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Introduction

Westgate Academy is committed to providing a full and rewarding education for all pupils. The
academy believes that all children benefit from the education that it provides and therefore from
regular school attendance. To this end, the school will do as much as they can to maximise all
possible attendance. Any problems/issues affecting attendance will be dealt with as quickly as
possible and where appropriate support will be given to improve attendance.

The Government states that an attendance rate of less than 95% will have a detrimental effect on a
child’s education. It is therefore the school’s aim that each of our pupils should have an attendance

rate as high as possible; this being in excess of 95% each academic year unless there are
exceptional circumstances, out of the child’s control, that affect their attendance at school. If this is
the case, the school will support the child and their family to ensure their attendance rate is as high
as it can possible be.

The law entitles every child of compulsory school age to an efficient, full-time education suitable to
their age, aptitude, and any special educational need they may have. It is the legal responsibility of
every parent to make sure their child receives that education either by attendance at a school or by
education otherwise than at a school. Where parents decide to have their child registered at school,
they have an additional legal duty to ensure their child attends that school regularly and on time.
This means their child must attend every day that the school is open, except in a small number of
allowable circumstances such as being too ill to attend or being given permission for an absence in
advance from the school.

Our Aims
It is recognised that:

o all pupils of statutory school age have an equal right to access an education in accordance
with the National Curriculum regulations

¢ no pupils should be deprived of their opportunity to receive an education that meets their
needs and personal development

e inthe first instance, it is the responsibility of pupils and their parents/carers to ensure
attendance at school as required by law

e some parents may need the support of the school in order to meet their attendance
obligations.
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e situations beyond the control of children and/or parents/carers may impact on attendance.
We will, with the agreement and support of parents, work in partnership with external
agencies to resolve these

o for our pupils to gain the greatest benefit from their education it is vital that they attend
regularly and on time, every day the school is open unless the reason for the absence is
unavoidable.

As stated in the document Working Together to Improve School Attendance (August 2024)
“Successfully treating the root causes of absence and removing barriers to attendance, at home, in
school or more broadly requires schools and local partners to work collaboratively in partnership
with, not against families.”

We will aim to achieve this by:

- Expect: aspiring to high standards, building a culture where we all want to be in school and ready
to learn.

- Monitor: rigorously using attendance data to identify patterns for individuals and groups in aim to
resolve any difficulties.

- Listen and understand: working with our families to identify barriers to attendance and agree how
to resolve them.

- Facilitate support: attempting to remove barriers and helping families to access the support to
overcome these barriers.

- Formalise support: explaining the consequences clearly and support through attendance contracts
if required.

- Enforce: where all other avenues have been exhausted. This will be in line with statutory guidance.

The school’s senior leader responsible for attendance is Mrs Anna Cross, and can be contacted via
anna.cross@westgate.lincs.sch.uk.

The school’s attendance officer is Mrs Sharon Spratt, and can be contacted via
sharon.spratt@westgate.lincs.sch.uk. Staff, parents and pupils will be expected to contact the
attendance officer for day to day queries or concerns about attendance.

The school’s Family Support is Miss Carrie Howlett, and can be contacted via
carrier.howlett@westgate.lincs.sch.uk. Staff, parents and pupils will be expected to contact the
Family support for more detailed support on attendance.

Our Expectations

We expect the following from all our pupils:
¢ that they will attend school regularly — our target is at least 96%
o that they will arrive on time and be appropriately prepared for the day

¢ that they will tell a member of staff about any problem or reason that may prevent them from
attending school

We expect the following from all our parents/carers:
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to ensure their children attend school regularly and punctually. Gates open at 8.45am and
close at 9am. Registers are taken by 9.05am.

to ensure that they contact the school that if their child is to absent from school for any
unavoidable reason, as soon as possible, preferably before 9:00am on the first morning
of absence, providing a reason for absence. This may be done by calling the school office
on 01522 528 308 or emailing: enquiries@westgate.lincs.sch.uk

to ensure that their children arrive in school well prepared for the school day

to contact the school in confidence whenever any problem occurs that may affect their
child’s attendance or performance and ask for a meeting with the class teacher, Year Lead
or Miss Howlett our family support officer.

to attempt to make all medical and dental appointments during school holidays or after
school hours where possible

to notify the school in advance of medical and dental appointments which are in school time.

to understand that holidays in term time have a detrimental effect on a child’s education and
will avoid arranging family holidays in term time

Work with the school to help us to understand any barriers to attendance and proactively
engage with the support offered to improve attendance.

