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1.0 Introduction

We recognise that improving attendance is everyone's responsibility. We are committed to
building strong and trusting relationships with children, families and partner agencies so
that the right support is provided at the right time. We understand that some pupils face
greater barriers to attendance and we will work collaboratively and compassionately to
overcome these barriers.

2.0 Aims and objectives
+ To promote good attendance

» To ensure every child is safeguarded and their right to education protected
» To ensure every child reaches their full potential through a high level of school

attendance and punctuality

» To ensure governors, parents, pupils and staff receive regular communication about
the importance of good attendance and punctuality

» To keep accurate, up to date records and have a robust and rigorous system for
analysing attendance

« To identify causes of low attendance/punctuality with individuals, classes or group of
people and act early to address them

» To build strong relationships with families to ensure pupils have the support in place

to attend school.

3.0 Legislation and guidance

This policy meets the requirements of the working together to improve school attendance

from the Department for Education (DfE), and refers to the DfE’s statutory guidance on

school attendance parental responsibility measures. These documents are drawn from the

following legislation setting out the legal powers and duties that govern school attendance:
> Part 6 of The Education Act 1996

> Part 3 of The Education Act 2002
> Part 7 of The Education and Inspections Act 2006

2 The Education (Pupil Registration) (England) Requlations 2006 (and 2010, 2011, 2013,
2016 amendments)

> The Education (Penalty Notices) (England) (Amendment) Reqgulations 2013

This policy also refers to the DfE’s guidance on the school census, which explains the
persistent absence threshold.

3.1 Relationship to Trafford Council Attendance Policy



https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census

St. Ann's RC Primary School is responsible for promoting excellent attendance and
providing early help and support to pupils and families where attendance concerns arise.

This policy should be read alongside Trafford School Attendance Strategy and the
Department for Education statutory guidance Working Together to Improve School
Attendance.

The school will work in partnership with Trafford Council, families and relevant agencies to:
- Promote a culture of excellent attendance.
- ldentify attendance concerns at the earliest opportunity.
« Remove barriers to attendance through support and intervention.
- Ensure a consistent and graduated response to attendance concerns.
- Fulfil statutory safeguarding and attendance responsibilities.

Where attendance concerns require Local Authority involvement, legal intervention,
statutory attendance processes, penalty notices or prosecution, the school will follow
Trafford Council's current attendance procedures and code of conduct.

Safequarding & Attendance

The school recognises that attendance, safeguarding and wellbeing are closely linked.

Children who are absent from school are at greater risk of harm, exploitation, poor
educational outcomes and social isolation.

Attendance concerns will always be considered alongside wider safeguarding information.
The school will act promptly where there are concerns about a child's welfare, and may
undertake home visits, seek advice from partner agencies or make appropriate referrals
where necessary.

Attendance Support

We recognise that attendance difficulties may arise from physical health needs, mental
health needs, SEND, family circumstances, bereavement, bullying, friendship difficulties or
other factors. The school will seek to understand and remove barriers to attendance
wherever possible through a supportive and collaborative approach.

4. 0 Roles and Responsibilities

Attendance is everybody’s business. It is important that our school and our families work
together to ensure that each child receives their full entitlement to an education. By working
in partnership with one another, our children will have the best chances at reaching their full
potential.

4. 1 The Governing Body
The Governing Body is responsible for:




Promoting the importance of school attendance across the school’s policies and
ethos

Making sure school leaders fulfil expectations and statutory duties

Regularly reviewing and challenging attendance data




Monitoring attendance figures for the whole school

» Making sure staff receive adequate training on attendance

+ Holding the headteacher to account for the implementation of this policy The
Designated Link Governor for Attendance is: M. Cunniffe.

4.2 At St. Ann’s RC Primary School, the Attendance management team is made up of the

headteacher (M. Gavin), Designated Senior Leader for Attendance (S. Whittaker),
Pastoral/family support assistant (E. Williams), school secretary (T. Bradbury)

The Headteacher
The headteacher is responsible for:
* Implementation of this policy at school
* Monitoring school-level absence data and reporting it to governors
« Supporting staff with monitoring the attendance of individual pupils
* Monitoring the impact of any implemented attendance strategies
+ Make referrals to Trafford Council for consideration of a Penalty Notice where
appropriate
+ Forming positive relationships with families.

