Learn and Prosper School

Attendance Policy Framework
This Attendance Policy Framework sets out the full policy to support and improve pupil attendance across the school. It is aligned to statutory DfE guidance, particularly Working Together to Improve School Attendance (2022, updated 2023), and meets relevant legal obligations under the Education Act 1996 and associated regulations. The policy underpins the school’s commitment to safeguarding, equity, and academic success for all pupils.

1. Introduction
1.1 Purpose of the Policy
The purpose of this policy is to ensure that pupils attend school regularly and punctually and to promote a culture where high attendance is the norm. Good attendance is fundamental to safeguarding children and securing positive educational outcomes. This policy serves to:
· Promote and embed a culture in which good attendance and punctuality are prioritised.
· Ensure all staff, pupils, parents/carers, and external stakeholders understand their roles in promoting attendance.
· Set out procedures for managing and improving attendance.
· Align attendance practice with safeguarding procedures.
· Comply with statutory duties in relation to school attendance.
1.2 Scope of the Policy
This policy applies to:
· All pupils on the school roll, including those in Key Stage 2 (KS2) and Key Stage 3 (KS3).
· All school staff who contribute to pupil development and welfare.
· Parents and carers who hold legal responsibility for ensuring regular attendance.
· External agencies that work with the school to promote and improve attendance.
1.3 Policy Context and Legislation
This policy is informed by the following key documents and legal frameworks:
· Working Together to Improve School Attendance (DfE, 2022, updated 2023)
· Education Act 1996 (particularly sections 434 and 444)
· The Education (Pupil Registration) (England) Regulations 2006 (as amended)
· Children Act 1989
· Keeping Children Safe in Education (DfE, 2025)
· Ofsted Education Inspection Framework (EIF, 2023)

2. Aims and Principles
2.1 Aims
Our attendance policy aims to:
· Ensure every pupil has the opportunity to achieve their potential by improving attendance and reducing unauthorised absence.
· Safeguard pupils by ensuring their whereabouts are known at all times.
· Establish clear expectations with families around attendance.
· Identify and address attendance issues early.
· Work in partnership with families, external agencies, and the local authority to support pupils where additional needs exist.
2.2 Principles
The following principles underpin this policy:
· Attendance is everyone's responsibility: All staff contribute to a positive attendance culture.
· Safeguarding is central to attendance: Unexplained absences are followed up immediately.
· Early intervention is vital: Attendance concerns are addressed proactively, not reactively.
· Data informs practice: Patterns of absence are analysed to inform individual, cohort and strategic responses.
· A collaborative approach works best: Families are supported rather than punished, with enforcement used only when all other options have been exhausted.

3. Roles and Responsibilities
3.1 Governing Body
The governing body is responsible for:
· Reviewing and approving the attendance policy annually.
· Monitoring overall school attendance trends and evaluating the impact of attendance strategies.
· Holding school leaders to account for maintaining high attendance standards and implementing this policy.
3.2 Headteacher
The headteacher is responsible for:
· Ensuring the policy is implemented across the school.
· Leading a whole-school culture of excellent attendance.
· Ensuring every pupil has access to full-time education.
· Supporting staff to monitor attendance consistently.
· Working with the local authority to tackle persistent absence or unauthorised leave.
3.3 Attendance Lead / Designated Attendance Officer
Responsibilities include:
· Monitoring daily attendance data.
· Overseeing first-day calling procedures.
· Leading on early intervention with families where absence concerns arise.
· Liaising with staff to implement support or refer to external agencies.
· Producing and presenting attendance data to SLT and governors.
3.4 Teachers and Support Staff
All staff contribute to attendance by:
· Recording accurate attendance registers twice daily.
· Modelling punctuality and valuing good attendance.
· Raising concerns about attendance with the pastoral team.
· Promoting positive relationships with pupils and families to build trust.
3.5 Parents and Carers
Parents and carers are legally responsible for ensuring their child attends school regularly and on time. They are expected to:
· Ensure their child attends school every day and arrives on time.
· Contact the school promptly if their child is absent, explaining the reason.
· Avoid term-time holidays and unauthorised leave.
· Engage proactively with the school to resolve attendance issues.
3.6 Pupils
Pupils are expected to:
· Attend school regularly and on time.
· Follow school routines and inform staff of any issues impacting attendance.
· Value their education and participate fully in learning.

4. Expectations
4.1 Attendance Targets
The school aims for the highest possible attendance and aspires for all pupils to meet targets of 96% or above. Any pupil with attendance below 90% is identified as a persistent absentee and tracked through targeted interventions.
Whole-school attendance targets are monitored by SLT and shared with governors and the local authority.
4.2 Punctuality
The school day starts at 08.45, and all pupils are expected to be in class by 09.00.
· Arrival after this time but before the register closes will be marked as late (“L” code).
· Arrival after the register closes (e.g., 30 minutes after start time) will be marked as unauthorised absence (“U” code), in accordance with DfE guidance.
Repeated lateness is monitored and responded to through staged interventions.

