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1.0 INTRODUCTION AND STATEMENT OF INTENT

11 1 Corinthians 16:14: Do everything in love. Our Vision asks us all to act with love, foster positive
relationships and to make the most of each and every day. Children feel valued at Windmill and value the
opportunities they have and are keen and ready to learn. Therefore, regular attendance is representative of
our vision in action and all children are set a 97%+ attendance target (Appendix 1).

1.2 EYFS/KS1 pupils start at 8.40am and finish at 3.20pm. KS2 pupils have a shorter lunch and
therefore start at 8.50am and finish at 3.25pm. The staggered times are to support parents when dropping off
and collecting across Key Stages and is necessitated by having a split site. It is expected that pupils will
be on time.

1.3 The law entitles every child of compulsory school age to an efficient full time education. It is the
responsibility of every parent/carer to make sure their child receives that education by ensuring good
attendance and punctuality.

1.4 The Governors of Windmill Church of England Primary School regard regular attendance at school as
essential to ensure the best possible learning outcomes for all children and that regular attendance at school
is necessary to promote better life chances. Attendance acts to safeguard pupils and relies on strong trusting
relationships and a calm, orderly and safe environment. The School’s Vision encourages children to feel that
their presence in school is important and that they are missed when they are absent or late. Our Vision expects
staff and parents to work in partnership to ensure this happens.

15 There is a clear link between good attendance and high standards. For our children to gain the greatest
benefit from their education it is vital that they attend regularly and every child should be at school, on time,
every day the school is open, unless the reason for the absence is unavoidable.

1.6 There is a legal requirement for schools to set targets for improving school attendance. Good
attendance requires concerted effort from all teaching/non-teaching staff working in partnership with
parents/carers, pupils and external agencies to overcome barriers.

2.0 WHY REGULAR ATTENDANCE IS SO IMPORTANT
2.1 Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their
learning and attainment. Pupils with the highest attainment at the end of KS2 have higher rates of attendance

2.2 Regular attendance ensures good safeguarding. Pupils who are absent from school are at greater risk

of harm.
2.3 Regular attendance also promotes pupil well-being and supports wider outcomes such as their ability

to build and sustain relationships and their character development (including social, moral, spiritual and cultural
development).

2.4 Any pupil absence disrupts teaching routines and may affect the learning of others in the same class.
25 Ensuring every child’s regular attendance at school is the parent’s/carer’s responsibility and permitting
absence from school without good reason creates an offence in law and may result in prosecution.

3.0 ROLES AND RESPONSIBILITIES (See Appendix 3)
3.1: The School has a named Senior Leader with responsibility for attendance. This is Miss Towers (Deputy
Headteacher) who can be contacted via the school office (email: office@windmillcofeprimary,co,uk or telephone:
01924 470555)
3.2 PROMOTING REGULAR ATTENDANCE and helping to create a pattern of regular attendance is
everybody’s responsibility — Parent(s)/Carer(s), pupils and all members of school staff.
To help us all to focus on this we will:
a) Aspire to high standards:
e Develop and maintain a whole school culture that promotes high attendance.
e Set whole school and pupil targets
e Give parent(s)/parer(s) details about attendance in our regular newsletters.
e Reward good or improving attendance through class competitions, certificates and prizes. More
details of this can be found in Appendix 4 of this policy.
b) Monitor
e Have day to day processes that effectively follow-up absences.
e Regularly monitor and analyse attendance and implement strategies and interventions at an
individual and cohort level
e Report to parents/carers half-termly on their child’s attendance and punctuality




e Celebrate good attendance by displaying individual and class achievements.
c) Listen and Learn
¢ Build strong relationships with pupils and families through a tiered approach of support.
d) Formalise Support
o Work collaboratively when attendance is at risk of becoming persistent or severe
e Engage with support partners e.g. Local Authority Attendance Officers
¢ Depending on circumstances, this may include parenting contract or an education supervision
order
e) Enforce
e  Where support is not working or being engaged with, attendance is enforced through statutory
intervention or prosecution