The Designated Senior Leader responsible for attendance The
Designated Senior Leader is responsible for:
* Leading attendance across the school
» Offering a clear vision for attendance improvement
« Evaluating and monitoring expectations and processes
» Having an oversight of data analysis

» Devising specific strategies to address areas of poor attendance identified through

data analysis
« Supporting staff with monitoring the attendance of individual pupils

» Attending half-termly Safeguarding meetings to discuss attendance and punctuality

concerns

« Attending meetings with parents to discuss attendance issues.

« Carrying out home visits where necessary « Forming positive relationships with
families.

The Designated Senior Leader responsible for attendance is: S. Whittaker

Pastoral / Family Support worker & School Secretary
This is made up of the school secretary and the school pastoral/family support worker.
Together they are responsible for:

* Monitoring and analysing attendance data across the school and at an individual

pupil level

» Providing regular attendance reports to school staff and reporting concerns about

attendance to the designated senior leader responsible for attendance and the
headteacher

« Working with the local authority Pupil Absence Team

* Arranging calls and meetings with parents to discuss attendance issues.




» Advising the Deputy/Head when to issue fixed-penalty notices
» Coordinating home visits and where relevant, attend a home visit.
Work with external agencies to support pupils and their families who are struggling
with regular attendance
* Monitoring attendance registers
» Forming positive relationships with families.
The school Secretary is: Tracy Bradbury
The Pastoral / Family support worker is: E. Williams.

Key Phase Leaders
Key Phase Leaders are responsible for:
+ Promoting the importance of attendance and punctuality across their key phase
» Ensure that the school’s teaching and learning experiences encourage regular
attendance and that pupils are taught the value of high attendance for their own
personal progression and achievement.
+ Forming positive relationships with families.

Class teachers
Class teachers are responsible for:
* Promoting the importance of attendance and punctuality within their class
* Monitoring attendance of pupils within their class and inform the Attendance
Management Team if they feel that a child’s attendance is becoming a concern
* Recording attendance on a daily basis at the start of the morning and afternoon
sessions, using the correct codes and submitting the information to the school office
using the SIMs system.
« Forming positive relationships with families.

Office Staff Office
staff will:
» Take calls from parents about absence on a day-to-day basis and record it on the
school system

Parents and Carers:
It is vital that the child receives the same message at home as they do at school about the
importance of attendance. We request that parents/carers:
+ Engage with their children’s education — support their learning and take an interest in
what they have been doing at school
* Promote the value of good education and the importance of regular school
attendance at home
+ Ensure that their children arrive at school on time, appropriately dressed and with
the necessary equipment
» Follow the school’s procedure for reporting the absence of their child from school
* Do everything they can to prevent unnecessary school absences, such as making
medical and dental appointments outside school hours.
» Use the school as a support when they or their child are having difficulties




» Keep the school informed of any circumstances which may affect their child’s
attendance

» Enforce a regular routine at home in terms of morning routine, homework, bedtime,
etc. so that the child is used to consistency and the school day becomes part of the
routine.

_ Only request leave of absence in exceptional circumstances, following the correct
procedure and giving as much notice as possible.

Pupils
Pupils are expected to:

« Attend school every day on time

5.0 Recording attendance

5.1 Attendance reqister

We will keep an attendance register, and place all pupils onto this register.
We will take our attendance register at the start of the first session of each school day and
once during the second session. It will mark whether every pupil is:

* Present

+ Attending an approved off-site educational activity

+ Absent

* Unable to attend due to exceptional circumstances

+ We will also record:

*  Whether the absence is authorised or not

» The nature of the activity if a pupil is attending an approved educational activity

« The nature of circumstances where a pupil is unable to attend due to exceptional

circumstances

We will keep every entry on the attendance register in line with DfE guidance.

Pupils must arrive in school by 9am on each school day.

The register for the first session will be taken at 9am and will be kept open until 9.20am.
The register for the second session will be taken at 1pm and will be kept open until 1.10pm.

