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1. Aims 

This policy aims to show our commitment to meeting our obligations with regards to school attendance, including those 
ƭŀƛŘ ƻǳǘ ƛƴ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ ŦƻǊ 9ŘǳŎŀǘƛƻƴΩǎ ό5Ŧ9Ωǎύ ǎǘŀǘǳǘƻǊȅ ƎǳƛŘŀƴŎŜ ƻƴ working together to improve school 
attendance (applies from 19 August 2024), through our whole-school culture and ethos that values good attendance, 
including: 

 Setting high expectations for the attendance and punctuality of all pupils 

 Promoting good attendance and the benefits of good attendance 

 Reducing absence, including persistent and severe absence 

 Ensuring every pupil has access to the full-time education to which they are entitled 

 Acting early to address patterns of absence 

 Building strong relationships with families to ensure pupils have the support in place to attend school 

We will also promote and support punctuality in attending lessons. 

 

2. Legislation and guidance  

¢Ƙƛǎ ǇƻƭƛŎȅ ƛǎ ōŀǎŜŘ ƻƴ ǘƘŜ 5Ŧ9Ωǎ ǎǘŀǘǳǘƻǊȅ ƎǳƛŘŀƴŎŜ ƻƴ Working together to improve school attendance and School 
attendance parental responsibility measures. The guidance is based on the following pieces of legislation, which set out 
the legal powers and duties that govern school attendance: 

 Part 6 of the Education Act 1996 

 Maintained schools: Part 3 of the Education Act 2002 

 Part 7 of the Education and Inspections Act 2006 

 The School Attendance (Pupil Registration) (England) Regulations 2024  

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

 The Equality Act 2010 

It also refers to: 

 School census guidance 

 Keeping Children Safe in Education 

 Mental health issues affecting a pupil's attendance: guidance for schools 

 hŦǎǘŜŘΩǎ нлнр ŦǊŀƳŜǿƻǊƪ ǘƻƻƭƪƛǘ 

 

3. Roles and responsibilities  

3.1 The governing board 

The governing board is responsible for: 

 Setting high expectations of all school leaders, staff, pupils and parents 

 tǊƻƳƻǘƛƴƎ ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ǎŎƘƻƻƭ ŀǘǘŜƴŘŀƴŎŜ ŀŎǊƻǎǎ ǘƘŜ ǎŎƘƻƻƭΩǎ ǇƻƭƛŎƛŜǎ ŀƴŘ ŜǘƘƻǎ 

 Making sure school leaders fulfil expectations and statutory duties including: 

o Making sure the school records attendance accurately in the register, and shares the required 
information with the DfE and local authority 

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/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2024/208
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/school-inspection-toolkit-operating-guide-and-information
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o Making sure the school works effectively with local partners to help remove barriers to attendance, and 
keeps them informed regarding specific pupils, where appropriate 

 aŀƪƛƴƎ ǎǳǊŜ ǘƘŜ ǎŎƘƻƻƭΩǎ ŀǘǘŜƴŘŀƴŎŜ ƳŀƴŀƎŜƳŜƴǘ ǇǊƻŎŜǎǎŜǎ ŀǊŜ ŘŜƭƛǾŜǊŜŘ ŜŦŦŜŎǘƛǾŜƭȅΣ ŀƴŘ ǘƘŀǘ ŎƻƴǎƛǎǘŜƴǘ ǎǳǇǇƻǊǘ 
is provided for pupils who need it most by prioritising staff and resources 

 aŀƪƛƴƎ ǎǳǊŜ ǘƘŜ ǎŎƘƻƻƭ Ƙŀǎ ƘƛƎƘ ŀǎǇƛǊŀǘƛƻƴǎ ŦƻǊ ŀƭƭ ǇǳǇƛƭǎΣ ōǳǘ ŀŘŀǇǘǎ ǇǊƻŎŜǎǎŜǎ ŀƴŘ ǎǳǇǇƻǊǘ ǘƻ ǇǳǇƛƭǎΩ ƛƴŘƛǾƛŘǳŀƭ 
needs 

 Regularly reviewing and challenging attendance data and helping school leaders focus improvement efforts on 
individual pupils or cohorts who need it most 

 Working with school leaders to set goals or areas of focus for attendance and providing support and challenge 

 Monitoring attendance figures for the whole school and repeatedly evaluating the effectiveness of tƘŜ ǎŎƘƻƻƭΩǎ 
processes and improvement efforts to make sure they are meeting pupils needs 

 Where the school is struggling with attendance, working with school leaders to develop a comprehensive action 
plan to improve attendance 

