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 STANNINGLEY PRIMARY SCHOOL
ATTENDANCE POLICY

Stanningley Primary School seeks to assist parents in discharging their legal responsibility to ensure that each child receives full time education, because we believe that for children to achieve their full educational potential, regular, punctual, school attendance is essential. 

This policy should be read in conjunction with ‘Children Missing Education Statutory Guidance for Local Authorities’ (September 2016) and the Safeguarding and Child Protection Policy (reviewed annually).
SAFEGUARDING 
A child may be at risk of harm if they do not attend school regularly. Safeguarding the interests of each child is everyone's responsibility and within the context of school, promoting the welfare and life opportunities for our children encompasses:

· Attendance

· Behaviour Management

· Health and Safety

· Access to the curriculum

· Anti-bullying

· Children missing education
Failing to attend school on a regular basis will be considered as a safeguarding matter.  Helping to create a pattern of regular attendance is everybody’s responsibility - parents/carers, pupils and all members of school staff

We expect that Pupils will
a.  Attend school regularly.

b.  Arrive on time appropriately prepared for the day.
We expect that Parents will
a. Encourage their children to attend school every day.
b.  Ensure that they contact school on the first day of any unavoidable absence.
c.  Make appointments outside of school hours or at the end of the day wherever possible. 
Ensure that their children arrive at school on time every morning.
d.  Ensure that their children are well prepared for the school day, in uniform and with any necessary kit/equipment. 
e.  Contact the school when any problem occurs which might keep their child away from school.
We expect that Teachers will

a.  Accurately complete registers at the beginning of each session in accordance with school procedure.
b.  Code absences appropriately following the absence coding guidance.
c.  Encourage children to attend school every day and maintain punctuality.
We expect that the Head Teacher will 
a.  Contact parents when other means of communication have failed.

b.  Ensure all parents / carers are regularly made aware of the law in relation to holidays being taken in term time and that penalty notices will be issued in most cases. 
c.  Ensure that classes with excellent attendance are acknowledged in weekly assemblies. 
d.  Record attendance figures on the termly Head Teacher’s report to Governors and provide an annual attendance report to Governors.  
e.  Decide whether or not to authorise leave of absence forms, sign and pass to Learning Mentor

f.  With the support of the Family Support Worker, send notifications to parents of children who are regularly late. 
We expect that the Learning Mentor will

a. Provide the HT with weekly attendance figures for each class.
b. Collate requests for leave of absence after HT has signed them. 
c. Place No Further Action slips / Further Action slips / Authorised Absence slips in class registers to go home. 

d. Pass unauthorised letters (outcome of leave of absence request) to Family Support Worker to deliver to parent/carer. 
e. Initiate further action against parents where it is deemed necessary.
f. Provide data analysis results when required.

g. Liaise with other members of the attendance team in school when necessary.

h. Log on CPOMS when letters have been sent out.

.  
We expect that Admin Staff will 
a.  Ensure that class registers are kept up to date with details of pupils as appropriate.
b.  Update attendance data & absence codes in SIMS.
c.  Monitor children’s signing in & out on the school InVentry System for those who arrive late or leave school during the day. 
d.  Collect attendance information before 9am so that any absences can be followed up. 
e.  Where no reason has been provided for a child’s absence, contact parents/carers as soon as possible after the close of register to establish why a child is absent. An initial text message will be sent; if there is no response to this, a follow-up phone call will be made.
f.  Record all non-attendances, lates, and send text messages and make phone calls to parents. Record all non-attendance and lates on CPOMS, alerting SLT and Learning Mentor.    

g.  Liaise with family support worker when contact with a parent / carer of an absent child cannot be made or a reason for absence cannot be established. 
h.  Complete the school Census information three times yearly and submit to Leeds City Council

i.  Give out leave of absence forms to parents / carers on request and pass completed forms to the Head Teacher.

We expect the Family Support Worker will
a.  Meet with HT every fortnight to look at and update the Persistent Absence Log
b.  Follow up all new cases of absence which has fallen to 93% or below, with the standard school attendance letter (PA letter 1), together with the child’s attendance report. 

c.  Send the second PA letter if attendance does not improve after 2 weeks.
d.  Follow up non-attendance with home visits when necessary

e.  Initiate short-term case work where necessary.
f.  Invite parents / carers to attendance meetings / School Attendance Panel meetings following continued persistent absence, using the school template letter (PA letter 3). These meetings to be attended by HT and, where possible, Bramley Cluster representative.
g.  Make parents aware of outcomes of request for leave of absence by handing letters to them (or posting if unavailable) and date unauthorised holiday list to indicate when this has taken place. Log these on CPOMS. 
We expect the Governors will
a. Ensure that the Attendance Policy is adhered to.

b. Make the policy known to parents through the school prospectus and website. 
c.  Agree targets for improvement and monitor whether they are achieved.

