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Rationale
Our Attendance Policy reflects the latest guidelines published by the North Lanarkshire Council Education Department and reflects The Scottish Government’s: “Included, Engaged and Involved Policy - A positive approach to the Promotion and Management of Attendance in Scottish Schools”
This policy is designed to enable us to tackle identified attendance issues which are a barrier to learning within Bellshill Academy. We utilise a range of assessment tools, to gauge pupil’s well-being and to attempt to sign post them to interventions, before non-attendance becomes an issue. We use key points of transition to identify future problems to ensure pupils can achieve their potential and contribute to modern society in a positive and sustained destination post school.

United Nations Rights of the Child
As a Rights Respecting School we use the UNCRC articles to guide our thinking behind school policy and practice. We have considered articles 3,28,29,35 and 36 in creating this Attendance Policy.













Aims
The staff at Bellshill Academy believe that regular school attendance is vital to raising attainment and to pupils obtaining ‘rewarding futures’ post school. We are committed to providing a well rounded education which meets the needs of all young people. To this end staff are committed to the implementation of policies and procedures, which encourage young people to attend school on a regular basis; and to ensuring that any problems which impede full attendance are identified and acted upon as efficiently as possible.
Role of the School
· To provide a WELCOMING school ethos and a culture of support and encouragement  
· To provide a SAFE place for our youngsters to learn and develop their talents
· Promote positive attitudes to attendance in children and young people and their families
· To provide a key adult our youngsters can trust and ask for help

Role of the Young Person
· Attend school regularly

· Arrive on time 

· Inform staff of any issues which are affecting their time in school






Role of Parents/Carers
· Be the schools most important partner in supporting your child
· Contact the school either by phone or email on the morning of absence and inform the school how long your child will be off school.
· Reply to text message which will be received period by period with a reason for non- attendance and details of absence (reason and length of time)
· Encourage their child to attend school

· Ensure that their children arrive in school on time and that they are well prepared for the day

· Work with Pupil Support staff to solve any issues relating to non-attendance

· Attend arranged meetings with PTPS or DHT’s


Role of School Office 

· Regular, efficient and accurate recording of attendance

· Update attendance from all parental communication on SEEMIS and alert PTPS of any relevant information received
(Phone calls, Text Messages, Emails, Parent Portal)

· Phone teaching staff classes/PT’s to chase up late registers

· Text messages sent out period by period, 15 minutes after the start of the period

· Send out AM and PM absence sheets to all staff

· Use correct SEEMIS coding for all absence in line with guidance from NLC

· Alert PTPS to TBCs which are active for more than one school day




Classroom Teacher
Classroom Teachers not only play a key role in ensuring accurate recording of absence in a school, but are also the first line in monitoring patterns of explained and unexplained absence in pupils. Findings and any concerns should be highlighted to to the Pupil Support Team EARLY for further investigation. It is only by working together effectively that we can increase rates of attendance and therefore attainment and achievement.

The Role of the Classroom Teacher
· Complete Registers with 100% accuracy every period
· Update Registers ASAP at the beginning of the period and when pupils arrive late to class
· Challenge pupil attendance discreetly and set high expectations
· Alert PS staff early to any poor attendance patterns within your subject
· Use DM time to flag up attendance concerns 
· Do not assume someone else is dealing with an attendance issue you have noticed
· [bookmark: _Hlk106006506]Awareness of the 4 Functions of Non-Attendance namely:
· Avoidance of Negative emotions (Anxiety, Distress etc)
· Escape from aversive/evaluative social interactions (bullying, peer interactions, learning situations in class)
· Obtaining attention/ maintaining proximity to caregivers
· Seeking tangible reward or reinforcement (watching TV, Gaming, Online, meeting Friends)




Lateness
Pupils should report to the office when they are late to school, they should then report to class with a late slip and class teachers should update the register accordingly.
Procedures for Pupils Persistently Late
· For 5 or more lates in a one month period a letter of concern will be sent home.

· If the late-coming continues with a further 5 or more lates within the subsequent month, parents/guardians will be contacted by the Pupil Support Teacher. 
Role of the Pupil Support Teacher
· Manage attendance of all pupils in house group daily, weekly, termly

· Daily Attendance anomalies rota to be agreed at start of each session with DHT. 

· Make contact home for young people who’s absences are not responded to at the end of Day 1.

· Send home attendance letters as appropriate

· Arrange Parental meetings as appropriate

· Provide DHT’s with interventions for specific pupils on request

·  Review attendance procedures regularly with PTPS team and DHT

· To ensure that parents are informed of unexplained absences

· Provide detailed information at school GIRFEC planning meetings with DHT. (Previously called HART)

· Use pupil surveys and other assessment tools to collect pupil views. (Bellshill Academy Pack Produced See Appendix)

· Complete Request for Assistance to support agencies (e.g, Social Work and Children’s Reporter) as and when required.