5.2 Understanding types of absence

Authorised absence
An absence is classified as authorised when a child has been away from school for a
legitimate reason and the school has received notification from a parent or guardian.
Parents should advise the school by telephone, email or in person to the school office
before 9am or as soon as practically possible, on the first day of absence and provide the
school with an expected date of return. If parents do not contact the school to report a
child’s absence the following procedure will be initiated:

* Phone call to the emergency contacts will be made in priority order, as listed on the

child’s admission register
» If contact cannot be made, a message will be left requesting a call to school




» If contact is NOT obtained, where necessary the Designated Safeguarding Lead
may be informed and safeguarding procedures followed

« If a child is absent for a second consecutive day and contact has not been
obtained, a home visit may be carried out by a member of the senior leadership
team.

+ If the child cannot be seen and where school staff have concerns about a child,
professional judgement and knowledge of the individual pupil may lead to welfare
concerns being escalated with further agencies.




Absence will be categorised as follows:

lliness

In most cases a telephone call from the parent/carer informing the school that their
child is ill will be acceptable. In the unusual event that the authenticity of the illness is
in doubt, the school may ask the pupil’s parent/carer to provide medical evidence,
such as a doctor’s note, prescription, appointment card or other appropriate form of
evidence. We will not ask for medical evidence unnecessarily. If the school is not
satisfied about the authenticity of the iliness, the absence will be recorded as
unauthorised and parents/carers will be notified of this in advance.

Medical and dental appointments

Parents are advised where possible to make medical and dental appointments
outside of the school day. Where this is not possible, pupils should attend school for
part of the day. Parents should provide evidence such as an appointment card to
school.

Exclusion from school

In very rare cases, the school may take the decision to exclude a child for a set
period of time. This will be explained during a conversation with the parent/carer and
clarified in writing. During this time, the child must remain at home with the parent /
carer and complete any necessary school work.

Days of religious observance

St. Ann’s RC Primary School acknowledges the multi-faith nature of British society
and recognises that on some occasions, religious festivals may fall outside school
holiday periods or weekends and this necessitates a consideration of authorised
absence or special leave for religious observance. It is reasonable for a parent to
allow their children not to attend school on any day of religious observance if
recognised by the parent’s religious body. Parents are requested to give advance
notice to the school if they intend their child to be absent. Parents are required to
complete the ‘Application for Leave of Absence from school’ Form (See Appendix A)
Educational visit

Traveller pupils travelling for occupational purposes — Absence may be
authorised only when a traveller family is known to be travelling for occupational
purposes and has agreed this with the school, but it is not known whether the pupil is
attending educational provision.

Approved sporting activity

Family bereavements

Special Occasions

Parents are required to complete the ‘Application for Leave of Absence from school’
Form (See Appendix A)

Family holidays and Extended Leave

Holidays will not be authorised unless there are exceptional circumstances.

Parents are required to complete the ‘Application for Leave of Absence from school’
Form (See Appendix A)

St. Ann’s RC Primary School will consider each request individually and will take the
following into account:




1. The nature of the event.

2. The frequency (one off event or a regular occurrence).
3. Has advance notification been given.

4. The overall attendance pattern of the child.

To apply for a child to be granted leave from school parents must complete the
‘Application for Leave of Absence from school’ Form (see Appendix A) and return it
school for consideration well in advance of the proposed leave and before committing to
any expense. Upon receipt of a request the Headteacher will make a decision as to
whether to authorise the absence, being mindful of government regulations and LA
guidance.

Where school has concerns about the leave request a meeting will be arranged with the
parent/guardian to discuss the application. Leave in term time will not be agreed by the
school at any time unless circumstances surrounding the request can be evidenced, by
parents, to be exceptional.

In considering the request, even if we believe that the circumstances are exceptional, we
will also look at various factors before reaching a decision such as:

« The timing of the request for example, when a pupil is just starting school or has just
moved into a new class, absences must be avoided as this is a very important
transition period as your child needs to settle into their new environment as quickly
as possible

» Pupils should not be absent both immediately before and during assessment periods
eg. SAT’s

* When a pupil’s attendance is a cause for concern, or taking the leave will lead it to
become a cause for concern

» Other periods of leave which the pupil may have had, either during the current or
previous academic year

* Any period of leave taken without the agreement of the school, or in excess of that
agreed, will be classed as unauthorised and may attract sanctions such as a Penalty
Notice from the Local Authority.

