Attendance Policy & Procedures 


Hendal Primary School



[image: ]



Attendance Policy
&
Procedures

Document Approved: May 2026
Review Date: May 2027 (Annually)
Lead Personnel:   Headteacher/Chair of Governors 


Signed by:							
Chair of Governors:						Date: 
Headteacher:					 		Date: 
Agreed at the Governing Body Meeting on:   12.5.26 






There is a direct correlation between attendance and attainment. The aim of the Attendance Policy is to raise levels of attendance and punctuality for children and young people, therefore maximising their opportunities for improved attainment.

The school staff, led by our Headteacher, know that our Attendance Policy can only work when it is fully understood and supported by all.

Together we can achieve success.

Our Aims
•	To reduce absence and lateness, and raise awareness of the importance of school attendance.
•	Include all school staff, parents, pupils and Governors in attendance strategies.
•	Develop a robust electronic data handling system, enabling school staff, the LA and the DfE to access statistical data in order to work effectively in partnership.
•	Work effectively with parents/carers and partner agencies, using a range of strategies to improve the attendance of individual pupils and the whole school.

The Law
Section 444 of the 1996 Education Act states that if a child of compulsory school age fails to attend regularly, the parent is guilty of an offence. Parents, therefore have a legal responsibility to ensure their child’s school attendance. Failure can lead to legal action being taken by the LA in the Magistrates Court, or the need to issue Penalty Fines. Since March 2001 there has been a further offence, Section 444 (1A) where a parent knowingly allows their child to be absent from school. This offence can carry a custodial sentence.

Absence from school
Any absence from school is detrimental to a child’s education and progress. It disrupts learning, routines and progress. Government research shows that, in primary schools, less than 65% of children get good results in Maths and English in schools when they have an average of 15 days absence, compared to around 90% in schools where the average is less than 8 days.
 
School will follow up unexplained absences by contacting parents/carers on the first day of absence. Parents/carers may be invited into school to discuss attendance issues if there is a cause for concern. School will agree with the Education Welfare Service at what point a referral to the Service will be made.

Authorised Absence
Some absences are unavoidable, usually due to illness, bereavement or difficult family circumstances. These absences should be supported by medical evidence where possible or a written explanation from the parent/carer. The decision as to whether an absence is authorised or not lies with the Headteacher.

Unauthorised Absence
These are absences which are not permissible in Law, e.g. birthdays, shopping trips, days out and term time Holidays, and absences where no explanation has been received. The School will discuss unauthorised absence with the Education Welfare Officer and further action may be agreed.




Term Time Holidays
The School does not authorise holidays taken in term time and works in partnership with the Education Welfare Service regarding the issue of Penalty Notices. Pupils have an entitlement to an education, not a term time holiday. 

Hendal Primary recognises that school attendance is closely linked to attainment. As such Penalty notices will be issued for parents taking their children out of school during term time without permission.  We will contact the Education Welfare Service when the tenth half day (5 full days – consecutive or accumulative) of unauthorised absence is recorded for your child and a penalty notice will be issued by the Education Welfare Service. The school will work closely with the Education Welfare Service to enforce this policy.

Payment of a Penalty notice is £80 if paid within 21 days of receipt of the notice, increasing to £160 if paid after 21 days, but within 28 days. If the Penalty notice is not paid in full by the end of the 28-day period, the LA must either prosecute under Section 444 of the Education Act 1996 or withdraw the notice. Penalty notices will be issued for each individual child and to each individual parent.

For a second offence (within 3 years of the first offence) the penalty notice will be charged at £160 per parent per child, with no reduced fee for paying early.   On the third time that a term time holiday is taken (within 3 years of the first offence) the case will proceed straight to Parental Prosecution under the Single Justice Procedure.  If found guilty of the offence of ‘Failure to send a child to school’ the Magistrates can impose a fine of up to £1000.  

Travellers
The special position of Traveller families is recognised by Section 444 of the 1996 Education Act.  Section 444 advises local authorities that:

“Traveller parents are protected from conviction (for the non-attendance of their children at school), if the parents can show that their trade or business requires them to travel, and the child has attended school as regularly as the nature of the trade or business allows, and the child (where aged six or over) has attended school for at least 200 sessions during the preceding twelve months.

This does not relieve Traveller parents of their duties under section 36 of the 1944 Education Act to ensure that children are receiving a suitable education when not in school.

The ‘T’ code should be used when Traveller families are known to be travelling for work and have agreed this with the school.  It should not be used for any other types of absence by these groups.

To help ensure continuity of education for Traveller children it is expected that the child should attend school elsewhere when their family is travelling and be dual registered at that school and the main school.

Children whose families do not travel are expected to register at a school and attend as normal.  They are subject to the same rules as other children in terms of the requirement to attend school regularly once registered at school.”
(DFE Advice on School Attendance October 2014)

We also ask that traveller parents maintain contact with school on a regular basis whilst travelling for an extended period of time.

Persistent Absence
A pupil becomes a persistent absentee if he/she has missed 10% or more of school for any reason and has an attendance of below 90%. The school will invite parents/carers in to discuss the situation, and referrals may be made to the Education Welfare Service. A range of school and LA strategies can be deployed to improve attendance, including the Fastrack to Attendance programme, Parenting Contracts and penalty notices.

Punctuality
The Law states that children should arrive at school on time, every day. School opens at 8.50 am for Reception to Year 6 and the expectation is that pupils should be there ready to learn for that time. Poor punctuality is unacceptable and persistent lateness, ie after the close of registration at 9.05 am, will be marked as unauthorised absence, leaving parents/carers at risk of legal action. If a child arrives late on more than 10 occasions (after the registers close) the school will ask the Education Welfare Service to issue a Penalty notice.

