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Our school aims to provide an excellent, safe environment for the teaching, learning and

development of ALL children.

We offer a broad, creative and inclusive curriculum, which nurtures children to grow into

responsible, honest, healthy, independent pupils who achieve well to be the best they can be.

Our PSHE programme, values and ethos promote our aims:

¢ To raise attainment and achievement levels by having high expectations of attendance and

punctuality from all stakeholders.
* To further create a culture in which good attendance is celebrated and accepted as the norm.

 To provide a safe and inspiring environment for the teaching, learning and development of pupils,

by encouraging outstanding attendance.

¢ To work closely with other schools and agencies to support pupils and families and in turn raise

attendance.
* To raise the profile of punctuality and reduce the lost learning time.

High expectations in terms of punctuality and attendance are embedded as part of our school
culture. The performance indicator by which we judge the success of our efforts is our overall
average attendance figure, the percentage of children who achieve or exceed the school target (97%)

and the number of children who are classed as persistent absentees. (Attendance of 90% and below).

Registers.

As a legal document, registers are kept on the premises at all times. Teachers are required to
complete the register daily at the beginning of each day and after lunch. The register must be

returned to the office immediately after being taken.

Punctuality

Class doors are open from 8:45am and children are expected to be in class ready to start their
learning at 9:00am. At 8.50am the cloakroom doors will be locked, therefore any child arriving after
8.50am will need to enter school through the main office. Any child arriving after 9:30am (unless
there is evidence of a medical/other appointment.) will be classed as an unauthorised absence for
that session (U code). It is the responsibility of the office to ensure any child who is late has their
mark changed accordingly in the register. If a child is late, their parents will receive a text message. If
a child is late on 3 occasions during a half term, they will receive a letter acknowledging our concerns
and offering possible mentor support if appropriate. Continued lateness may result in a meeting
taking place with the School Attendance Team. Mrs Bown, Mr Durkan and Mrs Rothenburg will also

regularly speak to any families who are repeatedly late.



It is the responsibility of Parents/Carers to ensure that their child is in school on time, to ensure their
child is able to start their learning and choose their lunch for the day along with the other children.

The pastoral team will work with families to support in removing any barriers to school attendance.

Absence procedures.

We ask parents/carers to make immediate contact if they know that their child will be absent for any
reason, ideally before the start of the school day. We ask all parents/carers to notify school via
telephone or email before 8:45am. If the office receives a message regarding the reason for absence,

or through first day contact, they will enter the relevant code. (See Appendix 1 for absence codes.)

By 9:00am, the registers must be completed for Mrs Ramsden to double check with the classes that
the child is not in and make first day contact through telephoning. If unable to reach the
parent/carer, a text will be sent to the parent/carer asking them to contact the school regarding the
reason for absence. Failure to make contact over three days will result in a home visit being made by

the learning mentor. This may be sooner if we have safeguarding or attendance concerns.

Unauthorised absence.

Unauthorised absence is when a pupil misses school without permission from the school or a valid

reason accepted by the school’s attendance policy.
Examples of unauthorised absences may be:

e Holidays will be unauthorised including long weekends and preparation before or
recovery from a holiday. (Unless exceptional circumstance apply).
e Attendance is below the school target or children are on the ‘Fast Track’ process
absences may be unauthorised without medical evidence.
e Children who are persistent absentees - absences may be unauthorised unless
medical evidence is provided.
e Visits to relatives
e Birthdays and shopping trips
In the event of a parent taking a pupil out of school for an unauthorised holiday or reason listed
above, following the change in Government Regulations August 2024 a fixed penalty notice may be

issued.

Appendix 5 shows this procedure for holidays.

The attendance team will use their professional judgement and discretion in deciding whether to
authorise an absence. Full day absences for medical appointments may not be authorised unless

there is a specific reason, such as an appointment out of area.



If a child has a record of poor attendance at a previous school or from the current or previous year,
the attendance team will decide if any absences will be authorised or if a medical proof of
appointment or medicine is required. In addition to this, at the end of the academic year,
parents/carers of any child with attendance below target, may receive a letter stating we will not
authorise any absences from the following September unless medical proof, appointment card or
medicine, are seen. All children below 93% will receive a letter, unless there is a specific reason for

their absence which means it not necessary.

Safeguarding.

