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‘Be the best you can be.’

                      Attendance Policy

Farsley Springbank Primary School is committed to providing a broad, balanced and ambitious education for every child. Regular attendance is critical to enabling pupils to thrive academically, socially and emotionally, and to be the best they can be.
There is a strong and well-evidenced link between good attendance and improved attainment. Pupils who attend consistently access the full curriculum, make better progress over time, and adapt more successfully to routines, learning and friendship groups.
We believe that regular attendance enables children to:
· fully access the curriculum
· build positive relationships and develop social skills that prepare them for their next phase of education
· develop self-esteem, a sense of worth and a sense of belonging
· develop a positive attitude to school and the world of work, including the importance of punctuality and reliability
· remain safe from harm and benefit from safeguarding oversight

We adopt a whole-school approach to promoting attendance and are committed to working in partnership with parents/carers, pupils and external agencies to understand barriers and to implement supportive and effective solutions.
This attendance policy forms part of our broader safeguarding framework and should be read alongside:
· Child Protection and Safeguarding Policy
· Behaviour principles and Relational Policy
· Anti-Bullying Policy
· Online Safety Policy
· SEND and Inclusion Policy

AIMS OF THIS POLICY
At Farsley Springbank Primary School, our aim is to support every pupil to attend regularly and punctually so they can thrive academically, socially and emotionally.
We aim to:
· Take appropriate and timely action to safeguard and promote children’s welfare, recognising that attendance is a central safeguarding function.
· Ensure all staff understand their responsibilities for attendance, including its direct relationship with safeguarding, wellbeing and educational outcomes.
· Promote an inclusive, supportive culture in which attendance and punctuality are valued by the whole school community, reflecting our ethos of Courageous, Kind, Curious.
· Work in partnership with parents, carers, and pupils to develop positive routines, address barriers early, and maintain open communication between home and school.
· Recognise and celebrate positive attendance and punctuality, encouraging children to develop lifelong habits that support success.
· Maintain clear, efficient systems for monitoring, reporting and managing attendance and punctuality, ensuring leaders are able to intervene promptly and appropriately.
· Keep attendance high profile across the school, reinforcing the understanding that regular attendance helps children access the curriculum, build friendships, develop resilience and remain safe.

Farsley Springbank recognises that promoting good attendance is a shared responsibility. We strive to make school a happy, safe and rewarding experience, enabling every child to enjoy and fully engage in their primary education.

LEGISLATION AND GUIDANCE
This policy is based on the Department for Education’s guidance, Working together to improve school attendance. 

The Education Act 1996 states that: 
· All pupils of compulsory school age receive a suitable full-time education by regular attendance at school or otherwise. 
· The Local Authority must provide school places to parents who wish their children to be educated at school. 
· The school must complete attendance registers at the beginning of the morning session and during the afternoon session. 
· The school must report to the Local Authority pupils who are absent for more than ten days without explanation. 
· The Local Authority has a duty to ensure that parents fulfil their legal responsibilities. 
· Failure by parents to ensure the regular attendance at school of a registered pupil is an offence punishable by law. Education Act 1996 (legislation.gov.uk) - Part 6 Education Act 2002 (legislation.gov.uk) - Part 3

IT IS THE RESPONSIBILITY OF PARENTS/CARERS TO:
Parents and carers have a legal duty to ensure that their child attends school regularly and punctually. At Farsley Springbank Primary School, we recognise this as a shared responsibility and will work in partnership with families to support good attendance and wellbeing.
· Ensure their child attends school every day the school is open and arrives on time, in order to fulfil their legal responsibility.
· Notify school on the first day of absence, and provide a clear reason for the absence. Where the return date is unknown, parents should continue to update school.
· Submit requests for term-time leave using the school’s request form, noting that leave can only be authorised in exceptional circumstances.
· Provide medical evidence when requested, particularly when attendance is a concern or where recurring illness may impact attendance.
· Keep all contact and emergency details up to date, and provide at least two emergency contacts in line with safeguarding guidance.
· Support their child to arrive prepared for learning, including punctuality, appropriate uniform and readiness to engage.
· Inform the school of significant changes or circumstances which may impact their child’s attendance, punctuality, emotional wellbeing or access to learning.
· Work in partnership with school and relevant agencies so that barriers to attendance can be identified early and addressed supportively.