4.0 A Tiered Approach to Improving Attendance (Appendix 2)

Windmill CofE has adopted a tiered approach to improving attendance. This is detailed in Appendix 3
and can be summarised below:
4.1 Attendance above 95% is recognised and supported by class teachers
4.2 Attendance between 92-95% is monitored by the teacher with support of the Deputy Headteacher,
Safeguarding Support Officer (SSO) and Office. The teacher will contact with parent(s)/carer(s) and will
implement strategies and support to improve attendance
4.3 Attendance between 90-92% is at risk of a pupil becoming persistently absent (see below). The SSO
will work with parents/carers to implement an Improving Attendance Plan/Contract and pupils will be
expected to achieve 96%+ attendance over a 6 week monitoring period. During this time the SSO and
Leaders will monitor attendance and intervene as required.
4.4 Attendance below 90% means a pupil is persistently absent. School will consider what support the
family can be offered to secure attendance. A school attendance improvement plan/contract will be offered.
Parents/Carers must participate in Attendance Panel Meetings with the Headteacher/Deputy Headteacher
and outside agencies may be involved including the Local Authority Attendance Officer. The Improving
Attendance Plan/Contract is reviewed/implemented and targets and monitoring are rigorous to ensure that
attendance improves. Failure to adhere to the contract or to participate in offered support may result in a
Notice to Improve being served on the family. Failure to show the required improvement may result in legal
action being considered. Legal action can include:
4.5 An Education Supervision Order (ESO): An Education Supervision Order (ESO) is heard in Family
Court. If granted, the order is for 12 months with the option of renewing for an additional 24 months. The
parent will be assigned a Supervising Officer who will oversee the order; and the pupil will be assigned a
Befriender to advise, assist and guide the pupil.
4.6 Prosecution: Prosecution is heard in Magistrates’ Court for the offence of knowingly failing to
ensure your child’s regular school attendance (s444(1)(a) Education Act 1996). If found guilty, this carries a
penalty of up to £2,500 or up to 3 months imprisonment and you will receive a criminal record. Additionally,
other community orders may be attached.

The appropriate course of action will be agreed by the Kirklees Legal Intervention Panel.

5.0 ABSENCE REPORTING PROCEDURES
When a child is missing from school, Windmill School uses the West Yorkshire Police Truancy Policy as
guidance, which can be found by clicking here: Truancy.pdf
5.1 If a child is absent Parent(s)/Carer(s) must:
e Telephone the school office as soon as possible on the first day of absence to explain the reason for
absence.
e If achild is absent, the School :
o Will follow First Day Calling Procedures (See Appendix 5 below)
o May request medical evidence before authorising any absence for pupils with less than 92%
attendance.
o Refer the matter to the Local Authority Attendance and Pupil Support Service; if attendance
falls below 90% and does not improve.
5.2 Telephone Numbers
There are times when we need to contact parents/carers about lots of things, including absence, so we need

to have contact numbers at all times. There will be regular checks on telephone numbers throughout the year.

6.0 UNDERSTANDING TYPES OF ABSENCE

6.1 Every half day absence from school is classified by the school (not by parent(s)/carer(s)) as either
AUTHORISED or UNAUTHORISED. This is why information about the cause of absence is always
required, preferably in writing.
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Authorised absences are mornings or afternoons away from school for a valid and permissible reason
such as illness, medical/dental appointments, emergencies or other unavoidable cause which
unavoidably fall in school time,. Absences for religious observance of up to 3 days will also be
authorised.

Unauthorised absences are those that the School does not consider reasonable and for which no
“leave” has been given. This type of absence can lead to the Authority using sanctions and/or legal
proceedings. This includes:

e Parent(s)/Carer(s) keeping children off school unnecessarily**

e Truancy during the school day.

e Absences which have not been properly explained.

e Shopping, looking after other children or birthdays.

e Leave of absence in term time that have not been authorised by the Headteacher.
**If a child’s attendance should fall below 92%, the School may ask Parent(s)/Carer(s) to provide
medical evidence of a child’s illness before authorising absence for iliness.

6.2 Persistent Absenteeism (PA)
A pupil becomes a ‘persistent absentee’ (PA) when they miss 10% or more schooling across the year for

whatever reason. Absence at this level is proven to do considerable damage to any child’s educational
prospects and we need parent(s)/carer(s) support and co-operation to tackle this.

The School monitors all absence thoroughly. Any case that is seen to have reached the PA mark or is at risk
of moving towards that mark is given priority and parent(s)/carer(s)/ will be informed of this immediately using
the following means:

e A letter will be sent to parent(s)/carer(s) if their child’s annual attendance falls below 92%, to warn
them of the impact poor attendance can have on a child’s education. A target of 96% attendance over
a 6 week period will be set for that child. At this stage the paret(s)/carer(s) will be contacted by the
Safeguarding Support Officer / Attendance Officer to discuss attendance. Should the child not meet
the target, an attendance review meeting will be called with the Headteacher. It is recognised that
there may be circumstances, such as serious iliness or hospitalisation, where this is not an appropriate
course of action.

