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Tremorfa Nursery School 
Attendance Policy

















Statement of Intent
Tremorfa Nursery School seeks to ensure that all children receive the part time nursery place they are entitled to and believes that good attendance maximises opportunities for individuals.

The school will strive to provide a welcoming, caring environment, whereby each member of the school community feels valued and secure.

All school staff will work with children and their families to ensure each child attends regularly and punctually.

To meet these objectives Tremorfa Nursery School will establish an effective and efficient system of communication with children, parents and appropriate agencies to provide mutual information, advice and support. 





Background
Parents, the school and the LEA share legal responsibilities in respect of school attendance and its recording, The school follows the LEA policy in attendance and registration.

Parents of children of compulsory school age must ensure that they receive an efficient and suitable full-time education either at school or otherwise (Education Act 1993)

LEAs must take steps to ensure that parents are fulfilling their statutory obligations as to their children’s education including, where necessary, by action through the courts (Education Act 1993).

Nursery age pupils are not included in this legal requirement however the principles and practice of the LEA policy are followed at this school to ensure good attendance. It is considered vital that good practice in terms of attendance is established at the earliest possible stage. Nursery pupils are admitted from the term after their 3rd birthday and are offered a part time place either morning or afternoon.




Registration
Although children at Tremorfa Nursery School self register, the school keeps a written attendance register in which, at the beginning of each morning and afternoon session, a pupil is marked present or absent (Pupils’ Registrations Regulations 1956). The attendance shows, whether in the case of pupils of compulsory school age, an absence is authorised or unauthorised. 

Aims
· To establish good patterns of attendance at the earliest stage in the child’s education.
· To ensure all children receive their entitlement to part time nursery education.
· To improve attendance and punctuality of all children.
· To work with parents, governors and the community to ensure that good attendance is a priority.
· To provide advice and support for parents, carers and to develop positive communication between home and school.
· To recognise individual needs of children.
· To promote effective partnerships with other services and agencies to improve attendance.

The school publishes in the prospectus and starter letter specified information on absence. A leaflet has been developed for parents outlining the importance of regular attendance at Nursery.

Class Registers (one per POD group per session)
A member of staff marks the class register at the start of each session. This information is transferred onto the Arbor electronic system. The weekly registers are printed out and filed.

A copy of the different categories for authorised absence is listed with the register. If it subsequently appears that one of the letters listed is appropriate it must be inserted in the circle. Parents are informed that they must tell the school why their child is absent.

If parents know in advance that their child will be absent from school they are asked to complete an absence information form in advance and give it to the Headteacher (see Appendix B).

Children who are late should be marked with a circle adding L later. A child should be marked late if s/he arrives after 9:15am and after 1pm. Lateness is unauthorised absence.

Registers are totalled weekly. Every child will have a half termly total attendance. Authorised and unauthorised absences should be totalled the following week to allow time for explanations to be given.

At the end of each half term, every child’s attendance is totalled and analysed. Where attendance is poor (under 93%) parents are sent a letter (Appendix A) reminding them of the importance of good attendance. Records are kept of half-termly attendance. Attendance records are forwarded to the children’s primary school to alert receiving schools to patterns of poor attendance. 

If children are on the child protection register the named social worker is contacted if the child fails to attend school.

If children are not in school without explanation, the parents will be contacted by the office staff to establish the reason for the absence. Absence is always followed up.

In cases of continual or prolonged absence the Headteacher contacts the family, the Health Visitor and/ or the Attendance Officer based at Willows High School. 

If a child is absent for 1 week without explanation then the parents are contacted again by the Headteacher or Class teacher. If no satisfactory explanation is given, the parents are informed that their child’s name could be removed from the register as the school has a waiting list of children awaiting admission.

Registers show the names, date of birth, address and telephone number of all children in the group. This information is kept up to date at all times. 

The percentage school attendance data is discussed with governors and is part of the governor’s annual report to parents.


Home/School
Parents/carers are given information about the importance of regular attendance in the school prospectus and also by means of leaflets and displays. Parent/carers are spoken to individually if there are any concerns about absences and help and support are offered if at all possible. 

The school has a well established practice of working with health visitors, children’s services and other professionals to improve child attendance.

Parents/carers are informed on entry and in the school prospectus that their child is expected to attend for five sessions a week unless they are ill. They are also informed of the importance of arriving on time.

Roles and Responsibilities
The Headteacher and teachers are responsible for marking the registers each day. The school clerk is responsible for collating the attendance figures and calculating the termly percentages.
The Headteacher has overall responsibility for monitoring attendance and working with parents/carers to improve attendance,

Equality
All children regardless of race, gender, culture, religion, background or ability/disability have equal access to Tremorfa Nursery, as outlined in the school’s Equality Policy. All children allocated a place by the local authority have the right to attend the school on a part-time basis from the term after their third birthday.
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																																				Tremorfa Nursery School
									Mona Place
									Tremorfa
									Cardiff CF24 2TG
									Tel: 029 2046 2581
									Fax: 029 2045 1658

Dear Parent of _____________________

We have just looked at our registers for last half term.  We write to parents when their child’s attendance rate is lower than we would like. There may be a good reason why their rate is low (e.g. they may have been ill) but we still think it’s important to let you know.

Last half term your child attended ____% of the sessions. The government target is that children should attend at least 93% of the sessions.

When your child misses school they are missing out on time to learn new skills, to gain confidence and to make friendships.

Your child should not come to school if they are unwell but it is very important that you let us know why they are not in school.

If you are concerned about your child’s attendance, or any aspect of school life, please do pop in and speak to us. Hopefully if we work together we can ensure that your child’s attendance rate is higher for this half term.

Yours,

Mrs Sam Jones
Headteacher 
[image: ][image: Eco Schools Wales - Welcome][image: ]
								   HEADTEACHER:  S.Jones 





Appendix B











Absence Information Form

Your child should be in school everyday. If you know your child will be away from school, please fill in this form.

Child’s Name: 

Reason for absence:




My child will be absent from school from:


My child will return to school on: 





Parent signature:							Date:

Headteacher signature:



Your child should be in school everyday. If you know your child will be away from school, please fill in this form.

Child’s Name: 

Reason for absence:




My child will be absent from school from:


My child will return to school on: 





Parent signature:							Date:

Headteacher signature:
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