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Introduction   

“Attendance is the essential foundation to positive outcomes for pupils  
including their safeguarding and welfare.”  

Working Together to Improve School Attendance (DfE, August 2024)   

At Croft Junior School we have high expectations and strive for excellence in a caring, happy and safe 
environment where every child is valued. Our priority is to deliver high quality teaching and learning, whilst 
providing rich and enjoyable learning experiences. We are an inclusive school and we believe that every 
child can succeed; we strive to remove any barriers to learning, enabling all children to celebrate personal 
achievements.  

All school policies and practice will work by building relationships incorporating our school values.  

Purpose 
  
Improving attendance is everyone’s business. The barriers to accessing education are wide and complex, 
both within and beyond the school gates, and are often specific to individual pupils and families. Good 
attendance begins with school being somewhere pupils want to be and therefore the foundation of securing 
good attendance is that school is a calm, orderly, safe, and supportive environment where all pupils are keen 
and ready to learn. 

The law entitles every child of compulsory school age to an efficient, full-time education suitable to their age, 
aptitude, and any special educational need they may have. It is the legal responsibility of every parent to 
make sure their child receives that education either by attendance at a school or by education otherwise 
than at a school. 

Our primary aim is for pupils to get the most out of their school experience, including their attainment, 
wellbeing, and wider life chances. For the most vulnerable pupils, regular attendance is also an important 
protective factor and the best opportunity for needs to be identified and support provided. 

Successfully treating the root causes of absence and removing barriers to attendance, at home, in school or 
more broadly requires schools and local partners to work collaboratively in partnership with families.  

All partners should work together to:  

Expect  
Aspire to high standards of attendance from all pupils and parents and build a culture where all can, and 
want to, be in school and ready to learn by prioritising attendance improvement across the school.  

Monitor 
Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as 
soon as possible so all parties can work together to resolve them before they become entrenched.  

Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2

Integrity Courage Kindness Loyalty Resilience Self-Belief. 
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Listen and understand  
When a pattern is spotted, discuss with pupils and parents to listen to and understand barriers to attendance 
and agree how all partners can work together to resolve them.  

Facilitate support  
Remove barriers in school and help pupils and parents to access the support they need to overcome the 
barriers outside of school. This might include an early help or whole family plan where absence is a symptom 
of wider issues.  

Formalise support  
Where absence persists and voluntary support is not working or not being engaged with, partners should 
work together to explain the consequences clearly and ensure support is also in place to enable families to 
respond. Depending on the circumstances this may include formalising support through an attendance 
contract or education supervision order. 

Enforce  
Where all other avenues have been exhausted and support is not working or not being engaged with, enforce 
attendance through statutory intervention: a penalty notice in line with the National Framework or 
prosecution to protect the pupil’s right to an education. 

We believe that:  
• Schools should treat all pupils and parents with dignity and staff should model respectful relationships 

to build positive relationships between home and school that can be the foundation of good 
attendance. 

• Attendance is the essential foundation to positive outcomes for all pupils including their safeguarding 
and welfare and should therefore be seen as everyone’s responsibility. 

• The most effective schools consistently promote the benefits of good attendance at school and make 
schools a place pupils want to be, set high expectations for every pupil, communicate those 
expectations clearly and consistently to pupils and parents, systematically analyse their data to identify 
patterns to target their improvement efforts, and work effectively with local authority and other local 
partners to overcome barriers to attendance. 

Praise and Recognition   

 We will visibly demonstrate the benefits of good attendance throughout school life. This may include in 
displays, assemblies or in registration periods. Where used sensitively and without discrimination, this may 
include praising and rewarding improvements in attendance at a year group, class and individual level as well 
as consistently good attendance.  

Procedures for reporting absence  

• Parents and Carers are expected to contact the school office on the first day of absence by 08:40, to 
provide a specific reason for absence. Staff will request further information if needed to ensure the 
best needs of the child are met. Lack of detail will result in the absence being marked as 
unauthorised.  