* In certain circumstances, such as prolonged absence for any reason other than
medical, parents risk losing their child’s place on the school role. Re-admission
cannot be guaranteed

It is a legal requirement for any parent/guardian to obtain the permission of the
Headteacher before removing their child from school in order to take any leave in term time.

Parents do not have an automatic right to take their child out of school for leave during
term time and may be issued with a Penalty Notice from the Local Authority if they do so
without prior arrangement with the Headteacher. If you fail to pay a penalty fine within 28
days, you may be prosecuted which could result in a further fine.




The legislation only allows the Headteacher to authorise such leave in exceptional
circumstances.

Unauthorised absence

An absence is classified as unauthorised when a child is away from school without the
permission of the school and for which no ‘leave’ has been given. This can lead to the
Trafford Local Authority using sanction and/or legal proceedings. Where the school has
concerns with a child’s attendance, the school Attendance Procedures will be followed
(See Appendix B)

5. 3 Legal Sanctions

Penalty Notices
The school will follow Trafford Council's current Penalty Notice Code of Conduct. Penalty
Notices may be considered where a pupil has unauthorised absence in line with national
regulations and Trafford Council procedures.
From August 2024, penalty notices are issued in accordance with national regulations. The
penalty is:

- £160 per parent, per child.

+ Reduced to £80 if paid within 21 days.
Penalty notices may be issued where a child has 10 sessions (equivalent to 5 school days)
of unauthorised absence within a rolling 10 school-week period. This can include:

« Unauthorised term-time leave.

- Persistent unauthorised absence.

+ Deliberate absence during school time.
The school will work with families to improve attendance before requesting enforcement
action wherever possible. Trafford Council make the final decision regarding the issue of a
Penalty Notice.

6. 0 Punctuality

St. Ann’s RC Primary School requests that all parents ensure that their child(ren) arrives at
school promptly. The school gates and classroom doors open at 8.45am and the children
are expected to be in the classroom before 9am when registration begins. Pupils arriving
after the register is closed (9.20am) will be marked as late. (Please note: the school cannot
take responsibility for children arriving at school before 8.45am unless they are attending
the Breakfast Club.)

Late (Between 9.00am and 9.20am)

If a child arrives late at school, the parent/carer must always report to the Office to sign their
child in. A late mark will be coded in the register. A record will be kept and persistent
lateness will results in the school Late Procedures being followed (See Appendix F)

Late after 9.20am
Any child arriving at school after 9:20am will be marked ‘U’ (unauthorised absence). This
will impact their overall attendance record.




Why is punctuality so important?

» Children that arrive late are likely to have missed the start of the lesson which makes
it more difficult for them to learn as the lesson progresses as they can miss the
input/instruction for the lesson.

» Late arrivals distract other pupils and interrupt the teacher’s lesson.

+ Children that arrive late are likely to feel unsettled and can be embarrassed to walk
into class once it has started.

+ Children that arrive late are developing bad habits. It sets up your child for their
future; whether at primary school, secondary school, college or work. They could
lose their place or job if they think it is acceptable to be late.

Minutes late per day Equals days worth of
during the school year teaching lost in a year
5mins 3.4days

10mins 6.9days

15mins 10.3days

20mins 13.8days

30mins 20.7days

7.0 Monitoring Attendance and Punctuality

The school will:
* Monitor attendance and absence data half-termly, termly and yearly across the school
and at an individual pupil level

» |dentify whether or not there are particular groups of children whose absences may be
a cause for concern

» Liaise with the Link Governor for Attendance each term to discuss progress against
targets for attendance.

Pupil-level absence data will be collected each term and published at national and local
authority level through the DfE's school absence national statistics releases. The underlying
school-level absence data is published alongside the national statistics. The school will
compare attendance data to the national average, and share this with the governing body.

7.2 Analysing attendance The

school will:

* Analyse attendance and absence data regularly to identify pupils or cohorts that need
additional support with their attendance, and use this analysis to provide targeted
support to these pupils and their families




+ Look at historic and emerging patterns of attendance and absence, and then develop
strategies to address these patterns and monitor the impact.