 Making sure staff receive adequate training on attendance as part of the regular continued professional 
development offer, so that staff understand: 

o The importance of good attendance 

o That absence is almost always a symptom of wider issues 

o ¢ƘŜ ǎŎƘƻƻƭΩǎ ƭŜƎŀƭ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ƪŜŜǇƛƴƎ ǊŜƎisters 

o ¢ƘŜ ǎŎƘƻƻƭΩǎ ǎǘǊŀǘŜƎƛŜǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ǘǊŀŎƪƛƴƎΣ ŦƻƭƭƻǿƛƴƎ ǳǇ ƻƴ ŀƴŘ ƛƳǇǊƻǾƛƴƎ ŀǘǘŜƴŘŀƴŎŜΣ 
including working with partners and keeping them informed regarding specific pupils, where 
appropriate 

 Making sure dedicated training is provided to staff with a specific attendance function in their role, including in 
interpreting and analysing attendance data 

 Holding the headteacher to account for the implementation of this policy 

3.2 The headteacher  

The headteacher is responsible for:  

 Implementation of this policy at the 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  

 Issuing fixed-penalty notices, where necessary and/or authorising attendance team staff to be able to do so 

 Working with the parents of pupils with special educational needs and/or disabilities (SEND) to develop specific 
support approaches for attendance for pupils with SEND, including where school transport is regularly being 
missed, and where pupils with SEND face in-school barriers 

 Communicating with the local authority when a pupil with an education, health and care (EHC) plan has falling 
attendance, or where therŜ ŀǊŜ ōŀǊǊƛŜǊǎ ǘƻ ŀǘǘŜƴŘŀƴŎŜ ǘƘŀǘ ǊŜƭŀǘŜ ǘƻ ǘƘŜ ǇǳǇƛƭΩǎ ƴŜŜŘǎ 

 /ƻƳƳǳƴƛŎŀǘƛƴƎ ǘƘŜ ǎŎƘƻƻƭΩǎ ƘƛƎƘ ŜȄǇŜŎǘŀǘƛƻƴǎ ŦƻǊ ŀǘǘŜƴŘŀƴŎŜ ŀƴŘ ǇǳƴŎǘǳŀƭƛǘȅ ǊŜƎǳƭŀǊƭȅ ǘƻ ǇǳǇƛƭǎ ŀƴŘ ǇŀǊŜƴǘǎ 
through all available channels 

3.3 The designated senior leader responsible for attendance 

The designated senior leader  (also known as the Inclusion Lead) is responsible for: 
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 Leading, championing and improving attendance across the school 

 Setting a clear vision for improving and maintaining good attendance 

 Evaluating and monitoring expectations and processes 

 Having a strong grasp of absence data and an oversight of data analysis 

 Regularly monitoring and evaluating progress in attendance  

 Establishing and maintaining effective systems for tackling absence, and making sure they are followed by all staff 

 Liaising with pupils, parents/carers and external agencies, where needed 

 Building close and productive relationships with parents to discuss and tackle attendance issues 

 Creating intervention or reintegration plans in partnership with pupils and their parents/carers 

 Delivering targeted intervention and support to pupils and families  

 Delivering targeted intervention and support to pupils and families  

The designated senior leader responsible for attendance is Mrs Ellis and can be contacted via 01903 243099 and 
office@westparksch.co.uk 

3.4 The attendance officer 

The school attendance officer is responsible for:  

 Monitoring and analysing attendance data (see section 7) 

 Benchmarking attendance data to identify areas of focus for improvement 

 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 pupil entitlement team to tackle persistent absence 

 Advising the headteacher/designated senior leader (authorised by the headteacher) when to issue fixed-penalty 
notices 

The attendance officer is Mrs Yates and can be contacted via 01903 243099 and eyates@westparksch.co.uk 

3.5 Class teachers 

Class teachers are responsible for recording attendance for both morning and afternoon sessions on a daily basis, using 
the correct codes, and submitting this information to the school office by 8:45am each morning. 

3.6 School office staff 

School office staff will: 

 Take calls from parents about absence on a day-to-day basis and record it on the school system 

 Transfer calls from parents to the pastoral lead in order to provide them with more detailed support on attendance  

3.7 Parents/carers  

Where this policy refers to a parent, it refers to the adult the school and/or local authority decides is most appropriate 
to work with, including: 

 Make sure their child attends every day on time 

 /ŀƭƭ ǘƘŜ ǎŎƘƻƻƭ ǘƻ ǊŜǇƻǊǘ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŀōǎŜƴŎŜ ōŜŦƻǊŜ 9am on the day of the absence, (and each subsequent day of 
absence), and advise when they are expected to return 

 Provide the school with more than 1 emergency contact number for their child 


