THE LAW

· Teachers must complete the daily class register and enter the appropriate absence codes. 
· A school must report to the DfE absences, authorised and unauthorised. 

· With effect from September 2013 the government abolished the right of head teachers to authorise absence specifically for holidays of up to 10 days per year if special circumstances exist. Instead, head teachers will only be allowed to grant leave of absence for any reason if they are satisfied exceptional circumstances exist.
· Any holiday taken during term time will be reported to Leeds City Council and in most cases will incur a fine.
Examples of authorised absence:
· Personal illness

· Medical / dental appointments

· Religious observance
· Family funerals
Examples of unauthorised absence: 
· Shopping / haircut in school hours

· Sleeping in

· Day off for anything other than illness
· Holidays during school time. 
· Any absence where school has not been contacted by phone, letter or in person.

RESPONDING TO NON-ATTENDANCE
Stanningley Primary School puts the safety and welfare of all its pupils above all else; in some cases, a child missing from school may indicate that there is a safeguarding concern and every effort will be made to contact parents / carers to establish the whereabouts of the child and to follow up any related concerns. 
When a pupil does not attend, the school will respond in the following manner:
When a child is absent with no message, a member of office staff will contact parents/carers as soon as possible after the close of register to establish why a child is absent. An initial text message will be sent; if there is no response to this, a follow-up phone call will be made. When contact with a parent / carer of an absent child cannot be made or a reason for absence cannot be established, the Family Support Worker will be informed and she will contact the family for an explanation. Target families will be visited the same day and the child will be brought to school if possible. 
It is expected that staff will endeavour to establish and try to resolve (by various means) any problems which cause individual children to have frequent or long-term absences. 
PERSISTENT ABSENCE
When children’s attendance falls below 93%, an initial letter will go out as notice that attendance is being monitored. Where children are persistently absent and their attendance falls below 90% these children will be more closely monitored and the Family Support Worker will regularly contact parents / carers to identify any underlying issues and to offer support. All meetings/phone calls will be logged on CPOMS. If attendance doesn’t improve, the following process will be followed:
1. Formal meeting with parents, Family Support Worker and the Head Teacher, during which minutes will be taken and logged on CPOMS. 
2. Attendance will be monitored and review dates will be set to either celebrate improved attendance or to look at further ways of supporting the family – for example Early Help Plan, referral to the School Attendance Improvement Team. 
3. Once all avenues of support have been exhausted and attendance is still not improving, the school will contact the Targeted Service Lead for attendance (Jason Askham) at Bramley Cluster to seek advice on next steps and organise a School Attendance Panel meeting.
4. Next steps may include legal action being taken against the parent / carer. 
REINTEGRATION
For children who have been absent for a long time, a reintegration plan will be put in place to support the child and their family in ensuring transition back to school is as smooth as possible. 
REWARDS

The Class with the highest weekly attendance will be rewarded with a trophy and certificate. These will be presented during assembly and displayed prominently in the classrooms.

PUNCTUALITY 
Good punctuality means that children will not miss out on essential learning when they arrive at school. Being late for school can affect both learning and self-esteem. We expect every child to arrive at school on time each morning. For children in Reception to Year 6, school starts at 8:45am. Classroom doors open at 8:40am and registers close at 8:50am; children arriving after this time will have to go to reception to sign in and will be marked as late in the class register. 

For children in Nursery, start and finish times are: 8.30 to 11.30 (am); 12.15 to 3.15 (pm). 
Parents/Carers will receive a text message at the end of each week if their child has been late two or more times that week. 
EQUAL OPPORTUNITIES

It is every child’s right to have access to an education and it is against the law to deny them this. We will endeavour to ensure that all the children at Stanningley attend school and make good  progress. 
This Attendance Policy was formally reviewed and adopted by Stanningley Primary School in January 2023. 
Chair of Governors:               [image: image2.emf]      Louise Travis-Jones
Headteacher:              [image: image3.emf]         Julie Brewer

Next Review:  January 2026
Appendix 1 PA Letter 1
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Headteacher Mrs Julie Brewer

Deputy Headteacher Mrs Tammy Stott-Moore




                         
   

DATE________________________

Dear 

I am writing to inform you that _______________________ attendance is currently __________%. 