We recognise that barriers to attendance may be linked to a child’s social, emotional, medical or family needs. We encourage parents and carers to speak to school as soon as possible so that we can work together to provide help, guidance and support.

IT IS THE RESPONSIBILITY OF THE SCHOOL TO:
Farsley Springbank Primary School is committed to promoting high attendance and punctuality so that every pupil can access the ambitious, broad and balanced education they are entitled to.

The school will:
· Provide an education suited to each child’s age, aptitude, ability and any special educational needs and disabilities, ensuring equal access to the curriculum.
· Offer a safe, inclusive and welcoming environment that promotes attendance, wellbeing and engagement, enabling pupils to thrive academically, socially and emotionally.
· Encourage, recognise and celebrate good attendance and punctuality, fostering positive routines and habits that support lifelong success.
· Act promptly when attendance concerns arise, identifying barriers early and working supportively with families to overcome them.
· Maintain efficient, accurate and timely records of attendance, in accordance with statutory requirements and local authority guidance.
· Contact parents or carers on the first day of unexplained absence, to ensure pupil safety and identify any reasons for non-attendance.
· Communicate clearly with parents and carers about attendance expectations, procedures and their child’s attendance profile, using a supportive approach.
· Work collaboratively with external agencies and Leeds Local Authority services to meet statutory duties and to provide appropriate support, including safeguarding and Early Help pathways.
· Contribute sensitively to each child’s social, emotional and moral development, recognising that wellbeing is closely linked to attendance.

Our approach is preventative, relational and inclusive. We aim to understand the reasons behind attendance barriers and to work in partnership with parents and professionals to ensure every child can attend, enjoy and succeed at school.

The Headteacher will:
· Ensure all staff understand their safeguarding responsibilities and how poor attendance can indicate welfare concerns, in line with Keeping Children Safe in Education.
· Ensure support is in place for pupils with medical needs, mental health needs or SEND, including the use of Individual Healthcare Plans where appropriate.
· Oversee accurate completion of admission and attendance registers and ensure statutory attendance codes are applied consistently.
· Monitor attendance data and trends, prioritising pupils with persistent or severe absence, and coordinating multi-agency support where needed.
· Ensure clear processes exist to address attendance concerns, including escalation to Early Help, Children’s Social Work Services and other statutory partners.
· Report attendance information and progress to the Governing Body.
· Ensure the attendance policy is applied fairly and in accordance with safeguarding duties, the Equality Act 2010, and the rights and needs of individual pupils.

The Attendance Team (including the Senior Attendance Champion) will:
· Lead and implement the school’s attendance strategy, promoting a positive culture of regular attendance and punctuality.
· Monitor attendance data at pupil, group and cohort level to identify concerns early and support intervention.
· Ensure accurate recording of attendance and absence codes, and operate robust first-day calling procedures.
· Follow up unexplained absence promptly, prioritising vulnerable pupils or those with a social worker.
· Communicate clearly with families about attendance expectations and emerging concerns, offering early help and support.
· Arrange meetings with parents where attendance is a concern and agree actions to remove barriers.
· Make referrals to external agencies, including Early Help, Children’s Social Work Services or health partners, where additional support is required.
· Undertake home visits where appropriate to safeguard pupils and support re-engagement with school.
· Share attendance trends and key information with staff and the Headteacher to inform response and strategic planning.
· Ensure escalation procedures for persistent or severe absence are implemented consistently and reviewed for effectiveness.

The Senior Attendance Champion holds strategic oversight of this work and is responsible for coordinating the team and ensuring compliance with local authority and safeguarding expectations.