Roles and Responsibilities of the School
· Ensure our School is a place where children belong, aspire and achieve.
· Ensure our School is a place where children want to attend, are treated with respect and feel valued including addressing individual needs.
· Ensure we provide children with an engaging, exciting and empowering curriculum that equips them for today and tomorrow.
· Set high expectations for pupil attendance, and monitor individual and whole school attendance on a weekly basis.
· Identify causes of concern with regard to pupil attendance.
· Make initial contact with parents where there is unexplained absence.
· Invite parents/carers into school to discuss where there is no improvement.
· Work in partnership with the LA, and with the Education Welfare Service particularly.
· Maintain electronic registration data systems effectively and deploy them robustly to facilitate presentation of reports.
· Provide attendance data for parents of children under 90% regularly.
· Provide parents with attendance data on Parents evenings (which take place in October and February).
· Promote attendance at all levels – within school, the community, the LA, regionally and nationally.
· Celebrate excellent and improved attendance.

Roles and Responsibilities of Parents/Carers
· Ensure pupils arrive at school on time every day and that routines are in place at home to support this.
· Contact the school before 9.30 am on each day of absence, if absence is unavoidable.
· Obtain and provide school with evidence to support medical absence.
· Do not book term time holidays and minimise appointments in school time.
 
Roles and Responsibilities of the Pupils
· Arrive at school, on time every day with correct equipment and ready to learn.
· Comply with school regulations regarding attendance and punctuality.
· Discuss any concerns they may have with staff regarding attendance and punctuality.

Roles and Responsibilities of the Education Welfare Service and Local Authority
· The Education Welfare Service will work in partnership with the school to promote and facilitate improved attendance, at an individual level, either through a referral system or using the Fastrack to Attendance Programme; and at whole school level using proactive strategies and Action Plans.
· The Education Welfare Service and School will work with children and families to ensure their school attendance and safeguarding is maintained.
· Education Welfare Service will provide advice and guidance with regards to Children Missing Education, Child Employment and Licensing.
· Education Welfare Service will work in partnership with other agencies and will offer advice and signposting for referrals to appropriate organisations.
· Education Welfare Service will undertake legal action on behalf of the School.
· The LA will support the school with networking and training events and with individual School Audits and Action Plans.

For further information please contact:

Education Welfare Service, 
Block C Normanton Town Hall
High Street
Normanton 
WF6 2DZ
01924 307451































ATTENDANCE PROCEDURES

First Day response	If child absent with no reason, phone call home/text sent.  If persistent absentee/Safeguarding, make home visit on first day. Repeated on second day.

Third day response 	If child still absent with no reason on the third day. Attendance Officer to visit home and leave letter to say visited if no response.

Punctuality	Attendance Officer informs parents that Late marks are not acceptable.  Message about this on weekly Newsletter regarding lost learning.

Weekly drop-in	Attendance Officer drops into classes during week to encourage 100% attendance.

Persistent Absences	Persistent absentees are encouraged to come to breakfast club to get them into School on time ready to learn. 

Absences	If a parent leaves message to say a child is absent due to generally feeling unwell (make sure you get reason explained in full) Attendance Officer phones to encourage attendance where possible.

Classroom display	Each classroom has daily attendance on display, this is updated every day at registration by teacher to encourage 100% weekly attendance – Reward is non-uniform the following Friday.

Attendance Newsletter	On the back of the School Weekly Newsletter.  Keeping parents informed of class attendance.  This is displayed in all outside notice boards.

Attendance Tracking	Display in Both Halls – updated weekly with classes with 100% weekly attendance and which class currently has best class attendance to date.

Unauthorised absences 	From 31st January 2020 Penalty notices to be issued for unauthorised absences over 9 and half sessions.  All term time holidays are unauthorised.

INFORMATION TO PARENTS
Half Termly	Under 92% letters end of every half term.
Parents Evening	Attendance for all children given to teachers for Parents Evening (Oct & Feb)

CERTIFICATES AND PRIZES
Weekly reward	Class with weekly attendance of 100% can come in non-uniform the following Friday.

Half Termly reward	On the last day of half term, the class with the best attendance for that half term have an extra 15 minutes at playtime.

Termly & Half Term rewards	Certificates are given to children who achieve 100% for Autumn, Spring and Summer Terms.	  Additional attendance challenges may be added throughout the year (eg Summer Attendance Challenge where all children with 100% attendance for the Summer term are entered into a draw to win family cinema tickets).   

On the last day of term, the class with the best class attendance for that Term can have a golden hour (a treat agreed by the teacher).

Full Year	Certificates are given to children who achieve 100% for full year.  
Reward – Ice cream van at end of year (will need booking by AG).

Gold Award	Certificates are given to Year 6 children who have continued to have good attendance during their time at Hendal.

Best Class	Certificates are given to children in the class who have achieved best attendance for the year.  Reward – Ice Cream Van a the end of the Year.  

EWO VISITS
EWO can attend FEET Groups in Nursery to reiterate importance of attendance, but need to ask EWO.
EWO meets with Attendance Officer ever half term.  Discuss persistent absences and any other concerns.   In October – Letter sent to all parents to make them aware that they might be asked to come to meeting with EWO, this is done by sending letter to parents ready for Parents Evening.  Letters regularly sent to PA under 90% and if no improvement meetings with EWO, attendance officer and parents of children with attendance under 90% are arranged.
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