ATTENDANCE AND LATENESS POLICY CONTRACT

POOR ATTENDANCE LEADS TO POOR ATTAINMENT 
The staff and directors of Morogoro International School believe that regular attendance at school is essential if students are to receive the education to which they are entitled and which they deserve.  Students who are regularly away from school, or who are persistently late, will not achieve the progress that they should.

1) AIMS OF CONTRACT
At Morogoro International School we aim to:
1.1 Ensure that every student achieves attendance of at least 95%.
1.2 Ensure that every student arrives at school on time (7.40 am) every day with immediate effect.
1.3 To reduce the number of families taking special leave of absence in term time.

2) OBJECTIVES OF THE POLICY CONTRACT
To fulfill the above aims, the school will:

2.1 Require that every parent/carer telephone the School before 8:30am if their student is absent through illness.

2.1 Monitor registers daily to check for students who are absent, and whose parents/carers have not telephoned the School.  The School will telephone such parents/carers to remind them that they should telephone the School if their student is absent and to find out why the student is absent.  If a further absence occurs without telephone notification, parents/carers receive a further letter.

2.2 Monitor registers daily to check for students who are late, and whose parents/carers have not telephoned the School to tell us why.  Such parents/carers will receive a letter with a reply slip to inform them of the necessity of arriving at school on time.  If a further lateness occurs without telephone notification, parents/carers receive a further letter with a reply and a warning.

2.3 Close registers at 8.30am each day, after which a student is counted as absent for the remainder of the day.  Students who are not lined up / in school when the bell goes will be marked late for the day.  Students who continually arrive late seriously disrupt continuity and progress within the class.

2.4 Authorise absences only if a student is ill.  In some cases, at the Headmasters decision, a medical certificate will be required to explain absence. Any other absence will only be authorised if the Headmaster’s permission is given in advance.  If one student in a family is ill, other students in the family must not be kept at home.

2.5 Provide time for parents/carers to discuss attendance or lateness issues with the headmaster or class teacher when parents/carers require this.

2.6 Will not authorise special leave of absence for any student or family except in exceptional circumstances. Permission for all special leave of absence must be sought from the headmaster prior to absence  

2.7 Monitor the return of reply slips from parents/carers regarding attendance or lateness.

3) Parents/carers whose children are at Morogoro International School agree to:

3.1 Keep a student at home only if the student is genuinely ill.

3.2 Telephone the School on the first day of a student’s absence to explain why the student will not be present by 8.30am.

3.3 Ensure that their children arrive at school on time by being in the welcome banda or tutor room by 7.40am.

3.4 Ensure that their children are collected from school on time.

3.5 When one student in a family is ill and must be kept at home, send, bring or make arrangements for others to bring to school other students in the family who are well.

3.6 Send reply slips from School letters about attendance and lateness back to the School promptly.

3.7 Make and keep appointments with the Headmaster or class teacher to discuss attendance or lateness issues.

3.8 To avoid taking their children on special leave of absence during term time or to do so only with the express permission of the Headmaster.

3.9 Ensure their child is at school if the parent/carer is ill. Arrangements for collection will need to be made if no other family member is available.

4) Students at St Morogoro International School agree to:

4.1 Get up, wash, brush teeth, dress, have breakfast and be ready to go to school when their parents/carers ask.

4.2 Come to school every day when they are not ill.

4.3 Arrive at school on time.

Definitions of terms:
Authorised Absence: an absence that has be agreed by the Headmaster or teachers of the School and has been supported by a medical certificate or acceptable note from a parent/carer explaining the reason for the absence. (Note: not all notes from parents/carers will be accepted and further proof of the reason for absence may be required).

Unauthorised absence: an absence where an acceptable reason or proof for absence has not been given or the reason given has not been accepted by the management of the School or a student has had a holiday during term time. 

I have received and read the school attendance and lateness policy and talked about it with my child. (Please return slip to the class teacher).

Signature of parent/carer ………………………………………………………………………………………………………………

Parents/carers name in block capitals ………………………………………………………………………………………………………………

Signature of student ………………………………………………………………………………………………………………

Student’s name in block capitals ………………………………………………………………………………………………………………