e Any child who has an attendance of less than 90% will be referred to the Headteacher/Deputy
Headteacher who will lead an attendance panel meeting with the child’s parent(s)/carer(s). At this
meeting support strategies will be written into an attendance plan and targets set. It is expected that
parent(s)/carer(s) attend this meeting. At this stage external partners may be asked to provide ongoing
monitoring or support. A School Attendance Improvement Contract will be offered. Failure to adhere
to the contract may result in legal action being considered. If legal action is approved by the Kirklees
Legal Intervention Panel, the matter is heard in Magistrates’ Court for the offence of knowingly failing
to ensure your child’s regular school attendance (s444(1)(a) Education Act 1996). If found guilty, this
carries a penalty of up to £2,500 or up to 3 months imprisonment and you will receive a criminal record.
Additionally, other community orders may be attached.

e Windmill School will make a record of all actions taken throughout the period a young person is
recorded as missing in relation to their welfare, and fully update the Police on those actions at the
appropriate time.

7.0 LATENESS
Poor punctuality is not acceptable. If a child misses the start of the day they can miss work and do not spend

time with their class teacher, getting vital information and news for the day. Late arriving pupils also disrupt
lessons; it can be embarrassing for the child and can also encourage absence.
e Children will receive a late mark if they are not in class by 9.10am (Rec-Y2) and 9.20am (Y3-Y6)
e All children arriving after registration period will be entered into the electronic signing in system in the
office. The reason for lateness is also recorded.

If a child has a persistent late record parent(s)/carer(s) will be asked to meet with the Headteacher to resolve
the problem, but parent(s)cCarer(s) can approach us at any time if they are having problems getting children
to school on time.



8.0 LEAVE OF ABSENCE IN TERM TIME

Leave of absence in term time will affect a child’s schooling as much as any other absence and the Schools
expects parent(s)/carer(s) to help us by not taking children away in term time. There is no automatic entitlement
in law to time off in school time for a leave of absence.

Changes in the Department of Education Regulations in November 2013 mean that headteachers do not have
the power to authorise term time absence requests unless there are exceptional circumstances.

The Headteacher can only grant leave of absence in term time if they are exceptional. Exceptional
circumstances are “rare, significant, unavoidable, short”. By ‘unavoidable' we mean an event that could
not reasonably be scheduled at another time.

Exceptional circumstances are one-off events which are unavoidable; examples may include the death of a
close relative, attendance at a funeral of a close family member, a child having respite care.

The school will not authorise any term time leave of absence unless there are exceptional circumstances.

Parent(s)/Carer(s) wishing to request a leave of absence during term time must complete the Leave of
Absence Request Form and return to the Headteacher before booking the leave of absence. The form is

available from the school office or can be downloaded from the school website - LOA Form 24.pdf

A penalty notice may be issued if the parents have not sought permission from the school before taking their
child out of school for a leave of absence in term-time.

Parent(s)/Carer(s) must understand that by taking children out of school they are making a choice to miss out
on part of their child’s education.

At the first offence a penalty notice is issued to each parent of each child. This is for £80 if it is paid within the
first 21 days, increasing to £160 if paid after 21 days but within 28 days. If a further offence occurs within a
three-year period, a penalty notice is issued to each parent of each child for £160 if paid within 28 days. There
must be a minimum absence of 10 school sessions within a ten-week rolling period (this can be split over
weekends or school holidays) before triggering a penalty notice request.

Failure to pay the penalty notice could result in the Local Authority commencing legal proceedings against
parents/carers for the offence of not ensuring your child’s regular school attendance. If found guilty, you may

be fined up to £1,000 and you will receive a criminal record.

Repeated offences of leave of absence may result in the matter being directly prosecuted in Kirklees
Magistrates’ Court.

9.0 SUSPENDED/EXCLUDED PUPILS

If a pupil has been suspended or excluded, that pupil may not be in a public place during the period of
suspension/exclusion without just cause (such as attending a medical appointment). If that pupil is seen in a
public place, a penalty notice is issued to each parent of each child. This is for £80 if it is paid within the first
21 days, increasing to £160 if paid after 21 days but within 28 days.

Failure to pay the penalty notice could result in the Local Authority commencing legal proceedings against
parents for the offence of not ensuring your child’s regular school attendance. If found guilty, parents may be
fined up to £1000 and will receive a criminal record.