· Complete NLC paperwork for Part Time Time-Table if/when appropriate. Review 4 weekly with inclusion team
 
· Home visits can be carried out when appropriate. This must be discussed with DHT’s in first instance.

· Arrange Multi Agency/Team Around The Child meetings when required

· Detailed knowledge of the 4 Functions of Non-Attendance, namely:
· Avoidance of Negative emotions (Anxiety, Distress etc)
· Escape from aversive/evaluative social interactions (bullying, peer interactions, learning situations in class)
· Obtaining attention/ maintaining proximity to caregivers
· Seeking tangible reward or reinforcement (watching TV, Gaming, Online, meeting Friends)
Role of the Depute Head Teacher 
· To ensure policy and procedures for the recording of attendance and absences are in place and are implemented

· To monitor and review procedures with the Pupil Support Team

· Co-ordinate the collection of annual data check forms

· Co-Ordinate Assembies (Year Group and House Group)

· To review whole school figures weekly, monthly termly

· Report to HT at SLT meetings

· Chair, Organise, Invite staff to GIRFEC Planning Meetings 

· Awareness of the 4 Functions of Non-Attendance, namely:
· Avoidance of Negative emotions (Anxiety, Distress etc)
· Escape from aversive/evaluative social interactions (bullying, peer interactions, learning situations in class)
· Obtaining attention/ maintaining proximity to caregivers
· Seeking tangible reward or reinforcement (watching TV, Gaming, Online, meeting Friends)







Role Of Partner Agencies

· Contribute to assessment, planning an intervention at Universal level.

· Use GIRFEC processes and work as part of the Team Around The Child. Updates to PT PS when appropriate

· CLD and other 3rd sector partners can provide a link to the home and offer on the ground support when appropriate. This will be in discussion with PTPS and DHT at Attendance Meetings


General Points
All Staff are asked to highlight to the appropriate PTPS:
· Dissatisfaction with explanation for absence

· A pattern of absences building up, e.g. every Friday

· Failure to provide reason for absence. Phone call/Email,

· Prolonged absences

· Suspicious phone calls 

· Frequent lateness

· Frequent medical absences

Latecoming Strategies
· To reduce the number of pupils who are late for school or class

· To reinforce the importance of being punctual in terms of learning

· To reinforce the importance of punctuality in preparation for the world of work

· To clarify the roles and responsibilities of all staff in combating lateness

· To identify strategies to combat lateness

· To ensure consistency of approach throughout the school

Updating Registers
· Information from phone calls is an acceptable basis for making amendments - although staff must be vigilant in ensuring that the information is from a reliable source. If in doubt, consult the Pupil Support Team.
· Advance information about holidays or other absences will be marked on the register in advance by the Pupil Support Team or Office.

Holidays During Term Time
· Permission must be granted for holidays in term time. However, this will only be in exceptional circumstances. On receipt of a letter from parents indicating that they intend taking their child/children on holiday during term time, it should be sent to the Pupil Support Teacher. Registers will be updated after discussion with DHT Pupil Support.
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PRE-SCHOOL


OFFICE STAFF CHECK PRE ARRANGED ABSENCES ON DIFFERENT METHODS OF COMMUNICATION


PUPILS CODED AS REQUIRED AND PT PUPIL SUPPORT UPDATED AS REQIUIRED


CLASSROOM TEACHERS


REGISTERS COMPLETED BY TEACHING STAFF ASAP AT THE BEGINNING OF THE PERIOD 


REGISTERS UPDATED FOR LATECOMING AND CHANGED CODES FOR PUPILS WHO ARE PRESENT BUT MARKED DIFFERENTLY


OFFICE STAFF


COLLATE ABSENCES AND SEND GROUPCALL MESSAGES AS REQUIRED


OFFICE STAFF MONITOR RESPONSES AND UPDATE CODES VIA SEEMIS AS APPROPRIATE


OFFICE STAFF CHASE INCOMPLETE REGISTERS


P1/P7:
- DUTY PTPS WILL CARRY OUT ANOMOLY REPORT AND ACTION AS APPROPRIATE. 
-INFORMATION PASSED ON TO PTPS AS APPROPRIATE


DAILY:
PTPS WILL MONITOR ATTENDANCE AND MAKE CONTACT HOME WHERE NO RESPONSE HAS BEEN RECEIVED


WEEKLY:
PTPS TO UPDATE HOUSE GROUP DATA BASESAND PASTORAL NOTES AS REQUIRED
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