• Parents can provide reason for absence by recording a message on the school answering machine, 
via our text service, or by using our app service. 

• The school day starts at 08:50 and ends at 15:20. Children can access the school site from 08:30. 
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• If your child is not collected by 15:30 they will be placed into our Croft Connect (out of hours 
provision) and the relevant charges will be occurred.  

• Failure to report a pupil’s absence will result in that absence being recorded as ‘O’ (Unauthorised). A 
member of the attendance team will attempt to contact you to gain a reason for absence and if are 
unable to do so, this may result in a home visit to check on the welfare of the child.  

• The school day is split into two session (AM and PM). If a pupil arrives at school after 08:50 they will 
be marked as late (‘L’ code). If a child arrives after 09:20 the register will be marked with the  ‘U’ 
code (unauthorised) and this will affect their overall attendance percentage. 

Absence Requests 

In all cases, parents planning to take the child out of school during term time should, as soon as possible, 
complete a Pupil Absence Request form detailing the dates and reason for the request. Absence will only be 
authorised in exceptional circumstances, such as attending a funeral (one day), religious observance, 
compassionate grounds, etc… Where attendance is below 97% for the current or previous academic year, 
absence is unlikely to be approved.  

Leave of Absence 
The law states a leave of absence may only be granted by a school if an application is made in advance and if 
it considers there are exceptional circumstances relating to the application.  

Expectations  

A leave of absence is granted entirely at the school’s discretion. Permission for a Leave of Absence from a 
school. This will be the Headteacher, following this policy as approved by the Governing Board.   

• Schools must judge each application individually considering the specific facts and circumstances and 
relevant background context behind each request.   

• Generally, a need or desire for a holiday or other absence for the purpose of leisure and recreation 
would not constitute an exceptional circumstance. 

• Where a leave of absence is granted, the school will determine the number of days a pupil can be 
absent from school.  

• When making an application for Leave of Absence parents must give, where reasonable practical, 
sufficient information and time to allow the Headteacher the opportunity to consider all the 
exceptional circumstances and to notify the parents of their decision. The school may also request 
further information on the application and supporting documentation where appropriate.  

• It is advised that if the resident parent has not received notification or a response regarding the leave 
of absence application, it is their responsibility to ascertain if the leave is authorised prior to the start 
of the leave. 

• The school can only consider applications for Leave of Absence which are made by the resident 
parent. i.e the parent with whom the child normally resides.  

• Where applications for Leave of Absences are made in advance and refused, the child is expected to 
be in school on the dates set out in the application. If the child is absent during that period, it will be 
recorded as an “unauthorised” absence. Where a leave of absence is requested but additional days 
take either prior to or after the request, they may be considered as part of the leave of absence. 
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• Leave of Absences which are not made in advance cannot be authorised in line with legislation.  This 
will result in the absence being recorded as ‘unauthorised’.   

• All matters of unauthorised absence relating to a Leave of Absence will be referred to the 
Warwickshire Attendance Service of Warwickshire County Council. Penalty notices are issued in 
accordance with Warwickshire County Council’s Code of Conduct for Penalty Notices and in the first 
instance, as an alternative to prosecution proceedings.   

• Where a Penalty Notice is not paid within the timeframe set out in that Notice, the matter will be 
referred to Warwickshire County Council’s Legal Services to consider instigating criminal prosecution 
proceedings under S444 of Education Act 1996.  

The law relating to Penalty Notices changed with effect from 19 August 2024. Therefore, Penalty Notices 
issued for Leave of Absence taken from September 2024 will be issued in accordance with the updated 
legislation. 

Penalty Notices are issued to each parent of each absent child, (for example 2 children and 2 parents, means 
each parent will receive 2 invoices – 4 in total).   

• First Leave of Absence Offence:  The amount of £160 to be paid within 28 days, this is reduced to £80 
each child if paid within 21 days. 

• Second Leave of Absence Offence within a 3 year period (from the date of issue of the first penalty 
notice): The amount of £160 paid within 28 days.  No reduced amount. 