10.0 RELIGIOUS OBSERVIATIONS

If parents/carers wish their child to observe religious days, 3 days are permitted within a 12-month period
where a religion other than Christianity is practiced and those days are specifically set by the religious body
and the day falls on a usual school day. (Please note, weddings, pilgrimage or performing Umrah etc are not
‘religious observance’ days and are not considered reasonable cause for a child to miss school).
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11.0 ATTENDANCE AND PUPIL SUPPORT SERVICE
Parent(s)/Carer(s) are expected to contact school at an early stage and to work with the staff in resolving any

problem together. This is nearly always successful. If difficulties cannot be sorted out in this way, the school
may refer the child to the Attendance and Pupil Support Officer from the Local Authority. They will also try to
resolve the situation by agreement but, if other ways of trying to improve the child’s attendance have failed
and unauthorised absences persist, these officers can use sanctions such as Penalty Notices or prosecutions
in the Magistrates Court. Full details of the options open to enforce attendance at school are available from
the school or the Local Authority. Alternatively, Parent(s)/Carer(s) or children may wish to contact the
Attendance and Pupils Support Service (APS) themselves to ask for help or information. They are independent
of the school and will give impartial advice. Their telephone number is available from the school office or by
contacting the Local Education Authority.

It is always the aim to work with parent(s)/carer(s) to resolve issues so that enforcement is not required. It is
important that parent(s)/carer(s) therefore engage with the Tiered approach at Windmill and actively engage
with support and plans.

11.1 Pupils with specific needs including those with medical needs
The policy will be applied consistently and fairly but adjustment can be made if these are reasonable e.g. to
meet medical needs or to meet the Equality Act 2010 or The UN Convention on the Rights of the Child.

12.0 SUMMARY
The school has a legal duty to publish its absence figures to Parent(s)/Carer(s) and to promote attendance.

Parent(s)/Carer(s) have a duty to ensure that their children attend regularly. All school staff are committed to
working in partnership with Parent(s)/Carer(s), children and families to ensure as a high a level of attendance
as possible.

Policy agreed by Governors Autumn Term 2024 at the FGB meeting 12" November 2024

Policy Review date Autumn Term 2025



Appendix 1

Attendance Days off per Year

059%+ Good 9.5 days or fewer

92%+ Attendance Needs to 15 days or fewer
Improve

We recognise that some pupils will have conditions that require long term medical treatment and can result in prolonged absences and attendance
expectations will be adjusted on an individual basis under special circumstances
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96.99-95

94.99-92.1

Class Teacher and
Office

Class Teacher and
Office

Class Teacher and
Office

Class Teacher, SSO and
Office

Letter 1

Letter 2

Letter 3

Letter 4

Outstanding
Attendance Letter
Half Termly

Excellent Attendance
Letter Half Termly

Good Attendance Letter
Half Termly

Requires Improvement
Letter
Half Termly

Celebration assembly,
certificates, prizes,

Meeting 97%
challenge certificate
and Class Chart Points

Class teacher will
monitor and provide
day to day
encouragement and
support

Teacher will contact
parents and work with
the pupil to improve
attendance.

Only where there are extenuating circumstances will exceptions be made to the tier model



All pupils

Appendix 3 Roles and Responsibilities

Parents are expected to:

Schools are expected to:

Academy trustees and governing
bodies are expected to:

Local authorities are
expected to:

Ensure their child attends
every day the school is open
except when a statutory
reason applies.

Notify the school as soon as
possible when their child has
to be unexpectedly absent
(e.g. sickness).

Only request leave of absence
in exceptional circumstances
and do so in advance.

Book any medical
appointments around the
school day where possible.

Have a clear school attendance
policy on the school website
which all staff, pupils and parents
understand.

Develop and maintain a whole
school culture that promotes the
benefits of good attendance.

Accurately complete admission
and attendance registers.

Have robust daily processes to
follow up absence.

Regularly monitor data to identify
patterns and trends and
understand which pupils and
pupil cohorts to focus on.

Have a dedicated senior leader
with overall responsibility for
championing and improving
attendance.

Take an active role in attendance
improvement, support their school(s) to
prioritise attendance, and work together
with leaders to set whole school
cultures.

Ensure school leaders fulfil
expectations and statutory duties.

Use data to understand patterns of
attendance, compare with other local
schools, identify areas of progress and
where greater focus is needed.

Ensure school staff receive training on
attendance.

Have a strategic approach
to improving attendance for
the whole area and make it
a key focus of all frontline
council services.

Have a School Attendance
Support Team that works
with all schools in their area
to remove area-wide
barriers to attendance.

Provide each school with a
named point of contact in
the School Attendance
Support Team who can
support with queries and
advice.