Parents/carers and pupils can expect the following from our school:

regular, efficient and accurate recording of attendance

first day absence contact with parents/carers, when a pupil fails to attend school without
providing good reason

follow up absence contact with parents/carers to gain an update on the child’s absence in
order to:

ascertain the reason for the absence; ensure the proper safeguarding action is being taken;
identify whether the absence is authorised or not; identify the correct code to use to enter the
data onto the school census system.

review attendance half termly therefore:

a) the parents of any child whose attendance falls below 95%, without a reasonable
explanation, will be notified of the school’s concern by letter

b) the parents of any child whose attendance is in danger of dropping below 90% will be
contacted by the pastoral team

¢) the parents of any child whose attendance falls below 90%, persistent absence, will be
asked to attend a meeting to discuss tailored intervention/support strategies. Attendance will
then be closely monitored.

d) the parents of any child whose attendance falls below 80%, at risk of severe absence, will
be asked to attend monthly attendance reviews to decide actions, support and targets.

proactive use of data to monitor attendance for groups and individuals and inform work with
families to understand and address barriers to attendance in a supportive way. This may
include signposting families to further support when the barriers are out of school.

maintain the same ambition for attendance for all children including those with SEND,
working with children and their families to maximise attendance.
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o work with families to offer support as needed and overcome any barriers to attendance
together.

e inform a child’s social worker if there are any unexplained absences or concerns.

¢ liaise with the local authority where intervention and support has not resulted in
improvements to attendance.

o follow government policy not to authorise holidays during term time; holidays will only be
authorised in exceptional circumstances

o celebrate classes who have the best attendance each week
e recognition for excellent / improving attendance each term

¢ initial contact will be made by a member of the school office. If attendance becomes a
concern then the Family Support Worker, Miss Howlett, will contact the family. If Issues
persist then the Deputy Headteacher, Mrs Cross, will co-ordinate a strategic approach to
supporting attendance.

e governors have an accurate view of school attendance and engage in escalation
procedures, as appropriate. The Headteacher will make termly reports to the school’'s
governing body on the issues of attendance and punctuality.

¢ the school will benchmark its attendance data against local-, regional- and national-level
data to identify areas of success and areas for improvement, and will share practice which
has been shown to be effective with other schools.

Attendance register

The school uses Arbor to keep attendance registers to ensure they are as accurate as possible and
can be easily analysed and shared with the appropriate authorities.

Designated staff members will take the attendance register at the start of each school day and at
the start of the afternoon session. This register will record whether pupils are:

. Present.

. Absent.

. Attending an approved educational visit.

. Unable to attend due to exceptional circumstances.

The school will use the national attendance codes to ensure attendance and absence are monitored
and recorded in a consistent way.

When the school has planned in advance to be fully or partially closed, the code ‘# will be used for
the relevant pupils who are absent. This code will also be used to record year groups who are not
due to attend because the school has set different term dates for different years, e.g. induction
days.

Pupils who are absent from school but are receiving remote education for any reason will be
marked as absent in the register.

Authorised absences are morning or afternoon sessions away from school for a genuine reason
such as:
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* An absence for sickness for which the school has granted leave

* Medical or dental appointments which unavoidably fall during school time, for which the school has
granted leave

* Religious or cultural observances for which the school has granted leave

» An absence due to a family emergency or unavoidable cause

Unauthorised absences are those which the school does not consider reasonable and for which
no ‘leave’ has been granted such as:

* Parents keeping children off school unnecessarily or without reason e.g. because they had a late
night or for non-infectious illness or injury that would not affect their ability to learn;

» Absences which have never been properly explained
* Arrival at school after the register has closed
» Shopping, looking after other children or birthdays

* Day trips and holidays taken during term-time, not deemed ‘for exceptional purposes’ by the
headteacher, including any arranged by other family members or friends.

