
The school has targets to improve attendance and each student has an important
part to play in meeting these targets.
Targets for the school and for classes are displayed in the school.
The minimum level of attendance for this school is 97% attendance.
The school will keep students, parents/carers and staff updated regularly about
progress to this level and how each student’s attendance compares.
Throughout the school year the Heads of Year and Senior Head of Year will monitor
absences and punctuality to identify where improvements need to be made.
Those people responsible for attendance matters in this school are:
Each form tutor
Heads of Year 7-13
Assistant Headteacher in charge of Attendance
Deputy Headteacher in charge of Learning and Teaching
Summary:
The school has a legal duty to publish its absence figures to parents/carers and to
promote attendance.
Equally, parents/carers have a duty to make sure that their children attend.
All school staff are committed to working with parents/carers and students as the
best way to ensure as high a level of attendance as possible.
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