St Philip’s C of E Primary Southport 
Attendance Protocol

	7.15 – 8.55 am
	9.00 am
	9.15 am
	9.30 am
	9.50 am
	10.00 am
	12.55 am
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	Attendance administrator
	Class teacher
	Attendance administrator
	Head/Deputy
Attendance Administrator
	Head/Deputy
Attendance administrator

	Head/Deputy
	Class teacher

	8.45 – 8.55 am
	9.00 am
	9.00 am 
	9.30am
	9.55 am
	10.00am
	Daily 9.00&Friday at 3
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	Head/Deputy
	Class attendance ambassador

	Pastoral Care
Class Team
	Attendance administrator
	Attendance Administrator
	Head/Deputy
	Class Attendance Ambassador




	
	Roles in the Team

	
Senior Attendance Lead
and
Attendance Champion
	
Mrs Sandie Edward
Strategic Overview, Parent and Family Liaison, Welfare checks, legal procedures, Child Protection, CME, attendance support plans, attendance analysis. Authorisation Lead. Attendance analysis.
Weekly newsletter and attendance information sharing.
Wrap around care support, daily welcome, late gate and daily goodbye.

	
Attendance Administrators
	
Mrs Jayne Horsley and Mrs Patricia Gilmoer
Daily absence procedures, phone calls home, registers, attendance administration inc fines.
Senior Leader alerts. First response forms. Administration of support plans, attendance data


	
Learning Support
	
Mrs Alison Klaassen
Adaptive Approaches
Early Help and signposting
Alternate Provision, timetable variation
Attendance support plans for SEND Children, Mental Health Support, referral pathways
Children with medical conditions
Anxiety and mental health support

	
Class Teacher
	
Pupil wellbeing, Pupil motivation, Attendance Rewards, Pupil absence conversations, raising concerns. Vigilance in relation to Safeguarding.
Attendance information sharing at Parents Evening.


	
Attendance Governor
	
Mrs Julie Lincoln
Strategic Oversight of attendance and safeguarding, Leadership Support 


	
Class Attendance Champions 
	
Pupil Ambassadors in each class who celebrate attendance daily.  Stars on the door’s, presentation of awards.

	LA attendance Officer
	Mrs Alison Tinsley
Termly attendance challenge meetings, complex follow up, parent liaison
Mr Joe Farrell
Supports when attendance challenges go beyond the reasonable adjustments that our school can make. 


St Philip’s School Based Support offer
· Daily hello and goodbye
· Daily trouble shooting 
· Informal, timely and sensitive support
· Choco church
· Increased communication with home
· Parent support groups
· Informal attendance meetings
· Sign posting to external agencies
· Health referral
· Pupil Premium additional offer
· Class based emotional or social intervention
· Soft starts
· Transition work
· Sweaty Church
· Communication between sibling schools
· Sensory circuits and sensory snack approach
· Peer mentors and buddies
· School Counsellor
· Early Mental Health Practitioner
· Pastoral support
· Early Help
· Re-integration 
· Catch up offer
· Breakfast Club
· Senior Leader Attendance Appointments at Parents Evening
· Class link governors
· Governor oversight and support
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