* Leaving school for no reason during the day.

* Any other absence in term time which has not been agreed.

Leadership and Management

Our Senior Attendance Champion is Mrs Anna Cross, Deputy Head. She is supported in this role by
the Headteacher, Family Support Worker team and Attendance Administrator. It is the Senior
Attendance Champions responsibility to regularly monitor and evaluate progress, strategies and
processes.

As a leadership team we ensure:

- We have a clear vision and high expectations regarding attendance and this is communicated to
and understood by all staff and all families.

- Through our safeguarding training, staff are made aware that absence from school is a potential
safeguarding risk.

- We recognise attendance as an important area of school improvement and have effective systems
in place for monitoring this.

Training

The school will recognise that early intervention can prevent poor attendance. As such, staff will
receive training in identifying potentially at-risk pupils.

Training will cover at least the following:
* The importance of good attendance
» That absence is almost invariably a result of wider circumstances

* The legal requirements on schools, e.g. the keeping of registers
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» The school’s strategies and procedures for monitoring and improving attendance

» The school’s procedures for multi-agency working to provide intensive support for pupils who need
it.

Staff will receive training to ensure they understand that increased absence from school could
indicate a safeguarding concern, and know how such concerns should be managed.

Effective school attendance improvement and management

All pupils
Developing good attendance patterns through effective whole school
approach to attendance (including leadership, ethos and systems and

Prevention of poor processes)
attendance through good
whole school attendance

management Pupils at risk of poor attendance
Using attendance and absence data rigorously to support pupils with
increasing levels of absence, arriving at school late or taking leave in
term time without permission before it becomes a reqular pattern

Pupils with poor attendance
Intervening as early as possible and agreeing an action plan for pupils
with high levels of absence and those demonstrating growing
disengagement with schoal

Early intervention to reduce
absence before it becomes
habitual

Persistently and severely absent pupils
Put additional targeted support in place, where necessary working with
"| partners, and agree a joint approachwith local authorities for all severely
absent pupils

Targeted reengagement of
persistent and severely
absent pupils

School Procedures for Managing Attendance
Punctuality

e Parents/carers have a legal duty to ensure that their child attends school punctually.
Lateness to registration (after 09:05am) is indicated by code L in the register. If a child fails
to arrive in school after registers close (after 09:30am), this is indicated by an unauthorised
mark for that session.

e The school gate will be closed promptly at 09:00. Any child late needs to be accompanied by
their parent to the school office where they will be signed in.

¢ If a child frequently fails to attend punctually, parents/carers will be contacted by school.

¢ In the event that punctuality does not improve, parents/carers will be contacted to discuss
the matter and to offer support as necessary.
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lliness

Failure to improve punctuality could lead to further action being taken with the school issuing
a fixed penalty warning and/or notice.

At the start of each new school year, parents will be informed of the NHS guidance
explaining when their child should be fit to return to school following illness.

Failure to contact school during the absence may result in a Safe and Well visit from Senior
Leaders/Pastoral Staff or referral to the Police or Children’s Services

Where children have high level of regular absence (including iliness) which causes the
school has a serious concern, a letter will be sent to parents/carers informing them that the
Headteacher will no longer authorise any absence for medical reasons unless supported by
medical evidence.

Pupils will be supported back into school following a lengthy or unavoidable period of

absence in order to build confidence and bridge gaps.

Medical Appointments

Medical appointments during school hours may not be authorised unless an appointment
card, hospital letter or text from the GP/Hospital/Dentist is forwarded to school. Providing
these retrospectively is acceptable. Absence will only be authorised for the duration of the
appointment plus any reasonable travel time. No pupil will be allowed to leave the school site
without parental confirmation.

Holidays

Holidays during term time are actively discouraged. Due to the link between attendance and
attainment, the government has put a priority on reducing all forms of absence.

