Why is attendance and punctuality important for my daughter?
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Parents have a legal duty to make sure their child attends school as defined in the Education Act 1996. They also have a responsibility to ensure that their child arrives on time, properly dressed in a condition to learn.  In the interest of your daughter’s safety, we must know where she is at all times of the school day.

What should I do if my daughter is absent or late to school?

· Let the school know at the start of the day, by telephone or by sending a note with siblings that a child is ill or has any other reason for absence. The school should be informed again if the absence is likely to continue

· Provide a note or medical certificate to confirm the reason for absence

· Apply in advance for permission for any exceptional reasons for absence

· Where possible, make doctor and dental appointments outside school hours

· Look in their child’s planner for messages from the school

· Talk to their daughter about the importance of attendance and punctuality
If there are any concerns with your daughter’s attendance, you can contact the School Home Support Worker, or Attendance and Welfare Adviser, who will advise you on how the school can support you.  All staff can be contacted through the school telephone number.  
A student who attends 95% (which means she has half a day off per week), will potentially achieve at least one GCSE grade below her ability.  This will remain true even if she works very hard the rest of her time at school. 
EVERY STUDENT SHOULD AIM FOR 100% ATTENDANCE

Good attendance is vital for good progress at school.  Every term, your daughter should aim to go up one level on the chart or, better still, stay at the top. 
At CFGS, we use an automated system to contact parents/carers via text message or phone call if students are absent from school without a reason.  Please ensure that you update the school with your phone numbers if they change.

CFGS Attendance Policy

School attendance aims

In order to gain the most benefit from education, students must attend regularly and punctually. Central Foundation expects all of its students to attend regularly and punctually to:
· Allow students to reach their full potential

· Reduce the level of truancy and unauthorised absences

· Ensure the health and safety of students

Authorised absence
Absence is authorised when a student has been absent and the school accepts the reason given by the parents/carers.  Only the school can authorise absences.

Unauthorised absence
Unauthorised absence is either when a student has truanted from school or when the reason for absence is not accepted.  Examples of unauthorised absences are:
· Interpreting/translating for family or friends

· Staying at home, e.g. for a delivery or the electricity or gas company

· Spending a long weekend away

· Shopping

· Going to the airport

· Visiting relatives

· Looking after siblings
· Caring for parents/other family members
Central Foundation expects that family holidays be taken during school holiday periods.  Following government guidance, requests to take leave during term time are not granted. In exceptional circumstances, a form for making such requests is available from the School Office.  If a student takes leave which is not authorised, or extends after the authorised period, the students name will be removed from the school roll on the 21st day of absence.

Registration

Students are expected to be on school site by 8.40am at the latest and are expected to be present for registration.  Any students arriving after this will be marked late.  Students arriving after 8.45am must sign the late book.  Registration also occurs at 1.40pm and students will again be marked as late if they arrive after this.
Parents’/carers’ responsibilities
Parents/carers have a legal duty to make sure that their child attends school as defined in the Education Act 1996.  They also have a responsibility to ensure that their child arrives on time, properly attired and in a condition to learn.

Parents and carers should:
· Let the school know at the start of the day, by telephone or by sending a note with siblings that a child is ill or any other reason for absence.  The school should be informed again if the absence is likely to continue

· Provide a note or medical certificate to confirm the reasons for absence

· Apply in advance for permission for any exceptional reasons for absence

· Where possible make doctor and dentist appointments outside of school hours

· Look in their child’s planner daily for messages from the school

· Talk to their daughter about attendance and punctuality

Students’ responsibilities
Students should:
· Attend school every day

· Arrive both for school and for lessons on time

· Attend wearing the correct uniform

· Attend all lessons whilst in school

· Take part in lessons

· Bring any difficulties to the attention of the Form Tutor or Head of Year

School responsibilities
To improve and encourage attendance and punctuality, Central Foundation will:
· Provide a quality curriculum so that students enjoy learning and want to come to school

· Provide for the needs of all students

· Follow-up all unexplained or unauthorised absences with parents/carers

· Provide support to students experiencing difficulties

· Provide a re-integration procedure or programme for students who return to school following a prolonged absence

· Contact parents/carers if there are causes for concern

If a student continues to have with unauthorised absences, the Head of Year will refer the student to the Attendance and Welfare Adviser.  The Attendance and Welfare Service requires the school to refer students whose attendance and punctuality falls beneath certain standards.  The school will also discuss with the Attendance and Welfare Adviser other students whose attendance may be cause for concern.

The Attendance and Welfare Adviser (AWA) will:
· Write to the family

· Visit the family

· Provide support and information to families in need

· Issue Court Warning Letters

· Pursue Court Action

Students will also be referred to the Attendance and Welfare Adviser for continued lateness.

Rewards and incentives

Central Foundation will recognise good and improved attendance through:
· Praise

· Form Tutor acknowledging improved attendance/effort

· Public acknowledgement in assemblies

· Certificates for improved attendance and punctuality

· Certificates for 100% attendance and punctuality

· Presentations of awards

Governors’ policy on holidays and leave during term time

Holidays

Parents are expected to arrange holidays during school holiday periods when children can enjoy them without their education being disrupted.  The Tower Hamlets policy is that holidays in term time should not be agreed.

Other Reasons

Requests for leave in term time for other reasons should only be agreed in exceptional circumstances and for the shortest possible period.

The Governing Body has authorised the Head Teacher to act on its behalf.  The governors also expect applications for leave in term time other than for holidays to be refused.  In exceptional circumstances discretion may be appropriate, although this will very rarely happen and no more than 10 days will normally be agreed.

Applications

Parents must complete a form available from the school at least 10 days in advance.  They should provide supporting evidence of the exceptional circumstances and why the leave must be taken in term time instead of in the school holidays.  All applications will be considered carefully, including how the pupil's educational progress could be affected.

Where the request for leave involves travelling abroad, parents are asked to produce the return tickets before leave is approved. 

Losing the school place

Parents are responsible for returning their child to school on time.  After 4 weeks’ absence, the pupil's name will be removed from the school register.  Parents will then have to re-apply for admission when they return but it may not be possible for the pupil to return to this school.

Permission for extended holidays for students is usually refused. However, if you have any issues regarding extended leave or would like a form, please contact Ms Ruba Talukdar (Parent Outreach Worker) on rtalukdar@central.towerhamlets.sch.uk or on 020 8981 1131 x319.