Teaching staff will:
· Take accurate registers at the start of morning and afternoon sessions.
· Promote strong attendance and punctuality in their class.
· Notice early concerns and share them with the Attendance Lead/DSL.
· Communicate respectfully with families about attendance and barriers.
· Support pupils in feeling safe, welcome and engaged in school.

RECORDING ATTENDANCE
A register is a legal document and must be kept according to approved regulations.  In certain circumstances it may be required for evidence.
Attendance registers will be completed twice daily using the SIMS system

UNDERSTANDING TYPES OF ABSENCE
Under statutory attendance regulations, schools must record whether each pupil is present at both the morning and afternoon session of each school day. Every session must be classified as authorised or unauthorised, based on the reason provided.
The school must receive information regarding the reason for any absence. Parents should notify the school on the first day of absence and provide further information if requested. Evidence (e.g. appointment confirmation or medical notes) may be required to support authorised absence.
Authorised Absence
Absence may be authorised where there is a genuine and unavoidable reason why a pupil cannot attend school. This includes:
· Illness.
· Medical or dental appointments that cannot reasonably be arranged outside school hours.
· Religious observance, when the day is set apart exclusively by the religious body to which the family belongs.
· Bereavement or other compassionate circumstances (Headteacher’s discretion).
· Exceptional term-time leave approved in advance by the Headteacher.
· Participation in a licensed performance, sporting or supervised educational event approved by the school or Local Authority.

Authorisation is a school decision, not a parent decision.
An absence can only be recorded as authorised once the school is satisfied with the reason provided.

Unauthorised Absence
Absence will be unauthorised when:
· No explanation is provided.
· The explanation is not deemed valid or reasonable by the school.
· A pupil arrives after the register has closed (U code).
· Leave in term time is taken without permission.
· A pupil stays off school for social or family convenience (e.g. birthdays, shopping, childcare).
· A whole day is taken for a medical appointment when only part of the day is needed.
· A pupil exceeds the period of authorised leave.

Repeated unauthorised absence may result in further action, including referral to the Local Authority and statutory measures, in line with national guidance.

Persistent Absence (PA)
A pupil is considered persistently absent when their attendance falls below 90% across the school year.
The school will:
· Monitor attendance regularly to identify pupils at risk of persistent absence.
· Engage with parents early to understand barriers and agree supportive actions.
· Implement an attendance support plan where needed, focusing on routines, wellbeing, and access to learning.
Work collaboratively with relevant leaders (SENCO, Pastoral Lead, DSL) where attendance concerns relate to additional needs, safeguarding or health. 
· Involve external services such as Early Help or the Local Authority Attendance Service when improvement does not occur or vulnerabilities are identified.
· Review attendance with families regularly and adjust support if needed.

Persistent absence is treated as a potential safeguarding concern, and the school will take timely action to ensure pupils are safe and supported in returning to regular attendance.



Addressing Attendance Concerns
While illness and occasional absence are unavoidable, reluctance to attend school can quickly lead to wider difficulties. We encourage parents to contact school at the earliest opportunity if their child is anxious, struggling or worried about attending.
Open communication allows us to work together to identify barriers, put support in place and help the child re-engage with school positively and safely.

ABSENCE PROCEDURES
If parents know their child is going to be absent in advance, they can inform the school by speaking to the class teacher, phoning the school or by sending in written letter e.g. a medical appointment.

If your child is absent with no prior notification you must:
· Contact us by 9am on the first day of absence;
· If you are unsure how long your child will be absent from school, in the case of illness, you must contact the school daily every day your child is absent.
· Or you can call into school and report to the School Office, who will arrange for a member of staff to speak with you.

If your child is absent we will:
· Telephone or text you on the first day of absence if we have not heard from you.  We will text/phone the first contact then second, third and fourth contact if necessary. This is an important safeguarding procedure and - where we are unable to establish first day contact – we may visit the home of the absent children to verify their whereabouts and ensure their safety.
· If, by the end of the day, there has been no contact made, the school will send a letter of concern to parents/carers or invite them into school to discuss their concerns.  

