Attendance Procedures 2024 - 2025
	Daily/Weekly:

	Half Termly/Termly:

	Ongoing:

	· Reports to SLT on attendance – regular meetings about attendance with members of SLT involved in procedures
· All registers to be taken at 8.55am
· Late Gate system in place after 8.55am to monitor and record persistent lateness.
· 9.15am phone calls made by children with no reason given.
· 9.30am text message and email sent to parents who have not responded to the phone call.
· If there is still no reason on day 2 a home visit will be made.
· Home Visit will be made on Day 1 if there are any immediate safeguarding concerns or any child with a social worker.
· Home visit on day 1 if no reason for absence given.
· Any absence of 3 days or more may prompt a home visit even If we have received a phone call from parents in line with our Attendance and Safeguarding procedures.
· If we are seeing frequent periods of absence for a child, we may conduct a home visit before the 3-day absence period if the Attendance Team feel this is necessary.
· If we have no contact and feel there is a safeguarding risk to the child, a police welfare check may be requested.
· We will not always notify families of home visits prior to attending.
· Any no reason for absence will be changed to Unauthorised absence at the end of each day if we have no contact from parents/carers.
· Any medical appointment will require proof of appointment.
· Pupils will be expected to attend school before or after medical appointments.  
· Catch up by the Inclusion Team when the child returns to school where we have had no reason for absence given. 
· If a meeting has taken place with a family about attendance – the attendance officer will make a call. 
· Track below 90% attendance and lateness weekly – update spreadsheets and have conversations with relevant staff
· Data is analysed weekly to inform Attendance officer of any patterns of concern.
· Issue 90% letters weekly/as required
· Family/child should be monitored the following day
· Any concerns recorded on CPOMS.
· Track Attendance and lateness patterns. 







	· Attendance section on the newsletter 
· Provide information about short- and long-term impacts of low attendance and arriving late at school
· Provide information to parents/carers about the amount of lost learning a child has accumulated through absence. 
· Provide information about term dates/training days as early as possible to encourage parents to only take holidays out of term time, during the school holidays
· Meet with other schools in the partnership to discuss attendance and what is working in other schools
· Attendance overview sent to all staff in school each term.
· Attendance overview shared with Governors each term.
· Hand out letters to parents three times a year to show their child’s attendance and lateness
· Print out the attendance of the children falling below 90% and establish if there are reasons for this – record on CPOMS and send out a letter if needed
· Attendance to be discussed in Learning Reviews if the teacher feels this is necessary.
· Second Attendance letter sent out if no improvement after 4 weeks monitoring 
· After the second letter if there is no improvement a Panel Meeting will be arranged with the Attendance Officer and Assistant Head. 
· After 3 Panel meetings with the Attendance Officer if there is no improvement, a referral will be made to the Attendance Team or Cluster for Support, or a Penal notice may be submitted.
· Penalty notices may be submitted for persistent lateness or absence seen.
· Attendance discussed at every Governor Pupil Support committee and is part of one of the governor days each year – this is then fed back to the FGB.
· The start of the school day observed in teaching and learning reviews, learning walks and as part of Governor Days
· After 6 late marks the class teacher holds a meeting to discuss ways, we can support getting their child to school on time.
· If there is no improvement over 4 weeks a letter will be sent out regarding the amount of lates by the Attendance Officer.
· After 12 Late Marks our Attendance Officer will contact the family to arrange a meeting
· After 18 our Assistant Headteachers will meet with the family
· After 24 a further meeting will be held with the Headteachers
· After 30 a formal letter will be sent from the Governing Body.
· Any child with 10 or more Unauthorised absences within a 10-week period may be referred to the Attendance Team for further support or a penalty notice may be submitted. 
· Termly meetings arranged with the Local Authority Allocated Attendance Officer to discuss any families of concern with school.
· Table of responsibilities will be sent to parents annually. 
· If we are concerned that a family is not engaging with us as a school, we will liaise with the Attendance Team at Leeds City Council.


	· Provide term dates and encourage parents to take holidays outside of term time only
· Track attendance and lateness patterns of all children and key groups in school
· Data will be analysed weekly.
· Meetings between parents of persistent absentees to identify barriers – these are recorded on CPOMS.
· Regular Attendance meetings with Mrs Smith and Miss Northfield to monitor areas of concern.
· Regular Attendance meetings with the Cluster to share best practice.
· Regular conversations / working with the Local Authority to best support Attendance.
· Recognition of improvement on Attendance will be sent to parents / carers.
· All staff to report any concerns around attendance and work with the Attendance team to provide further support.