If school does not receive contact from parents/carers regarding a child’s absence this raises
safeguarding concerns. As a result, phone calls / texts home will be made by school on the first day of
absence. In the event of an extended absence, subsequent contact will be made by school. Children
and young people who return to school following an unauthorised absence will require a written

note otherwise the absence will remain unauthorised.

If a child continues to be absent with no reason, or a prolonged period, further enquiries will be
made promptly (A member of the Inclusion team to make home visits, ringing emergency contacts or
checking with a new named school if they've said they've moved to another part of the country).
Should a child go missing and having exhausted their leads, we will refer immediately, as a CME

(Child Missing in Education), directly to the LCC Attendance Advisor.

If a child has applied for extended leave, we advise parents that if they do not return by the agreed
return date then they may be taken off roll (although the actual action would be to have 2 weeks

unauthorised absence while following the CME procedures above).

This policy runs alongside our Safeguarding and Child Protection Policy.

Holidays

All Cluster Schools expect that parents will take their holidays during the approved school break. It
should be noted that there are 175 days each year when pupils are on holiday from school. The cost,
convenience or availability of a particular holiday will not be taken into consideration. If a parent
decides to take their child out of school on holiday, during term time, they must complete a leave of
absence request form (Appendix 3). Parents must accept that additional absence will be
unauthorised and will be coded so upon their pupil’s attendance record. Any absence will also impact

on the child’s colour code.

Headteachers can no longer allow any leave of absence during term time unless there are
exceptional circumstances. This means that holidays in term time will not be authorised and will be

marked as an unauthorised absence in the school register.



Any request for Exceptional Circumstances Absence must be put in writing to the Headteacher.

Please see Appendix 3. A response will be shared via Appendix 6 or 7, depending on the decision.

Authorised Planned Leave in Exceptional Circumstances.

The following list of exceptional circumstances has been agreed by all the Primary Schools in the

Rothwell Cluster.

In all cases, the child/children must have an attendance record of at least 97% for the current and

previous academic year, in order for any authorised absence leave to be considered.
Each case will be considered individually but usually must meet the criteria below:

¢ Up to 2 days per year for religious festivals 5

¢ Funeral of a close family member

e Participation in a sporting event at city, regional or national level

* Theatre performances (only authorised if a recognised licence is required)

* Recognised examinations for music or dance

¢ Other exceptional circumstances agreed on an individual basis by the Headteacher.

Monitoring

The School Attendance Team meetings are held each half term. During these meetings all children
with attendance below 93% will be reviewed, along with any children who have had a more recent
drop in their attendance or have reached the criteria of 10 unauthorised absences in the last 12
weeks, poor punctuality, Fast Track cases... The attendance team will decide if any action is to be
taken; this may involve sending awareness letters, warning letters, support being offered, letters
informing parents that we will not be authorising any further absences without medical proof, fast
track referral etc. We track and analyse our data regularly and share this with David Miller, our link

governor monitoring attendance. Key information is then shared with the Pupil Support Committee.

Persistent absentees

Schools have a legal obligation to notify the local authority of pupils whose attendance is below 90%.
They are then classed as a ‘Persistent Absentee’ regardless of the reason they have been absent. If a
pupil is missing school without good reason, schools and local authorities have legal powers that

they can use.

Fast Tracks.



We work closely with Leeds City Council’s Attendance Improvement Officer, to develop our ‘Fast

track’ process.

As with other cluster schools, the school attendance team identify children who meet the Fast Track
criteria of 10 (or more) unauthorised absences in the last 12 weeks. Schools will complete the initial
stages of the Fast Track system. Attendance will be monitored for a further 20 school days, any
further unauthorised absence will result in the parents/carers being invited to attend a School
Attendance Panel meeting, to discuss the barriers and importance of attending school regularly; a
penalty warning letter will be issued at this meeting. This will be monitored for a further 20 school
days; any further unauthorised absence after this meeting may result in a referral to the Attendance

Advisor and a Fixed Penalty notice being served.
Please see Appendix 8 for further details of this process.

C ication and shari ions for attend

A colour coding system is used to celebrate good attendance, and to raise awareness and the profile
of attendance to ensure children, parents/carers, staff and leadership are all aware of a child’s

attendance.
Colour Codes
Green: 97% and above.
95% t0 96.9%
93% to 94.9%
Red: below 93%

These colour codes will be used to promote, share, monitor and celebrate excellent attendance.
Their colour code will be shared with children at least twice during each half term, although this may

be more regular where there are concerns.