As a result, a request for leave of absence will not be granted for the purpose of a holiday
unless deemed exceptional circumstances.

If parents/carers wish to seek approval for any request of absence from school for
their child, then they must apply in writing to the Headteacher, at least TWO weeks in
advance of the period of absence. They should only then remove their child if the
absence has been authorised, and once they have been notified in writing.

If parents/carers then choose to take their child out of school during term time and it is not
deemed to be exceptional circumstances, and/or has not been approved by the school, then
this will be coded as an unauthorised absence. An application to Lincolnshire County
Council may then be made for a Fixed Penalty Notice to be issued for the period of absence.
Failure to pay the Fixed Penalty may result in further legal action being taken against them.

Other absence requests

Leave of absence is only granted at the discretion of the Headteacher and shall not be
granted unless there are ‘exceptional circumstances’ and supporting evidence.

Parents wishing to apply for leave of absence during term time must apply in writing to the
Headteacher at least two weeks before the planned leave.
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o Retrospective requests will not be considered and will also result in the absence being
categorised as unauthorised. In such cases the school may make a referral to the Local
Authority to request that a penalty notice fine is issued or consider prosecution.

e Any requests for leave during term time will be considered on an individual basis and the
pupil’s previous attendance record will be taken into account.

o Where the absence is granted, the headteacher will determine the length of time that the
pupil can be away from school.

e The school will ensure that all pupils engaging in performances or activities, whether they
receive payment or not, which require them to be absent from school, understand that they
will be required to obtain a licence from the LA which authorises the school’s absence(s).

e Additional arrangements will be made by the school for pupils engaging in performances or
activities that require them to be absent from school to ensure they do not fall behind in their
education. These arrangements will be approved by the LA who will ensure that the
arrangements are suitable for the pupil.

e Parents will be expected to request absence for religious observance at least two weeks
advance.

e The school will only accept requests from parents for absence on grounds of religious
observance for days that are exclusively set apart for religious observance by the relevant
religious body. The school will define this as a day where the pupil’s parents would be
expected by an established religious body to stay away from their employment to mark the
occasion.

Gypsy, Roma and Traveller pupils

At our school, we have high expectations of all pupils, regardless of their background whilst
recognising the lifestyle and cultural traditions of these communities. In line with The Education Act
1996, Section 444(6) the school will authorise the absence of a pupil who is a mobile childl and is
unable to attend school because:

. the parent is engaged in a trade or business of such a nature as to require him to travel from
place to place,

. the child has attended at a school as a registered pupil as regularly as the nature of that
trade or business permits, and

. the child has attained the age of six, that he has made at least 200 attendances during the
period of 12 months ending with the date on which the proceedings were instituted

This provision applies only when the family has no fixed abode and are engaged in a trade or
business that requires them to travel and when the child is attending school as regularly as that
trade permits. In these circumstances, parents have a duty to ensure that their children are
receiving suitable education when not at school.

When a family is trading or otherwise conducting their business in or around Lincolnshire, if a family
can reasonably travel back to their base school (see below) then the expectation is that their child
will attend full-time. Westgate Academy will be regarded as the base school if it is the school where

Page 8



the child normally attends when he or she is not travelling. However, the pupil must have attended
[insert school name here] in the last 18 months. Parents can register their children at other schools
temporarily while away from their base school; in such cases, the pupil’'s school place at Westgate
Academy will be kept open for them whilst travelling. This is to protect them from unfairly losing their
place at their school of usual attendance.

To ensure we can effectively support all our pupils, we ask that parents:

. Advise the school of their forthcoming travelling patterns as soon as these are known and
before they happen; and

. Inform the school regarding proposed return dates.