7.3 Using data to improve attendance The

school will:

» Provide regular attendance reports to facilitate discussions with pupils and families

+ Use data to monitor and evaluate the impact of any interventions put in place in order
to modify them and inform future strategies

7.4 Reducing persistent and severe absence

Persistent absence is where a pupil misses 10% or more of school, and severe absence is
where a pupil misses 50% or more of school. Attendance will be monitored regularly and
pupils whose attendance falls below 95% may receive early support to prevent patterns of
absence becoming established. Particular attention will be paid to pupils who are
persistently absent (below 90%) and severely absent (below 50%). The school will use a
graduated response based on individual circumstances and need.

The school sets out it's procedure for address poor attendance as noted in Appendix B
Attendance Procedure.

The school will:
+ Use attendance data to find patterns and trends of persistent and severe absence

* Hold regular meetings with the parents of pupils who the school (and/or local authority)
considers to be vulnerable, or are persistently or severely absent, to discuss
attendance and engagement at school

* Provide access to wider support services to remove the barriers to attendance

Related Documents:

» Trafford School Attendance Strategy

* Working Together to Improve School Attendance
» Child Protection & Safeguarding Policy

* Relationship Policy

+ SEND Policy

» Supporting Pupils with Medical Conditions Policy

Appendix A: Absence Request Form




ABSENCE REQUEST FORM
Exceptional circumstances ONLY
Dear Headteacher,

| wish to apply for:
NAME(S) OF CHILD/CHILDREN CLASS To

be given permission to be absent from school from :

Date Requested ...........coooiiiiiiiiiiiiiin, 10
(inclusive)
Times Requested: ............ccooiiiiies i, (o T
(inclusive)

Reason for request for absence during term time:

Exceptional circumstances for holiday requests — Please attach a letter of explanation to this
form

Signed ... Date ..oovii
(Parent/Guardian)

Name of child/children

Date Requested: From ....................... (o TP (inclusive)
Times Requested: From .................. ... 1O (inclusive)

0  AUTHORISED authorised the absence for the dates requested by you for your
child/children

0  UNAUTHORISED unauthorised the absence for the dates requested by you for your
child/children

Reason:




Warning: if the school refuses your request and the child is still taken out of school, this will
be recorded as an unauthorised absence

SIGNED BY THE Headteacher Date

Appendix B: Attendance Support and Improvement Pathway

At St. Ann's RC Primary School, we believe that good attendance is achieved through
positive relationships, early identification of concerns and timely support. We recognise that
pupils may face a range of barriers to attendance and we are committed to working with
families to remove these barriers wherever possible. The school will use a graduated
response to attendance concerns which focuses on support, intervention and partnership
working.

Stage 1: Universal Attendance Promotion
Attendance 96% and above
. High quality teaching and learning.
. A welcoming and inclusive school environment.
. Regular promotion of good attendance and punctuality.
. Recognition and celebration of excellent and improved attendance. Outcome:
Good attendance and punctuality maintained.

Stage 2: Early Identification and Support
Attendance falls below 95% or concerns emerge
. Attendance monitored by class teacher and Attendance Team.
. Informal conversation with parents/carers.
. Identification of attendance barriers.
. Advice and support offered to families.
Outcome: Attendance improves and concerns are resolved at an early stage.

Stage 3: Targeted Attendance Support
Attendance continues to decline, between 94% - 90% or patterns of absence become
established
. Formal attendance meeting with parents/carers.
. Attendance Support Plan agreed with family.
. Short-term attendance targets established.
. Regular review meetings arranged.
Outcome: Barriers identified and attendance begins to improve.

Stage 4: Enhanced Multi-Agency Support
Persistent Absence (below 90%) -
Intensive attendance monitoring.
. Multi-agency meetings.
. Enhanced Attendance Support Plan.
. Referral to Trafford Attendance Service.
Outcome: Sustained attendance improvement through coordinated support.

Stage 5: Statutory Intervention
Support has not secured improvement and unauthorised absence continues.




. Referral to Trafford Council Attendance Service.