5. Attendance Procedures
5.1 Registration
Registers are taken twice daily – at the beginning of morning and afternoon sessions. Staff must:
· Mark registers promptly and accurately using the appropriate DfE attendance codes (see Appendix A).
· Report unexplained absences to the school office within 30 minutes of registration.
5.2 First Day Contact
To safeguard pupils, the school follows a robust system of first-day contact:
· If no contact is received by morning break, the school will phone home using contact information on record.
· If contact cannot be made, other relatives or emergency contacts will be called.
· If no contact is made and/or concerns escalate, a home visit or police welfare check may be initiated by the Designated Safeguarding Lead.
5.3 Categorising Absence
All absence must be classified as either:
· Authorised (approved by the school after validation of the reason), or
· Unauthorised (not approved or unjustified)
Examples of authorised absence:
· Illness with appropriate verification
· Medical appointments (where unavoidable during school hours)
· Religious observance
· Approved family bereavement
Unauthorised absences include:
· Holidays taken in term time without permission
· Arriving after the register has closed
· No explanation provided for absence
5.4 Leave of Absence in Term Time
Parents must submit a formal request in writing to the headteacher if seeking leave during term time.
· The law does not permit leave of absence during term time unless there are exceptional circumstances.
· The headteacher will consider the nature of the request, attendance history, and pupil progress before making a decision.
· If unauthorised leave is taken, a Fixed Penalty Notice (FPN) may be issued by the local authority.
5.5 Attendance Monitoring and Data Analysis
The school monitors pupil attendance rigorously using its Management Information System (MIS). This includes:
· Regular analysis of individual, cohort, and group data (e.g., SEND, pupil premium, EAL)
· Identification of patterns, causes of absence, and persistent absentees
· Half-termly reporting to SLT and Governors
· Processes for celebrating good attendance and improving poor attendance

6. Interventions and Support
6.1 Early Help and Support Plans
Where attendance falls below expectations or persistent absence is evident, the school will engage the family through:
· Attendance support meetings
· Individual Attendance Action Plans
· Early Help Assessments (EHA) where complex needs are identified
· Use of the Team Around the Family (TAF) where appropriate
6.2 School-Based Strategies
The school promotes good attendance through:
· Positive relationships and a welcoming environment
· Attendance trackers and certificates
· Celebration assemblies recognising improvement and consistency
· Bespoke support for vulnerable pupils (including mentoring, pastoral support)
· Trauma Perceptive Practise 
6.3 Local Authority Involvement
When school-level interventions have not improved attendance, referrals may be made to the local authority for:
· Attendance Caseworker support
· Parenting contracts
· Legal action including Fixed Penalty Notices (FPN) or prosecution

7. Escalation Procedures
7.1 Staged Response to Attendance Concerns
The school follows a structured escalation process:
1. Universal – Awareness-raising, class incentives, general reminders  
2. Targeted early support – Attendance meetings, tailored support, letters home  
3. Targeted formal support – Individualised plans, Early Help, home visits  
4. Statutory involvement – Contact with local authority or legal proceedings  
7.2 Legal Intervention
If, despite a graduated approach, a pupil’s attendance does not improve, the school may:
· Request a Fixed Penalty Notice (FPN): £60 per parent per child (increasing to £120 after 21 days if unpaid)
· Proceed to prosecution under the Education Act 1996 if no improvement occurs

8. Safeguarding and Attendance
Regular school attendance is a safeguarding matter. The school is vigilant in:
· Following up all unexplained absences promptly
· Identifying possible safeguarding indicators such as patterns of illness, sudden or unexplained absences, or withdrawal from learning
· Escalating concerns in line with the school’s Safeguarding and Child Protection Policy
· Liaising with the DSL for persistent absence beyond 10 days

9. Children with Health or Additional Needs
9.1 Medical Needs
The school is committed to supporting pupils with long-term medical conditions by:
· Collaborating with parents, medical professionals, and the local authority
· Developing an Individual Healthcare Plan (IHP) if appropriate
· Ensuring access to remote learning where necessary
· Liaising with alternative providers such as hospital schools if a pupil is unable to attend for a long period
9.2 Pupils with SEND
The school will ensure reasonable adjustments are in place to support attendance for pupils with SEND by:
· Reviewing support arrangements through the SENDCo and EHCP reviews
· Involving external agencies where attendance is impacted by identified needs
· Aligning attendance support with the graduated response framework

10. Monitoring and Evaluation
This attendance policy is reviewed annually. Its implementation and impact are monitored through:
· School attendance data (overall and for key groups)
· Impact of interventions and improvement plans
· Staff and parent feedback
· Reports to Governors for scrutiny and evaluation

11. Communication and Training
The attendance policy is available on the school website and shared with all stakeholders. To ensure consistent implementation:
· Staff receive annual training on statutory guidance and the use of attendance codes
· Parents receive regular communication regarding expectations and procedures
· Key messages are delivered through assemblies, newsletters, and meetings

12. Associated Policies
This policy should be read alongside:
· Safeguarding and Child Protection Policy  
· Behaviour Policy  
· SEND Policy  
· Complaints Policy  
· Supporting Pupils with Medical Needs Policy  
· Exclusions Policy  

13. Appendices
Appendix A: DfE Attendance Codes
Appendix B: Flowchart for Escalation of Attendance Concerns
Appendix C: First Day Calling Procedures
Appendix D: Leave of Absence Request Form
Appendix E: Sample Letter Templates for Communication with Parents  
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