Encouraging Attendance through Good Practice
Attendance will be encouraged in the following ways:
e Accurate completion of the registers at the beginning of each morning and afternoon

¢ Attendance checks being completed at appropriate times (weekly for targeted pupils, ¥2
termly for all pupils)

e Recording of attendance on individual reports

e The efficient use of a computerised registration system (Arbor) to provide valuable year
group, class, individual, vulnerable groups attendance data which can assist speedy analysis
and timely response by the school

e Establishing a mechanism and offering support to those parents/carers who are concerned
that their child may be experiencing difficulty in school

o |dentifying (Early Help Assessment) and taking a team approach (TAC) towards supporting
children and families who have attendance problems

e The benefits of good attendance are promoted by Senior Leaders in school assemblies

e All school staff know the importance of good attendance and are consistent in their
communication with parents and pupils.

e School staff create positive classroom environments, build positive relationships with
children and families and recognise individual achievements and needs.

e Giving parents/carers information about attendance in our newsletters.

Responding to Non-Attendance

¢ If a note or telephone call is not received from parents, the parents will be contacted on the
first day of absence by telephone.

¢ Where there is no response, other named contacts for the child will be called. If school can
not ascertain the whereabouts of the child, there may be a visit from a member of the school
staff to complete a Safe and Well Check.

o Records of Home Visits and Safe and Well checks will be logged on CPOMS and will include
whether anyone appeared to be home when the visit was carried out and if the pupil was not
in school that day at a time when they should be in attendance, whether the pupil appeared
to be at home. If contact was made, a record will be made of what was discussed (including
any explanation given for non-school attendance) and what advice was given.
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Staff are to raise any concerns they have about a child’s attendance with Attendance admin
and STAN in the first instance. The DHT is to be informed of any absence which:

- appears irregular;

- shows regular patterns e.g. repeated absence on the same day/s of each week;
- is unexplained or unauthorised.

This may be referred to the Headteacher or Designated Safeguarding Lead.

Attendance will be monitored by the school and reviewed each half term. If a pupil’s
attendance falls below 95% for any reason (including iliness or holidays), they will be
classed as poor attendance and a concern letter will be sent to parents/carers to make them
aware of this.

If attendance falls below 90% over a half term, this will be classed as persistent absence
(PA) and parents/ carers will be invited to attend an Attendance Meeting. Targeted Support
will be agreed which will aim to identify and understand barriers to being in school and agree
actions and interventions to address them. Parent/carers are obliged to attend. Any formal
measures that were agreed or expectations expressed by the school will be confirmed in
writing to the parent.

In the Autumn term, we take into account that 100% reflects fewer possible sessions
attended and absence will appear as a larger percentage.

Where a pupil at risk of PA is also at increased risk of harm, the school will work in
conjunction with all relevant authorities, e.g. social services, to support the pupil in line with
the school’s duty of care. The school will also bear in mind that the continuation of severe
PA following intervention may, in itself, constitute neglect, and will escalate any concerns in
this regard in line with the Child Protection and Safeguarding Policy.

95% + Good Attendance Celebration Certificate
90-95% Poor attendance Concern Letter

92% Risk of persistent absence Pastoral support offered
80-90% Persistent absent Attendance Meeting and

Targeted Support

50-80% At risk of severe absence Early Help and TAC offered.

50% - Severe absence Children’s Social Care
referral/ Notice to
improve/Fixed Penalty Notice

The case, and the impact of interventions, will continue to be monitored and if there is no
improvement, an Attendance Contract will be agreed.

When all other routes have failed or are not deemed appropriate then a fixed penalty
warning letter will be issued.

If the national threshold has been met and support is appropriate but offers of support have
not been engaged with by the parent or have not worked, a Notice to Improve may be sent
to give parents a final chance to engage in support. This will outline opportunities for further
support and the option to access previously provided support that was not engaged with. It
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will warn that a penalty notice may be issued or prosecution considered if attendance
improvement is not secured within the improvement period of 6 weeks.

e Since 31st October 2017, schools are expected to notify the Local Authority of all children
missing education (CME) and pupils not attending regularly (PNAR).

Fixed Penalty Notices

. A Fixed Penalty Notice is a strategy used by schools to address the unacceptable levels of
attendance of children at their school under the following legislation:

. Section 7 of the Education Act 1996 places upon parents a duty to ensure that their child
receives efficient full-time education by regular attendance at school

. Where a child is a registered pupil at a school and the parent fails to ensure that child’s
regular attendance at school the parent is liable to be prosecuted for a criminal offence under
Section 444 of the Education Act. In cases where this duty is not being fulfilled Section 444B of the
same Act empowers the Local Authority to issue a Fixed Penalty. A penalty notice can be issued to
each parent liable for the offence or offences.

