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SChOOl 90'765 oPen Ol’ 8:300m. NUI"SGI‘H Chilclren enter via H1e NUFSGFH GO[’G. Recephon ITO Year 6 Children

enler via the main school 90Le. Recephon children & children handmg in mobile Phones to the school Office enker

SChOO[ Hwough I?he front dOOF. AH oH‘»er children enter $C|’100|r H”H’Ol)gl’l H1e Plaﬂground. Chilclren come in}o SChOOl,

unpack their bogs and lake Park in "eo,rltj work” aclivities. The goles close ol 8:45am.

Lo}e I'O SChOOl

Registruhon starts of 8.45am and finishes at 855am.
I]: a child arrives belween 8:30am and 855am H'teg will be marked as Presenf

From 8:550,m children o,rr'w'mg are required |:c be signed infc Hw school via Hle school oHice and are

recorded as being late (L).
Children arriving aﬁer qam are recorded as orriving o,fter Hw registers ho,ve closed (U).

The school will monitor late marks for individual children and will conlact and suPPork Parents/Carers

in ensuring that the child arrives fo school on lime.

I]f a Child is late due kO dockors/medical OPPOianenk, Parenks/Carers should ma|<e H*»e SChOO[ aware OJ.'

this.

Absence reporhnq, [irsl daq cauinq & sopequordinq

I]: your child is 9om9 to be absent from school, if is vital that you inform the school bH ca“ing the

schoo[ oHice

as earlg as Possib[e (before 9.300am) to let the school know your child will not be in school — 01534
730657,

This needs lro be done every dog of absence (un[ess your child is odmiﬁed Lo hospﬂral, or has a long—

kerm i[[ness—relaked absence fora Period of Hme —in Hlis 'mskcmce you do no|: need ko ring every daa).

If your child is no} in school and we have nol? had a Phone ca” bH q300m, Hwe school wi” conl?ac} you
ko flnd ou[ whH your child is nok in school.

Where no COﬂtOC'? is made Hw SCl’IOOl Wi“ EFH EO mo,I(e COﬂtOC'? |:|'1rou9h OHIGF COHEOCE numbers held

Where Htere conhnues [o be a [ack of conkact voice messages, e-mai[s and home visiks from H'le a”cca[ecl

Educahon We[fo,re Officer (EWO) wiH be conducted.
Where there are ongoing concerns, safe and well checks will be conducted 53 the EWO/Police.

Lote collechon Ql' Hw end 0’[: Hw SCI‘lOOl dag or o’pler SCI\OO[ even}s

The school dag ends at 3Pm and children should be collected on lime. Parents/carers will be g‘wen 10
minukes grace ak the end of the school daH bo colleck their child/children. Af}er this ime, children will be
taken to the main school OJTJ.‘ice for collecion.

When children are collected from the main school office, this will be recorded as making a lale
colleclion.

We accepl that on rare occasions a Parenf/carer may be lake to collect their child due o unforeseen
circumstances. When these times accur, it is exPecked that Parenls/carers would inform the school bﬂ

cauing Hw school oHice.
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o Tlis nol the dukﬂ of the school o Provicle childcare aﬁer the end of the school doH and where lale
colleclion is a regular occurrence, records will be maintained bﬂ the school, concerns discussed, and if
the Freedom /\chvitg Club (Aﬁer school Provision) is used their hourlg charges will be aPPliecl (this will

lfake PlOCG repeakecl recorded l0|76 COHGCITiOHS).

Leave of Absence Requesl

o Al Parenl?s/carers musk complete a Leave of Absence’ form, in advance of any known and Plannecl
leave before the intention take their child out of school. This can be done bg comPlehng and re}urning a
leave of absence form or using the online form via the school website.

® |eave of absence requesks can onlg be made bg the Parent/co,rer with Parenfol righfs. Itisan
expec}ahon of St Luke's school that a leave of absence shall nol be grcmted in ferm kime unless there
are excePHono,l circumstances.

® S} lLuke's school encourage quenks to make oppointments ouk of school hours. Where this is not Possib[e,
H‘LGH should gel the school's agreemenk in advance and the Pupil should oan be out of schaol for the
minimum amounk of time necessary for the appomlmenf

® When a child has had continuous sessions of holidag unauthorised absence the school has o du}H bo

moke a referral kO H*»e EdUCOHOH Welfare OJIJCiCCF (EWO)

Roles and Responsibili[ies

ImProvmg aHendance is evergone,s responsibi[ikﬂ. The barriers ko accessing educahon are wide and complex, l)OHI
wiHmm and begond school, and are oﬁen sPecific Lo individua[ Pupils and Fami[ies. Good a%endance begins WiHI
school be‘mg somewhere Pupils wank [o be and Hlerefore Hw foundahon of securing good aHendance is Hw,l

SCl’IOOl is a Cle, order[}j, SOI.'C, 0]’1(1 SUPPOFHVC environment where G“ PUPilS are |<een cmd readg EO [eo,rn.