CHILDREN ABSCONDING/GO MISSING DURING THE SCHOOL DAY
Any pupil who leaves the school site or is missing during the school day is considered vulnerable and at potential risk. This includes pupils who are absent from their expected location in school, leave the premises without permission, or cannot be accounted for.
Where this occurs, staff must follow the school’s procedures to:
· Ensure the immediate safety of the pupil, including efforts to locate them.
· Alert relevant senior staff, including the Designated Safeguarding Lead (DSL).
· Inform parents/carers as soon as practicable.
· Assess whether the incident indicates a safeguarding risk, including the possibility of neglect, exploitation or abuse.
· Record the incident accurately, including actions taken and persons informed.
· Consider preventative measures to support the child and reduce the risk of recurrence.

Repeated episodes of absconding or going missing will be treated as a safeguarding concern and may require support from external agencies.
Procedures (including roles, search protocols and communication steps) are detailed in Appendix 1.



LEAVE OF ABSENCE IN TERM TIME
Parents/carers are legally required to ensure their child attends school regularly.
School days are intended for education, and term-time leave is only permitted in exceptional circumstances.
The Headteacher has the authority to decide whether a leave of absence meets the threshold for exceptional circumstances. Family holidays or travel planned for convenience are not considered exceptional circumstances.
Requests for term-time leave must be made in writing using the school’s official request form. Parents/carers should provide as much information as possible to allow the Headteacher to consider the circumstances. Supporting evidence may be requested.
If the request is not authorised, parents/carers will be notified in writing.
If leave is still taken without authorisation, the absence will be recorded as unauthorised and the school may refer the case to the Local Authority.
The Local Authority may issue penalty notices or take further legal action where unauthorised leave causes absence to reach a level of concern. The Local Authority determines the level and type of fine under current national guidance and local procedures.

Please see appendix 2 for further information.

PUNCTUALITY
Punctuality is an important part of good attendance. Arriving on time allows children to begin the day calmly, settle with their peers, receive important information from the teacher and access the full learning experience. Frequent lateness can affect a child’s confidence, disrupt their morning routine and impact on learning.

Managing Morning Lateness
· The school day begins at 8:45am.
· Registers are taken at 8:50am. Children who arrive after this time will receive a late mark (L).
· Registers close at 9:00am. Pupils arriving after 9:15am will be recorded as late/absent (U code). This shows that the child is on site but has missed the legal registration period.

Pupils arriving late must report to the school office to be signed in. This ensures accurate safeguarding information and allows us to confirm that the pupil is on the premises.
Repeated lateness will be monitored. School may contact parents/carers to discuss how we can work together to improve punctuality and support morning routines.
Where punctuality does not improve despite support, this may be escalated in line with the school’s attendance procedures and guidance from Leeds Local Authority.

Late Collection at the End of the School Day
Children should be collected promptly at the end of the school day. We understand that unexpected delays may occasionally occur.
If you are delayed, please contact the school office as soon as possible so that we can reassure your child and make arrangements.
Children who are not collected on time will be brought to a supervised area so that they remain safe until an adult arrives.
Where late collection happens regularly, the school will contact parents/carers to discuss the reasons and agree a plan to support punctual collection.
If we are unable to contact parents/carers or emergency contacts and the child remains uncollected for a prolonged period, the school may seek assistance from Children’s Social Care to ensure the child’s safety.

WORKING WITH OTHER SETTINGS
We work closely with feeder nurseries and receiving secondary schools to support each child’s transition and ensure continuity of care.
· Where appropriate, we will request relevant attendance information from nursery providers to help us understand a child’s previous routines and identify any barriers that may affect attendance when they start school.
· Attendance information will be shared with receiving secondary schools through the statutory data transfer process and, where needed, through professional discussion.
· Information shared will be used to support pupils and families, promote positive attendance habits, and identify where early help or adjustments may be beneficial.
All information is transferred securely and in accordance with data protection legislation and safeguarding expectations.