. The threshold is 10 sessions of unauthorised absence in a rolling period of 10 school weeks.
A school week means any week in which there is at least one school session. This can be met with
any combination of unauthorised absence. These sessions can be consecutive (e.g. 10 sessions of
holiday in one week) or not (e.g. 6 sessions of unauthorised absence taken in 1 week and 1 per
week for the next 4 weeks). The period of 10 school weeks can also span different terms or school
years.

e Where a pupil reaches the national threshold of 10 sessions of unauthorised absence in a
rolling period of 10 school weeks, the school will consider whether a penalty notice is
appropriate. Each case will be considered individually to determine whether a penalty notice
or another tool or legal intervention should be used to improve attendance.

. Only 2 penalty notices can be issued to the same parent in respect of the same child within a
3-year rolling period and any second notice within that period is charged at a higher rate:

. The first penalty notice issued to a parent in respect of a particular pupil will be charged at
£160 if paid within 28 days. This will be reduced to £80 if paid within 21 days.

. A second penalty notice issued to the same parent in respect of the same pupil is charged at
a flat rate of £160 if paid within 28 days.

. A third penalty notice cannot be issued to the same parent in respect of the same child
within 3 years of the date of issue of the first. In a case where the national threshold is met for a
third time (or subsequent times) within those 3 years, alternative action would be taken instead. This
will often include considering prosecution or other attendance legal interventions.

. Please note: A Fixed Penalty Notice can also be issued if your child is seen in a public place

within the first 5 days of an exclusion from their school. Section 103 of the Education and
Inspections Act 2006 makes it a duty for parents in relation to pupils subject to a fixed period or
permanent exclusion to ensure that their child is not present in a public place during school hours,
without reasonable justification, during the first five days of any such exclusion. If a child is present
in a public place during the first five days of an exclusion during school hours the parent may be
guilty of an offence for which they can be prosecuted by the LA before a magistrates' court or issued
with a Fixed Penalty Notice
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SEND, health related absence and Reintegration

Pupils with medical conditions or special educational needs and disabilities may face greater
barriers to attendance than their peers. Additional support will be put in place where necessary to
help them access their full-time education. For example, making reasonable adjustments where a
pupil has a disability or putting in place an individual healthcare plan where needed.

Where the school has concerns that a pupil’s non-attendance may be related to mental health
issues, parents will be contacted to discuss the issue and whether there are any contributory factors
to their child’s lack of attendance. Where staff have a mental health concern about a pupil that is
also a safeguarding concern, they will inform the DSL and the Child Protection and Safeguarding
Policy will be followed.

The return to school for a student after a long-term absence requires special planning. For example,
it may be appropriate to establish a Pastoral Support Programme.

The STAN (Pastoral Team) are responsible for deciding on the programme for return and for the
management of that programme.

Programmes are tailored to meet individual needs and may involve phased, part-time re-entry with
support in lessons as appropriate. Support from the SEND Team may be required.

Staff will be notified of the return of long-term absentees in advance of their return. The support of
the Pastoral Support Programme will require the involvement of appropriate staff, other agencies,
the pupil them self and their parent/carer. Such programmes should be amended as necessary.

Deletions from the Register

We will add and will only delete pupils from our school roll in line with the Pupil Registration
Regulations. In most circumstances, we will know in advance about pupils leaving our school; this
will be planned and discussed with the parent in advance of the pupil leaving. We will always work
with families to gain information about the pupil’s next school and/or address before the pupil leaves
to reduce the risk of pupils becoming a child missing education through lack of shared information.

We follow Lincolnshire County Council’s Child Missing Education procedures and will inform the
Children Missing Education Team of all removals from our school roll no later than the date the child
is removed in line with statutory responsibilities.