• Third Leave of Absence offence within a 3 year period (from the date of issue of the first penalty 
notice). A Penalty Notice will not be issued and the matter will be referred to Warwickshire County 
Council’s Legal Services to consider instigating criminal prosecution proceedings under S444 of 
Education Act 1996. 

Procedure for dealing with persistent absence  

• The attendance lead will monitor all pupil’s attendance and when attendance is in danger of 
becoming persistent (below 90% over an academic year) they will contact the parent/carer to invite 
them in to school to discuss attendance barriers.  

• Schools and local authorities will work together to put additional targeted support in place to 
remove any barriers to attendance and re-engage pupils. 

• In all cases, schools and local authorities will make patterns of both persistent and severe absence a 
focus of their regular data monitoring and identify pupils and cohorts who need targeted attendance 
support as quickly as possible. Both persistent and severe absence will be central to school, and 
Local Authority level strategies for improving attendance. 

Supporting Pupils   

Your role 
As a parent, you are legally responsible for making sure your child gets a suitable full time education. You 
should contact their school as early as possible on the first day of absence to explain why they cannot attend. 
If you are concerned about your child’s attendance, the first step is to talk to your child’s school about why 
your child is missing school, and what help the school can give. You should still do everything you can to help 
your child attend as much as possible whilst waiting for help and support to be put into place. 

Our role 
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We have a team of dedicated staff that ensure an effective whole school culture of high attendance is 
underpinned by clear expectations, procedures, and responsibilities. We recognise that attendance cannot 
be seen in isolation and that the foundation for good attendance is a calm, orderly, safe and supportive 
environment in which pupils can learn and thrive. We endeavour to ensure that a member of our attendance 
team is on hand to support with all barriers to attendance and provide the relevant provision needed to 
overcome barriers. Key staff leading on attendance and punctuality are: 

• Senior Attendance Champion – Mrs Farmer, Assistant Head Teacher (SENCO) 
• Pastoral Attendance Officer – Mrs Perry, HLTA – Pastoral and attendance support 
• Attendance Officer – Mrs Bolesworth, Clerical Assistant 

Attendance contracts  

An attendance contract is a formal written agreement between a parent and either the school or local 
authority to address irregular attendance at school or alternative provision. An attendance contract is not 
legally binding but allows a more formal route to secure engagement with support where a voluntary early 
help plan has not worked or is not deemed appropriate. An attendance contract is not a punitive tool, it is 
intended to provide support and offer an alternative to prosecution.  

Where a parent does not comply with the requirements set out in the attendance contract, the lead 
practitioner will contact the parent and seek an explanation and decide whether it is reasonable, and the 
attendance contract remains useful. If the explanation shows that the attendance contract is proving difficult 
to comply with through no fault of the parent, then a meeting will be arranged with the parent to review and 
amend it. Where no explanation is given, or the lead practitioner is not satisfied with the explanation, they 
will serve the parent with a warning to explain that the attendance contract is not working and may be 
terminated, and another course of action will be pursued. 

Safeguarding  

Any continuous absence from school is a safeguarding concern which leads to a member of staff to have 
cause for concern that a child is at risk of educational neglect, this will be reported to a Designated 
Safeguarding Lead (DSL) and the schools' safeguarding arrangements, as set out in the Child Protection 
Policy, will be followed.  

Where a pupil has been continuously absent and the school has exhausted all efforts with no success at 
locating the child. The school will follow the DfE guidance on Children Missing Education.  

Staff Development and Support  

All staff employed by the school must follow this policy consistently across the school. Where training and 
development needs are identified, the headteacher will be responsible for making the necessary provision, 
which may involve the commissioning of outside agency specialist support.  

Associated Resources  

The following document links have been referred to in the writing of this policy and will be used alongside 
this policy for further advice and guidance:  
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DfE Working Together to Improve School Attendance 
Guidance for parents on school attendance - Office of the Children's Commissioner 
National Framework for Penalty Notices 
Equality Act 2010 
Children Missing Education
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