Attendance and Punctuality Rewards

If a child has 100% attendance and is on time every day during a half term, they will receive a
Rothwell Primary School Attendance Badge. At the end of each term, pupils with 100% attendance
and punctuality for the term, will receive a Rothwell Primary School Attendance Certificate. Medals
are awarded at the end of the year to any children who achieved an incredible 100% attendance and
punctuality. There will also be a large end of year celebration for children who are ‘Green’ for

attendance at the end of the year.

Weekly Attendance and Targets

¢ Each week the class % for attendance should be displayed inside the classroom.



¢ During a weekly assembly, certificates will be awarded for classes who meet or exceed the school
target of 97%. Trophies will be awarded to the class with the best attendance and best punctuality.
Each class that meets or exceeds 97% will receive a certificate each week in assembly. Once a class

earns 3 certificates, they can have a session on the Trim Trail.

Role and Responsibilities

All staff across the Cluster, in all schools, are responsible for promoting and raising attendance. The
key leaders with additional responsibility in the implementation of this policy are the Headteacher,
School attendance team, Inclusion Team, SLT and administration staff, parents/carers, pupils
themselves and the class teacher in conjunction with the Local Authority and Governors. David Miller
is the link governor with a designated responsibility for Attendance and, together with the pupil

support sub-committee, have a responsibility to ensure policy and procedures are followed.
Promoting good attendance and punctuality is the responsibility of EVERYONE in school.

Mrs Rothenburg and Mrs Ramsden have leadership responsibility for attendance and punctuality.
They are responsible for driving the high profile, importance and expectations of outstanding

punctuality and attendance. Supporting and challenging all stakeholders where necessary.

The school attendance team must ensure Fast Track and Casework procedures are followed. Mrs
Ramsden has the responsibility of having an overview of developments, collecting key data and
sending out the appropriate letters, particularly for children causing concern. Mrs Ramsden from the
school attendance team will collate data for meetings, as well as highlighting any concerns between
meetings. She also leads on the monitoring of the Fast Track process and making CME referrals. Mrs
Ramsden is also responsible for collating weekly data for attendance, providing staff with colour

coded class lists every half-term.

Mrs Rothenburg is responsible for attendance. She will attend school attendance and panel meetings
and offer both support and challenge for children and families who are causing concern. The team
will also make home visits where attendance is a concern. The school attendance team, she will also
be involved in deciding upon Fast Track and gathering information. With regards to punctuality, the
team will also provide data and information to the link governor for attendance and for the pupil

support sub-committee.

Mrs Ramsden monitors and records information regarding children who are late for school. She
records the times children arrive, add these onto SIMS and will text parents to inform and remind
them of the importance of good punctuality. The class teachers and support staff are responsible for
encouraging good attendance, seeking out reasons for absence, marking the register correctly and
referring any concerns to the attendance team. They must also ensure that high expectations are in

place for attendance and that it is high profile within the class.



A warm, safe ethos, along with engaging lessons, will also help to promote good attendance. All

procedures, such as completing the daily attendance and punctuality charts, weekly outline on the

cloakroom door for parents, tickets and sticker rewards and end of term reward groups must also be

completed consistently.

Mrs Ramsden and support staff will oversee that the half-termly attendance updates are in KS2

planners and that KS1 receive a letter showing their attendance and colour code.

Appendix 1

Key to codes

/ Present (AM)

M Medical/Dental appointment

Y2 Unable to attend - widespread travel
disruption

\ Present (PM)

N No reason yet provided for absence

Y3 Unable to attend - unavoidable partial
closure

B Attending any other Approved Educational Activity

O Absent in other or unknown circumstances

Y4 Unable to attend - unavoidable full
closure

C Other authorised exceptional circumstances

P Participating in a sporting activity

Y5 Unable to attend - criminal justice
detention

C1 Leave of absence - regulated performance or
lemployment abroad

Q Unable to attend - lack of access arrangement

Y6 Unable to attend - public health
Guidance/Law

C2 Leave of absence - part-time timetable

R Religious observance

Y7 Unable to attend - unavoidable other
than Y1-Y6

D Dual Reg (attends other Est.)