If a child is removed from roll to home educate, we can only de-register the child if we receive, in
writing, the parent’s intention to educate their child other than at school. The pupil will be de-
registered on receipt of such a letter and Lincolnshire County Council will be informed of the
removal from roll as outlined above.

School Organisation

Governors:
o Request regular attendance progress reports for Governors’ Meetings.
o Ensure school attendance policies and procedures are adhered to.
e Monitor the implementation of this policy and all relevant procedures across the school.
¢ Promote the importance of good attendance through the school’s ethos and policies

e Set high expectations of all leaders, staff, pupils, and parents so that children attend school
every day and are safeguarded from harm.
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Identify a member of the governing body to lead on attendance matters and ensuring that
there is a named senior attendance champion.

Ensure school leaders fulfil expectations and statutory duties by rigorously evaluating the
effectiveness of the school’s attendance procedures so that consistent attendance support is
provided for all pupils.

Ensure the school engages and works effectively with the local authority Attendance Team
and wider local partners and services to address barriers to school attendance.

Regularly review attendance data, discussing, challenging trends, and helping school
leaders focus improvement efforts on the individual pupils or cohorts who need it most.

Ensure high aspirations are maintained for all pupils and processes for support are adapted
to the individual needs of pupils including those with long term illnesses, special educational
needs and disabilities, pupils with a social worker or youth justice worker and pupils from
cohorts with historically lower attendance such as those eligible for free school meals.

Work with the SLT to set goals for attendance and providing support and challenge around
delivery against those goals.

Share effective practice on attendance management and improvement across schools in the
MAT

Ensure that this policy, as written, does not discriminate on any grounds, including, but not
limited to, ethnicity/national origin, culture, religion, gender, disability or sexual orientation.

Handle complaints regarding this policy as outlined in the school’'s Complaints Procedures
Policy.

Have regard to KCSIE when making arrangements to safeguard and promote the welfare of
children

Ensuring school staff receive adequate training on attendance.

Ensure that attendance data is shared with the Local Authority or Department for Education
as required and on time.

Review the school’s Attendance Policy on at least an annual basis, ensuring that the
required resources are available to fully implement the policy

Headteacher:

Ensuring all parents are aware of the school’s attendance expectations and procedures.

Ensuring that every pupil has access to full-time education and will act as early as possible
to address patterns of absence.

Ensure that there is a whole school approach which reinforces good school attendance, with
good teaching and learning experiences that encourage all pupils to attend and to achieve.

Monitor the implementation of the Attendance Policy and ensure that the policy is reviewed
annually.

Ensure that all staff are aware of the Attendance Policy and adequately trained to address
attendance issues.

Ensure that the regulations and other relevant legislation are complied with.
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Ensure that there is a named senior attendance champion to lead on attendance and
allocate sufficient time and resource.

Regularly report progress on attendance to governors, pupils and parents.

Set challenging but achievable targets to reduce levels of absence.

Promote high expectations for attendance and punctuality of all pupils and communicate this

regularly to pupils and parents

Oversee the work of the Attendance Champion and administrative staff

Deputy Headteacher/ Attendance Champion

Have an overall strategic approach to attendance in school.
Develop a clear vision for improving attendance.

Track whole school attendance and absence data, and produce half termly comparison and
summary reports.

Identify areas of intervention and improvement.
Liaise, when necessary, the Lincolnshire Education Welfare and Engagement Team

Closely monitor the attendance of pupils who fall below 90% and 95% and the impact of
interventions

Lead a compassionate approach when listening to parents and pupils regarding barriers to
attendance. Work with families to improve attendance and punctuality.

Follow up on incidents of persistent poor attendance.

Oversee the efficient operation of the attendance system and the collation and analysis of
attendance data.

Interpret the data to devise solutions and to evaluate the effectiveness of interventions.
Inform the Headteacher of any concerning cases regarding absence/poor attendance.
Liaise with other agencies to improve attendance.

Devise support plans and work with families to improve attendance.

Enforce attendance through statutory interventions in cases of persistent poor attendance
where other supports have not succeeded.