WORKING WITH OTHER AGENCIES 
We recognise that attendance can be influenced by a range of educational, health, emotional and family factors. When required, the school will work with appropriate external agencies to support pupils and their families.
Multi-agency involvement may include, but is not limited to:
· Children’s Social Work Services
· Health services, including school nursing and medical teams
· SEND and specialist education services
· Early Help and family support services
· Traveller, migrant or ethnic minority support services
· Attendance improvement services and Local Authority partners
Multi-agency collaboration is focused on understanding barriers, offering early intervention, and ensuring that children are safe and supported.
Information is shared securely and only when necessary in line with safeguarding responsibilities, statutory guidance and data protection legislation.

ELECTIVE HOME EDUCATION (EHE)
Parents/carers have the legal right to educate their child at home. Where this option is chosen, parents/carers are responsible for ensuring that their child receives a full-time and suitable education, appropriate to their age, ability and needs.
If a parent/carer intends to home educate, they must notify the school in writing, requesting that their child be removed from the school roll. Upon receipt of this written request, the school will update records and notify the Local Authority in accordance with statutory regulations.
We encourage parents/carers considering home education to meet with the Headteacher before they make a final decision. This enables us to discuss support that may be available, understand the reasons behind the request, and ensure the family is aware of the responsibilities involved in elective home education.
Once removed from the school roll, the Local Authority assumes responsibility for monitoring the suitability of a child’s home education provision.



CHILDREN MISSING IN EDUCATION (CME)
A child who is absent as well as missing from education is a potential indicator of abuse or neglect. Where a child is reported to be missing education we will comply with our statutory duty to inform the local authority of any pupil who falls within the reporting notification requirements outlined in Children Missing Education – Statutory guidance for local authorities (DfE September 2016) and follow the Leeds Children’s Services LA procedure and contact: cme@leeds.gov.uk. Tel: 0113 3789686.

USEFUL CONTACTS
	Role/Agency
	Name and role
	Contact details

	School Attendance Service (SAS) 
	Queries relating to attendance
	01133785994 Schoolattendanceservice@leeds.gov.uk

	Safeguarding Team 
	Advice / Training / Safeguarding Audit 
	0113 3789685 estconsultation@leeds.gov.uk

	Children Missing Education (CME) 
	Referrals for children missing education
	0113 378 9686 CME@leeds.gov.uk Education 

	Elective Home Education (EHE) 
	Queries around Elective Home Education
	
EHE@leeds.gov.uk



MONITORING AND REVIEW
The designated staff in school are Miss Percival (HT), Mrs Grime and Mrs Airey (Admin Officer) and will be responsible for monitoring attendance throughout the school and for following up absences in the appropriate way.

It is the responsibility of the governors to monitor overall attendance, and there will a detailed termly attendance report from the Head teacher. The governing body also has the responsibility for this policy, and for seeing that it is carried out. The governors will therefore examine closely the information provided to them, and seek to ensure that our attendance figures are as high as they should be. 

The school will keep accurate attendance records on file for a minimum period of three years. 

Policy Approved by Governors in September 2026

This policy will be reviewed every 3 years unless circumstances mean an earlier review is needed.

Review September 2029
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New National Penalty Notice Framework

(unauthorised school absence)

The following changes will come into force for Penalty Notice Fines
from 19" August 2024 across the whole of England

« Schools MUST consider a penalty notice for 10 unauthorised sessions (usually 5 school days)
within a rolling 10 school week period of time (these sessions do not have to be consecutive and
can be made up of any unauthorised absences and can span different terms and school years).

« Penalty Notices are issued per parent, per child (For example, if there are 3 children in a family,
each parent may receive 3 separate penalty notices).

National Penalty Notice Framework (offences in a three year rolling period)
First Offence Second Offence Third Offence

(or any further offences within 3 years)

The first penalty notice will be The second penalty notice will be A penalty notice will not be issued,

issued at £160 per parent if paid issued at £160 per parent if paid and the case will be considered for

within 28 days (this will be reduced | within 28 days (this will not be potential legal action. This can

to £80 if paid within 21 days) reduced) result in a criminal record and fines
of up to £1,000 plus costs.
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