S Study leave for public examination

z

Pupil not on roll

T Travelling with parent for occupational

school age pupil

E Suspended or excluded without alternative provision 7 lliness due to Covid 19
purposes
G Family holiday (not agreed or in excess) U Late (after registers closed) 8 Self-isolating due to Covid 19
I lliness (not medical/dental) V Attending an educational visit or trip 9 Shielding due to Covid 19
J1 Leave of absence - Interview for employment or
ransfer ploy W Attending work experience - All should attend / No mark recorded
K Attending alternative provision arranged by the LA X Not required to attend - non-compulsory # Planned whole school closure

L Late (before reg closed)

Y1 Unable to attend - normal transport not
available




Appendix 2
Attendance/Absence Table (Information supplied by Leeds City Council)

Attendance % Absence per Absence per year | Absence over5
week/fortnight years

95% 2 day fortnightly 2 weeks Ya year

90% Y2 day weekly 4 weeks Y2 year

85% 1 ‘2 day 6 weeks % year
fortnightly

B80% 1 day weekly 8 weeks 1 year

75% 2 2 days 10 weeks 1 Ya years
fortnightly

70% 1 ¥2 days weekly 12 weeks 1 %2 years

65% 3 'z days 14 weeks 1 % years
fortnightly

60% 2 days weekly 16 weeks 2 years

55% 4 ‘2 days 18 weeks 2 Vs years
fortnightly

50% 2 %> days weekly 20 weeks 2 2 years

Appendix 3

Leave of Absence Request

SCHOOL: DATE OF REQUEST:

First Name Surname Date of Birth Class

Leaving date: Date due back in school:

Length of absence applied for (number of school days only): days

Siblings in other schools: First Name Surname School

Please note this request

information will be shared

with the attendance lead in
the school in which the

sibling/s attend

Contact Details




Parents: First name: First name:

(eg. Mother, Father,

Grandparent, Carer):
Surname: Surname:
Address: Address:
Postcode: Postcode:
Email: Email:

Home phone number:

Mobile:

Alternative number while away:

Home phone number:

Mobile:

Alternative number while away:

Reason for absence including full explanation (use a separate sheet of paper if necessary)

The exceptional circumstances are...

Point of departure (eg. Airport, Coach, Train Station

etc.):

Destination:

Time of departure:

Flight numbers and name of airline:
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Emergency Contact Details (preferably someone who is | *Provide copies of travel plans to support your
staying in Leeds):

request.*

If child is not leaving with parent(s) who is
First Name: accompanying them?
Surname: Who will be caring/responsible for the child?
Address: Why is/are the parent(s) not leaving with the child?
Postcode: Name:

Relationship to child:

Relationship to the child: Address: Postcode :

Contact Number:

Statutory Declaration

Legal responsibility

As a parent/quardian | understand all children aged between 5 and 16 are required by law to receive an
education, and under the provisions of the Education Act 1996, it is my responsibility as a parent to ensure
the regular school attendance of my children and that failure to do so could result in legal proceedings being
taken by the Local Education Authority.

I understand that requests for leave can only be granted by schools if there are exceptional circumstances, and
holidays are not considered exceptional. They must also be made to the school in advance, as the Department
for Education has told schools that they cannot authorise any absences after they have been taken.

Fines

e First offence - The first time a Penalty Notice is issued the amount will be: £80 per parent, per child
paid within 21 days. This increases to £160 per parent, per child if paid after day 21, until day 28. Any
non-payment of the Penalty Notice may be referred to the Magistrates Court.

e Second Offence (within 3 years) - the second time a Penalty Notice is issued the amount will be £160
per parent, per child paid within 28 days. Any non-payment of the Penalty Notice may be referred to
the Magistrates Court.

e Third Offence and Any Further Offences (within 3 years) - the third time an offence is committed a
Penalty Notice will not be issued, and the case may be presented straight to the Magistrates’ Court
under s.444 of the Education Act (1996) or other legal interventions considered. A guilty verdict at the
Magistrates’ Court can lead to a fine of up to £1000, and a criminal record which can affect
employment opportunities.