Parents/carers: Where Parents/carers decide to have their child regiskered at school, HmeH have an addilional
legal dukﬂ to ensure their child altends thal school regu[arlg. This means their child must altend every daH that
the school is open, exceP[ in a small number of allowable circumstances such as being too ill to altend or being

given Permission for an absence in advonce from H'le school.

Parents PlaH a cruciol role in suPPoang aHendance. Their invo[vemenl and commilmenl ko Hleir child‘s educahon

can have a significank impacl on oHendonce rales.

o Eslablish a Rouline: Parents should establish a dailﬂ routine that includes regular school altendance.
Consiskencg in bedlime rouhnes, waking up. geHing readH for schoo[, and arrivin9 on lime helps children
develop 9ocd aktendance habils.

o Communicale with the School: Establish open lines of communicakion with the school. Inform the
schaol PromPHH if your child is going to be absent due fo illness or other reasons. This helps the school
|<eep accurate altendance records.

o FEnsurea Heol”‘;g Lij:estgle: Promate 9ood health pro,chces, ‘mclud‘mg proper nulrilion, regular exercise,

and adequake sleep. A hea“hg child is less likel3 to miss school due to illness.
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Posilive Alilude Towards Educalion: Encourage a Posiﬁve altitude towards educalion. Discuss the
value of schaol and the opporlumhes it Provides for the child's future.

Sel ExPeclohons: Clearlg communicate your expeckahons about altendance ko your child. Emphasise the
imPorkance of aHending school regu[ar[g and on lime.

Be Involved in Homework: Suppork your child’s [earning bg showing inkerest in their homework and
school assignmen}s. Provide a quiek, conducive space for homework.

Altend Parent-Teacher Meehngs: Porticipoke in Parent-teacher meehngs. These Provide an oPPorluni}H
bo discuss your child’s progress and address any altendance or academic concerns.

Monitor Progress: Keep brack of your child's progress and akendance. Be aware of any sudden changes
in attendance PaHerns that may signal under[ging issues.

Address Buuﬂing or Sofelﬂ Concerns: If your child is exPeriencing buuging or so]:elﬂ concerns ok
school, take the issue serious[g. Communicake with the schaol to ensure a safe and supporhve
environment.

Promole a Love for Learning: Encouroge curiositg and a love for learning. Explore educational
achivities and resources oulside of school fo sPo,rk your child’s interest in differen} subjecl‘s.

Lead l)g Example: Demonstrale the importonce of commilment and responsibi[itg bH be'mg Puncl‘ual and
dependab[e in your own dailg achivikies.

Sl‘ag Informed: Sl‘ag ‘mformed aboul school Po[icies and altendance 9uidelines. Understand the
consequences of excessive absenkeeism.

Seek SuPPorl i Needed: IJ: your child is facing chauenges that o,ffeck aktendance, such as health
issues or academic s[ruggles, seek support from the school, healthcare Pro;essionals, or relevank
agencies.

Encourage Peer Relalionships: Encouroge your child to form Posihve relahonships with peers.
Friendships can make school a more enjoHable and suPPorHve environment.

Celebrate Achievements: Celebrale your child's achievements and milestones at school. Recognize their
efforks and successes to boost their self—esteem and motivaion.

Collaborate with the School: Work coHo,boro,HvelH with the school to address any aktendance issues.

Explore suppor} services or inlrervenhons if necessary.

Sofeguording Children and Altendance at St Luke’s
Sa;eguarding the inkerests of each child is everﬂone’s responsibilikg and within the conlext of this school, we will

adhere to "J-ersea Keeping Children Safe in Educalion” (2025), the School's Child Prolection and Sa;eguordmg
Policg and

Prokechng children from maureo}menh
Prevenhng impairmenk of children’s health or developmenh

Ensuring Hmo,f children are 9rowin9 up in circumslances consiskenk wiH1 Hw Provisicn of safe and

effechve care;
Takmg achon fo enable o,u children lo have H1e besl life chances;
Defechng earlg support leou,gh Earlg HelP Assessment o,nd engogmg in mulh—qgencg working.
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Foi[ing to altend school on o regulor basis will be considered as a safeguardmg matter and could be viewed as
educalional neglecL All staff are trained and made aware of possible reasons for extended absence from schaol.
To ]:acililake effechve mulH-agencH worldng, schools are expecked bo ‘mform a pupil‘s social worker and/or Houlrh

o]:]:endmg }eom wor|<er if l?here are unexplained absences from SChOOl.

We closelg monitor aHendance, absence and exclusions and our designaked so,feguarding lead will take
aPProPriake aclion including nonHing the Children and Families Hub, inveshgolring unexp[ained absence
parhcular[a where children 90 miss’mg on repeated occasions and/or are miss'mg for Periocls dur‘mg the school
clo,H. Schools have a safeguarding duFH in respeck of their children, and as Part of this should inveshgate any
unexploined absences. Further informahon about schools’ so,feguardmg responsibilihes can be ]:ouncl in the

Ierseﬂ Keeping Children Sufe in Educalion skululorﬁ guidance 2025.