Offer opportunities for all
schools in the area to share
effective practice.
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Pupils at risk of becoming persistently absent

Parents are
expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are expected to:

Work with the
school and local
authority to help
them understand
their child's barriers
to attendance.

Proactively engage
with the support
offered to prevent
the need for more
formal support.

Proactively use data to identify pupils at risk of
persistent absence.

Work with each identified pupil and their
parents to understand and address the
reasons for absence, including any in-school
barriers to attendance.

Where out of school barriers are identified,
signpost and support access to any required
services in the first instance and act as lead
practitioner if attendance is the only issue
and/or the local threshold for formal early help
is not met.

If the issue persists, take an active part in the
multi-agency effort with the local authority and
other partners. If a case meets the local
threshold for formal early help/family support,
this includes conducting the early help
assessment and acting as the lead practitioner
where all partners agree that the school is the
best placed lead service. Where the lead
practitioner is outside of the school, continue
to work with the local authority and partners.

Regularly review
attendance data and
help school leaders
focus support on the
pupils who need it.

Hold a regular conversation with every
school to identify, discuss and signpost or
provide access to services for pupils who
are persistently or severely absent or at risk
of becoming so.

Where there are out of school barriers,
provide each identified pupil and their family
with access to services they need in the first
instance.

If the issue persists, and there are multiple
needs consider whether the threshold for
early help is met and facilitate access where
it is. Regardless, take an active part in the
multi-agency effort with the school and
other partners. Provide the lead practitioner
in cases where threshold is met and all
partners agree that a local authority service
is best placed to lead. Where the lead
practitioner is outside of the local authority,
continue to work with the school and
partners.
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Persistently absent pupils

Parents are expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are
expected to:

Work with the school and local
authority to help them
understand their child's
barriers to attendance.

Proactively engage with the
formal support offered —
including any parenting
contract or voluntary early
help plan to prevent the need
for legal intervention.

Continue support as for pupils at risk of
becoming persistently absent and:

Where absence becomes persistent, put
additional targeted support in place to
remove any barriers. Where necessary this
includes working with partners.

Where there is a lack of engagement, hold
more formal conversations with parents and
be clear about the potential need for legal
intervention in future.

Where support is not working, being engaged
with or appropriate, work with the local
authority on legal intervention.

Where there are safeguarding concerns,
intensify support through a referral to
statutory children’s social care.

Work with other schools in the local area,
such as schools previously attended and the
schools of any siblings.

Regularly review
attendance data and
help school leaders focus
support on the pupils
who need it.

Continue support as for pupils
at risk of becoming
persistently absent and:

Work jointly with the school to
provide formal support options
including

attendance contracts and
education supervision orders.

Where there are safeguarding
concerns, ensure joint working
between the school, children’s
social care services and other
statutory safeguarding
partners.

Where support is not
working, being engaged with
or appropriate, enforce
attendance through legal
intervention (including
prosecution as a last resort).
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Severely absent pupils

Parents are expected to:

Schools are expected to:

Academy trustees and
governing bodies are
expected to:

Local authorities are expected to:

Work with the school and local
authority to help them
understand their child's
barriers to attendance.

Proactively engage with the
formal support offered —
including any parenting
contract or voluntary early
help plan to prevent the need
for legal intervention.

Continue support as for persistently
absent pupils and:

Agree a joint approach for all severely
absent pupils with the local authority.

Regularly review
attendance data and
help school leaders
focus support on the
pupils who need it.

Continue support as for persistently
absent pupils and:

All services should make this group
the top priority for support. This may
include a whole family plan,
consideration for an education, health
and care plan, or alternative form of
educational provision.

Be especially conscious of any
potential safeguarding issues,
ensuring joint working between the
school, children’s social care services
and other statutory safeguarding
partners. Where appropriate, this
could include conducting a full
children’s social care assessment and
building attendance into children in
need and child protection plans.
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Appendix 4

Rewards: Individual

s\Weekly Celebration of Attendance

sLetter

sCertificate
sletter
*Prize

sCertificate
sLetter
#Prize

sCertificate
sLetter
*Prize

€€€E€KC

Rewards: Class

= Artendance Mascot for highest attending class
s Attandance publichad in the newsletter

= Class rewards for classes with shove 97%

* Class Reward for highest attending class ‘

«<<
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Appendix 5

First Day

Has absence been reported?

Voicermnail beft and
text sent

Is attendance above i Contact made by
SOfY ' telephone?

15 there a returned
call within 30

Request medical
q minutes?

evidence

ks attendance a concern?

Are there any other concems?

Phone calls
Supported Home throughout the day
s by AQ lead to contact

Second Day Home
Wisit

15