. Attendance Contract.

. Penalty Notice consideration.

. School Attendance Order where applicable.
Outcome: Attendance matters addressed in accordance with statutory requirements.
Safeguarding

Stage 6: Severe Absence Procedure
Severe Absence (50% or below)
. Trafford Attendance Team involved
. Penalty Notice
. Referral to Trafford Social Care
Outcome: Attendance matters addressed in accordance with statutory requirements.

At every stage of this pathway, attendance concerns will be considered alongside
safeguarding information.




Appendix C: St. Ann’s Attendance expectation letter

Dear Parent/Carer,
Welcome to St. Ann’s RC Primary School.

As we begin a new school year, | would like to make you aware of our whole school
expectations for attendance and punctuality.

At St. Ann’s, we recognise the importance of good attendance and punctuality as it allows
each child to be given the best opportunity to reach their full potential. In order for children
to have good attendance and punctuality we rely on the support of each of our families. By
having this shared value between school and families, we believe that we are able to instil
in our children the importance of regular attendance and good punctuality. For our children
to gain the greatest benefit from their education, it is vital that they attend regularly and be
at school, on time, every day the school is open unless the reason for the absence is
genuinely unavoidable.

Time off school affects your child’s achievements.

Attendance Equals this | Which is Which means | Every day counts
during one number of | approximately this number of
school year... | days this many lessons
absence... weeks absent... | missed...
100% 0 days 0 weeks 0 lessons EXCELLENT
97% 5.5 days 1 week 20 lessons GOOD
95% 9 days 2 weeks 40 lessons AVERAGE
93% 13 days 3 weeks 60 lessons POOR
90% 19 days 4 weeks 80 lessons
85% 29 days 6 weeks 120 lessons
80% 38 days 8 weeks 160 lessons

If your child’s attendance falls below 95 % their absence will be affecting their learning and
achievement. We are here to support you and so we ask that you work with us to ensure
your child has the very best opportunity to achieve their full potential.

Thank you for your support.

Yours sincerely,

M. Gavin
Headteacher
Appendix D: Letter 1 from Headteacher - At risk of becoming persistently absent




Date:

Dear Parent/Carer,

| am writing to express my concern about your child’s attendance in school. Our school
target for attendance is 96% and your child’s attendance is currently .

We like to work with parents to improve school attendance and believe that good
attendance will mean that your child has the greatest opportunity to achieve the best grades
for their ability and have real opportunity in further education and the world of work.
Absence disrupts the education of the individual pupil and the whole class.

As your child’s attendance is falling below 95 % their absence WILL be affecting their
learning and achievement.

If you would like to meet with a member of staff to discuss your child’s attendance, please
inform the school office and a meeting can be arranged.

| am hopeful that, by working together, we are able to improve your child’s attendance.

Your sincerely,

M. Gavin
Headteacher
Time off school affects your child’s achievements
Attendance Equals this | Which is Which means | Every day counts
during one number of | approximately this number of
school year... | days this many lessons
absence... weeks absent... | missed...
100% 0 days 0 weeks 0 lessons EXCELLENT
97% 5.5 days 1 week 20 lessons GOOD
95% 9 days 2 weeks 40 lessons AVERAGE
93% 13 days 3 weeks 60 lessons POOR
90% 19 days 4 weeks 80 lessons
85% 29 days 6 weeks 120 lessons
80% 38 days 8 weeks 160 lessons

Appendix E: Letter 2 from Headteacher — Persistent absence

Dear Parent/Carer,




Invitation to an Attendance Review Meeting

The attendance of your child, (NAME) continues to be a concern.

We would like to support our school families in ensuring that all of our children attend school
every day as long as they are fit and well enough to do so. So that we can work with you to
improve your child’s attendance, | would like to request a meeting with you to discuss this
matter.

It is important that you contact the school to arrange a convenient time and date.

This meeting is an opportunity for you to discuss any matters of concern and we, as a
school, endeavour to support you, as one of our families.

| have to advise you as a parent/carer of a child of statutory school age, you have a legal
responsibility to ensure full time education suitable to the child’s age, ability and aptitude
and any special educational needs the child may have, either by regular attendance at
school or otherwise (Section 444, Education Act 1996).

| look forward to hearing from you to arrange a meeting.

