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Appendix A — Attendance policy checklist

The academy’s aims and
objectives.

The aim of this policy is to ensure effective practices for
promoting good attendance. We hope to ensure that
effective attendance and punctuality is a part of the
endemic culture of our school. As a school we are aware
of the importance of high levels of attendance and
punctuality and how this impacts pupil outcomes.
Therefore, our aims are to make sure that all pupils are
given the best opportunity to succeed at school and to be
given the opportunity to take full advantage of their
educational opportunities. We will ensure that our Trust
attendance policy is applied consistently and fairly but
also takes into account individual circumstances.

Roles and responsibilities of
staff and members of the
Academy Scrutiny
Committee.

Roles and responsibilities of the:

¢ Principal —to oversee all attendance of the school and
to carry out welfare checks where necessary.

* Designated senior leader responsible for attendance-
Headteacher

¢ Pastoral Lead- Mrs Griffin- will be responsible for
behaviour and pupils who are absent while they are
suspended.

¢ Attendance Officer- Mrs Bridgehouse will look after the
daily attendance checks and calls home.

e Classteachers —responsible to take their registers, flag
poor attendance, praise and celebrate great attendance
and notify any concerns regarding attendance.

¢ The Attendance lead on the ASC and the wider
involvement of the ASC.

* Parents and carers- to ensure pupils arrive to school on
time and safely.

¢ Pupils —to take pride in coming to school and ensuring
they are at school learning.

The name and contact
details of the academies
designated senior leader
responsible for attendance.

Amelia Holdcroft (Headteacher)

Aholdcroft@bringhurstprimary.co.uk
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Information and contact
details of who pupils and
parents should contact:

e About attendance on a day
to day basis

¢ For more detailed support
on attendance

In the first instance, parents should contact the school
office on 01536 605146 or on
office@bringhurstprimary.co.uk
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ongoing or foreseeable issue with attendance, then the
parents should contact the class teacher also.

The academy’s attendance
and punctuality expectations
of pupils and parents.

We have a soft start to our day. The following times
should be adhered to:

School opens at 8:30 AM. Children must be in class by
8:50AM. After this point they need to go to the Main Office
and are marked in as late. Register closing times are 9:00
and anyone after 9:00 is marked as an unauthorised late.
If pupils require a leave of absence, they should request
a ‘leave of absence request form’ from the Main Office.
From here, the headteacher will review the absence
request and then decide whether it will be authorised or
unauthorised. If a pupil has an unexpected absence,
parents should contact the school before 8:30 of each
day that their child is off school.

The academy’s day to day
processes for managing
attendance and absence.

Process for attendance and absence:

On the first day of a pupils absence, if unplanned
parents/carers must call in before 8:30 and state the
reason for they their child is absent. If the absence is
planned then an absence request form must be
completed and returned before the absence is taken. If
parents/carers have not called and notified the school of
an absence, school in the firstinstance will call to find
out why a pupilis not at school by 9:30. If school is
unable to speak with a parent/carer a text message will
be sent to parents by 10:00. If school are unable to make
contact and do not hear back within 24 hours, a home
welfare visit will be made.

If a pupil continues to have ongoing punctuality issues,
the school willintervene and hold an attendance meeting
to look at what support may need to be offered to help
resolve punctuality issues. If parents/carers take
unauthorised leave during term time, they will receive a
letter explaining the implications of this. Parents/carers
who take holiday leave during term time will be coded as
unauthorised, unless exceptional circumstances.
Attendance will be recorded twice daily on Bromcom by
class teachers. If a class teacher has concerns regarding
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these will be shared immediately with the attendance
officer.

The academy promotes and
incentivises good
attendance in the following
ways.

Teachers and leaders promote and praise good
attendance. Pupils with attendance above 97% will get
green on their report.

The academy’s strategy for
using data to target
attendance improvement
efforts to the pupils or pupil
cohorts who need it most.

In order to improve attendance, Bringhurst primary will
look at the data every two weeks. We will then look at
individuals within this data to see if any interventions
need to be putin place. We will look at comparing our
data across the trust as well as nationally. During parents
evenings, attendance reports will also be given to class
teachers in order forthem to be able to discuss
attendance with parents.

The academy’s strategy for
reducing persistent and
severe absence.

In order to reduce persistent absence, Bringhurst primary
will ensure that parent contracts are carried out early on
when/ if attendance drops. We will also look to formalise
the support in conjunction with the local authority and
seek advice on how to support families. Persistent is
where a pupil misses 10% or more of school. This will be
dealt with initially within school and we will work towards
placing agreements in place. Severe is where a pupil
misses 50% or more of school and here we will be
working with the local authority.

The academy will seek fixed
penalty notices for absence
and other sanctionsin the
following circumstances

A fixed penalty notice may be issued by the Local
Authority when the unauthorised absences have reached
an inappropriate level and the circumstances are not
exceptional. For example, this could be due to taking a
holiday during term time. A fixed penalty may also be
issued if absence levels continue and remain high
despite every effort made by the school to engage both
pupils and parents.

Any specific needs of certain
pupils and pupil cohorts.

While we will apply the academy’s policy fairly and
consistently, we will consider the individual needs of
pupils and their families who have specific barriers to
attendance. We will also consider the academy’s
obligations under the Equality Act 2010 and the UN
Convention on the Rights of the Child