Attendance below 90% falls into the persistent absence category and is closely monitored to ensure it improves quickly. 

If attendance continues to fall and goes below 90%, school will contact you to arrange a meeting at a future date. 

Yours sincerely

Mrs Brewer
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Appendix 2   PA Letter 2
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Headteacher Mrs Julie Brewer

Deputy Headteacher Mrs Tammy Stott-Moore

DATE________________________

Dear 

I am writing to inform you that _______________________ attendance is currently _________% and has not improved since the last letter you received. Attendance which falls below 90% falls into the persistent absence category and must be closely monitored to ensure it improves quickly. 

I would like to arrange to meet with you so we can discuss ways in which school can support you further with __________________________’s attendance. 

I will contact you in the near future.

Yours sincerely

Mrs Brewer
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Appendix 3 –

DATE________________________

Dear 

I am writing to inform you that ___________________________’s attendance is currently ______%. Attendance which falls below 90% falls into the persistent absence category and must be closely monitored to ensure it improves quickly. 

____________________________ is now being persistently absent from school and this is having a detrimental effect on learning, progress and wellbeing. 

I would like to invite you to a School Attendance Panel meeting to discuss ways in which we can support you to ensure ___________________________’s attendance starts to improve quickly. 

The School Attendance Panel will include the Family Support Worker, the Head Teacher and a representative from Bramley Cluster. 

A member of staff will contact you this week to arrange a mutually convenient time for the meeting to take place. 

Yours sincerely

Mrs Brewer
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Appendix 4 - 
Holiday Request Slip a
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DATE
Dear 

Thank you for submitting your absence request form for _________________________ for ______days out of school. Whilst this absence will not be authorised, there will be no further action at this time. 

Yours sincerely

Mrs J Brewer

Head Teacher
Appendix 5 - Holiday Request Slip b
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DATE

Dear 

Thank you for submitting your absence request form for ___________________________ for ______days out of school. This absence will be authorised.
Yours sincerely

Mrs J Brewer

Head Teacher

Appendix 5 – Late Letter
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Headteacher Mrs Julie Brewer

Deputy Headteacher Mrs Tammy Stott-Moore

DATE________________________

Dear 

I am writing to inform you that your child ____________________________________________ 

has been late to school _____________ times this term. 

It is important that children arrive on time for school so they can begin their learning at the correct time with their peers. 

The doors open at 8.40am and school starts at 8.45am. Please ensure your child is at school by this time. 

If your child continues to be late for school on a morning, I will contact you to arrange a meeting to discuss how we can support you in getting your child to school on time. 

If you are having any difficulties with this, please do not hesitate to contact school.  

Yours sincerely

Mrs Brewer
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Appendix 6 – Holiday request not completed
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Headteacher Mrs Julie Brewer

Deputy Headteacher Mrs Tammy Stott-Moore

Dear Parent/Carer

We understand that you have recently taken your child   out of school for a holiday in term time. We believe this to be the case because you told a member of staff on Friday XXXX that XXXX was going on holiday on XXXX. You were asked to fill in a holiday form, but this was not done. (Change wording as appropriate)
Amendments to the Education Regulations (2013) make it clear that schools are no longer allowed to authorise any requests for children to be taken out of school for a holiday during term time.  A leave of absence can only be granted in exceptional circumstances applied for prior to the absence.

As a result your child’s absence has been marked as unauthorised in the school register and you may incur a penalty notice fine.  However, if your child was absent due to unavoidable cause that you have not informed us of, I would ask that you submit your reasons (with evidence) to the school in writing within 7 school days of the date on this letter. 

Failure to evidence any unavoidable cause will result in our making a request to Leeds City Council to issue a Penalty Notice(s) on our behalf, this will be £60 per parent per child, once the penalty notice is issued, you will have 21 days in which to pay the fine. If you fail to pay in that time period, each fine will double to £120 and you then have another seven days in which to pay, taking the total time in which to make payment to 28 days.
 

I must advise you that if you fail to make payment after 28 days then Leeds City Council has the power to prosecute you in the magistrate’s court for the offence of failing to ensure your child attends school regularly. A guilty verdict at court can lead to a fine of up to £1000, and a criminal record which can affect employment opportunities.
 

This is in line with current government legislation and Leeds City Council Code of Conduct.

If you would like to discuss this, please do not hesitate to contact me.

Yours sincerely

Head Teacher

Mrs J Brewer.

Stanningley Primary School
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