Yours sincerely,

M. Gavin
Headteacher
Time off school affects your child’s achievements
Attendance Equals this | Which is Which means | Every day counts
during one number of | approximately this number of
school year... | days this many lessons
absence... weeks absent... | missed...
100% 0 days 0 weeks 0 lessons EXCELLENT
97% 5.5 days 1 week 20 lessons GOOD
95% 9 days 2 weeks 40 lessons AVERAGE
93% 13 days 3 weeks 60 lessons POOR
90% 19 days 4 weeks 80 lessons
85% 29 days 6 weeks 120 lessons
80% 38 days 8 weeks 160 lessons

Appendix F: Punctuality Improvement Procedure




Initial concerns about punctuality begin

(—

Conversation takes place between Office
staff and parent/carer.

(—

Concerns about punctuality continue

(—

Punctuality concern letter 1 sent out.

(—

No improvement seen in punctuality

(—

|Punctuality letter 2 sent out requesting a meeting.|
Appendix F: Punctuality concern letter 1

Dear Parents/carers,

| am writing to inform you that your child has been identified as having poor
punctuality this term. He/She has arrived between 9.00am - 9.20am or after 9.20am on
occasions between (date — date.)




As our school Attendance Policy states, children arriving after between 9.00am — 9.20am
will be marked as ‘late’ in the register or after 9.20am as ‘U’ (unauthorised absence) which
affects their overall attendance percentage.

| would like to remind you that the doors open at 8.45am and that the register is taken at
9am. It is extremely important that every child arrives at school on time and ready to learn
as each minute counts.

Minutes late per day during the

Equals days’ worth of

school year teaching lost in a year
5 mins 3.4 days
10 mins 6.9 days
15mins 10.3 days
20mins 13.8 days
30mins 20.7 days

We recognise the pressures of family life and would like to remind you that as a school, we
are here to support every child and their family. If you would like to discuss anything with us,
please do not hesitate to get in touch.

Yours sincerely,

M. Gavin
Headteacher
Time off school affects your child’s achievements
Attendance Equals this | Which is Which means | Every day counts
during one number of | approximately this number of
school year... | days this many lessons
absence... weeks absent... | missed...
100% 0 days 0 weeks 0 lessons EXCELLENT
97% 5.5 days 1 week 20 lessons GOOD
95% 9 days 2 weeks 40 lessons AVERAGE
93% 13 days 3 weeks 60 lessons POOR
90% 19 days 4 weeks 80 lessons
85% 29 days 6 weeks 120 lessons
80% 38 days 8 weeks 160 lessons

Appendix F: Punctuality concern letter 2




Dear Parent/Carer,

Invitation to a Punctuality Review Meeting

The punctuality of your child, (NAME) continues to be a concern.

We would like to support our school families in ensuring that all of our children are punctual
for school every day as long as they are fit and well enough to do so. So that we can work
with you to improve your child’s punctuality, | would like to request a meeting with you to
discuss the matter.

It is important that you contact the school to arrange a convenient time and date.

This meeting is an opportunity for you to discuss any matters of concern and we, as a
school, endeavour to support you, as one of our families.

| have to advise you as a parent/carer of a child of statutory school age, you have a legal
responsibility to ensure full time education suitable to the child’s age, ability and aptitude
and any special educational needs the child may have, either by regular attendance at
school or otherwise (Section 444, Education Act 1996).

| look forward to hearing from you to arrange a meeting.

Yours sincerely,

M. Gavin
Headteacher
Time off school affects your child’s achievements
Attendance Equals this | Which is Which means | Every day counts
during one number of | approximately this number of
school year... | days this many lessons
absence... weeks absent... | missed...
100% 0 days 0 weeks 0 lessons EXCELLENT
97% 5.5 days 1 week 20 lessons GOOD
95% 9 days 2 weeks 40 lessons AVERAGE
93% 13 days 3 weeks 60 lessons POOR
90% 19 days 4 weeks 80 lessons
85% 29 days 6 weeks 120 lessons
80% 38 days 8 weeks 160 lessons




