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Key aims:

- Promote good attendance

- Reduce absence, including persistent and severe absence

- Ensure every pupil has access to the full-time education to which they are entitled

- Act early to address patterns of absence

- Build strong relationships with families to ensure pupils have the support in place to attend school.
Attendance at Hawkinge Primary School is monitored closely. Staff take registers at 8:45 each morning and registers are collected to check absences. Registration is currently completed on a paper based format and is then entered weekly onto SIMS (a computer based School Monitoring System). 

Registers are closed at 9:00 and any child arriving in school after this time will be marked as absent using the appropriate code. If a child arrives after 8:45 but before the register has closed they will be marked as late, using the appropriate code.
Parents are directed to ring the school to inform of a child’s absence or leave a message on the school answer phone each day their child is absent. Parents who have not notified the school of a child’s absence are contacted after 9:00 a.m. to check the child’s whereabouts. The Headteacher and Deputy are both on the school gate from 8:30 until 8:45 each day and after school to follow up any attendance concerns. 

Attendance and absence data are analysed regularly to identify pupils or cohorts that need additional support with their attendance. Attendance figures are shared at parent meetings and are included with end of year reports. There is a particular focus on those children whose attendance is under 90% (persistent absentees) and severely absent pupils (less than 50% attendance).

Letters are sent to parents of children who have poor attendance stating how many sessions of learning they have lost. This is reviewed every term and letters are sent out on an individual basis, taking into account reasons for absence and duration of absences.  Accompanying the letter sent home is a print out of their child’s attendance from the beginning of the academic year.
Attending a medical or dental appointment will be counted as authorised, however, we encourage parents/carers to make medical and dental appointments out of school hours where possible.
Taking your child/children out of school during the year risks their chances of achieving their full potential in school; it can also unsettle your child and friendships that they can make in school.

If there are exceptional circumstances for absence this must be requested in advance in writing (a form is available to be collected from the school office) and agreement to any request is at the discretion of the Headteacher, acting on behalf of the Governing Body. 

Legal sanctions
The school or local authority can fine parents/carers for the unauthorised absence from school, where the child is of compulsory school age. If issued with a fine, or penalty notice, each parent/carers must pay £60 within 21 days or £120 within 28 days. The payment must be made directly to the local authority.
Penalty notices can be issued by a headteacher, local authority officer or the police.
The school promotes good attendance with children given attendance certificates at the end of the year for excellent attendance. Children are also rewarded with stickers for improved attendance. 
………………………………………………………………………………………….

The designated senior leader responsible for attendance is Paul O’Brien and he can be contacted on 01303 892224 or at enquiries@hawkinge.kent.sch.uk 
The link governor for attendance is Steve Smith, who monitors attendance figures for the whole school, reviewing and challenging attendance data.
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