The Attendance Admin Officer:

Liaise, when necessary, the Lincolnshire Education Welfare and Engagement Team

Undertake weekly attendance meetings with the Senior Attendance Champion, Designated
Safeguarding Lead, SENCO, and other relevant staff members.

Ensure first day calling procedures are adhered to if a child is absent from school without
contact from parents.

Take an active lead in delivering whole school initiatives such as awards assemblies and
reward schemes.
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Ensure that systems to report, record and monitor the attendance of all pupils, including
those who are educated off-site are implemented.

Ensure that attendance data is collected and analysed frequently to identify causes and
patterns of absence.

Track whole school attendance and absence data, and produce half termly comparison and
summary reports.

Closely monitor the attendance of pupils who fall below 90% and 95%

Send regular attendance correspondence to parents notifying them of current attendance
concerns, in percentage and days lost.

Return school attendance data to the Local Authority and the Department for Education as
required and on time.

Inform the LA of any pupil being deleted from the admission and attendance registers.

Inform Lincolnshire County Council of a Child Missing Education (CME) in the event a child
being absent for 5 days and no contact being made with parents/carers

Notify Lincolnshire County Council when a child has missed 10 consecutive days of
unauthorised education via the PNAR.

Class Teacher:

Complete registers accurately and promptly at the start of each morning and afternoon
session

Actively promote the importance and value of good attendance to all pupils and their
parents.

Form positive relationships with pupils and parents.

Contribute to a whole school approach which reinforces good school attendance; with good
teaching and learning experiences that encourage all pupils to attend and to achieve.

Notify the DHT of suspicious or inappropriate reasons for absence.
Inform DHT and pastoral staff of concerns in a timely manner.

Inform Safeguarding Lead of any situation causing concern above and beyond normal
expectations.

Understand that attendance is a collective responsibility and requires a culture of vigilance

Use their professional judgement and knowledge of individual pupils to inform decisions as
to whether any welfare concerns should be escalated.

Understand the risk and protective factors and work with pastoral staff to address underlying
causes of absence.

Office Staff:

To follow-up immediately any unexplained absence by contacting parents
To record all reasons for absence clearly in the register

To maintain the central reporting of attendance on Arbor.
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To ensure all emails and calls between school and parents/ carers are logged on Arbor. This
should include the name of the staff member who was in contact with the parent, the date
and time, the parents’ response and any support offered.

To maintain a late book

Parents/Carers:

To provide accurate and up-to-date contact details.

To provide the school with more than one emergency contact number.

To update the school if their details change.

To proactively engaging with any attendance support offered by the school and the LA.
To notify the school as soon as possible when their child has to be unexpectedly absent.
To contact school on each day of absence

To provide notification or proof of absence as required

To support their child in achieving maximum attendance

To requesting leave of absence only in exceptional circumstances, and in advance.

To book any medical appointments around school where possible.

To attend any meetings as requested

Legal framework

This policy has due regard to all relevant legislation and statutory guidance including, but not limited
to, the following:

Education Act 1996
Equality Act 2010
The Education (Pupil Registration) (England) Regulations 2006 (As amended)
The Children (Performances and Activities) (England) Regulations 2014
Children and Young Persons Act 1963
DfE (2024) ‘Working together to improve school attendance’
DfE (2024) ‘Keeping children safe in education (KCSIE) 2024’
DfE (2024) ‘Children missing education’
DfE (2024) ‘Providing remote education’

DfE (2024) ‘Summary table of responsibilities for school attendance’

This policy operates in conjunction with the following school policies:

Child Protection and Safeguarding Policy
Complaints Procedures Policy
Behaviour Policy

SEND Policy
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First Aid and Supporting Pupils with Medical Conditions Policy

Liaising with External Agencies:

Other Agencies to be used where appropriate in individual cases.

Behaviour Outreach Support Services

Educational Psychologists

Special Educational Needs Service

Social Services

Local police

Early Help Workers

School Nursing Team

Lincolnshire County Council Ethnic Minority and Traveller Education Team

Lincolnshire County Council Inclusion and Attendance Team

This policy will be reviewed annually and any alterations that come from this review will be

discussed and ratified by the full Governing Body.
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