School places

I am aware that a referral will made to the Local Authority Children Missing from Education Team (CME) if
my request is unauthorised, and my child hasn’t returned to school on the agreed date. This can result in my
child losing their school place.
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I am also aware that there is a shortage of places in the area, so if my child loses their school place it could
result in having to travel to a school out of area or my child without a school, being a detriment to their
education and causing implications to my own employment.

Parent’s Full Name: Parent’s Signature:
Date:

12



Parent’s Full Name:

Parent’s Signature:

Date:

School Section

Any previous request

Yes O

No O

Is the requested absence during exams Yes

o No O

13




Reason for refusal/Comments

Authorised O Approved for
School days

Unauthorised O Not approved for
School days

Headteacher’s Signature

Appendix 5

Unauthorised Holiday / Declined

Exceptional Leave

Requesting a Penalty Notice:
e-Form

https://forms.leeds.gov.uk/Scho
olPenaltyNoticeApplication

When a parent/carer has
requested or (the school
believe) they have taken the
pupil on leave during term time
without the permission of the
school. The school will need to
ensure that they have evidence
kept on record as listed on the
e-form.

A registration certificate signed
and dated by the Headteacher
must be attached to all requests.
The certificate also needs the
name of the Headteacher
printing underneath their
signature.

Appendix 6

Dear Parent/Carer

Penalty Notices Requests

Irregular school attendance

Requesting a Penalty Notice:
Email

Schoolattendancesenvice@lee
ds.gov.uk
A penalty notice can be

requested as an alternative to
prosecution.

Evidence of support offered,
and casework should be
undertaken. Complete the
legal intervention request
form.

A registration certificate
signed and dated by the
Headteacher must be attached
to all requests. The certificate
also needs the name of the
Headteacher printing
underneath their signature.

Requesting a Penalty Notice:
Email

Schoolattendancesenvice@lee
ds.gov.uk

Fast track initiatives should
only be used where there are
no complex issues within the
family or multi-agency support.
Fast Tracks are not suitable for
pupils with block non-
attendance or attendance
below 70%.The school will
need to provide all evidence as
listed on the Fast Track penalty
notice application form with the
application as well as a
registration certificate signed
and dated by the Headteacher

printed under their signature.

Please find attached your leave of absence request. Amendments to the Education (Pupil
Registration) Regulations in relation to term time holidays (August 2024), make it clear that schools
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are no longer allowed to authorise holidays during term time. As a result, only exceptional
circumstance leave can be authorised by the Headteacher and must be applied for prior to the leave
being taken.

This application has been declined because we do not deem holidays to be exceptional
circumstances and therefore, this leave if taken will be recorded as unauthorised and could incur a
penalty notice.

Penalty Notices are issued by Leeds City Council on our behalf.

e First offence - The first time a Penalty Notice is issued the amount will be: £80 per parent, per child
paid within 21 days. This increases to £160 per parent, per child if paid after day 21, until day 28. Any
non-payment of the Penalty Notice may be referred to the Magistrates Court.

e Second Offence (within 3 years) - the second time a Penalty Notice is issued the amount will be £160
per parent, per child paid within 28 days. Any non-payment of the Penalty Notice may be referred to
the Magistrates Court.

e Third Offence and Any Further Offences (within 3 years) - the third time an offence is committed a
Penalty Notice will not be issued, and the case may be presented straight to the Magistrates’ Court
under s.444 of the Education Act (1996) or other legal interventions considered. A guilty verdict at the
Magistrates’ Court can lead to a fine of up to £1000, and a criminal record which can affect
employment opportunities.

If you feel that you have further exceptional circumstances that you have not informed us of with
regards to your request, | would ask that you submit your reasons to school in writing within the next
5 (school) days from the date of this letter.

Please do not hesitate to contact the school if you have any queries that you would like to

discuss about this matter.

Your sincerely

Headteacher

Appendix 7

Dear

We understand that you have recently taken your child out of school for a holiday in term time. We
believe this to be the case because........................

Amendments to the Education (Pupil Registration) Regulations (August 2024) made it clear that
schools are no longer allowed to authorise holidays during term time. As a result, only exceptional
circumstance leave can be authorised by the Head Teacher and must be applied for prior to the leave
being taken.

Your child’s leave of absence from school was not requested and we have had no notification of any
exceptional circumstances therefore, the absence will be recorded as unauthorised, and you could
receive a Penalty Notice.

Penalty Notices are issued by Leeds City Council on our behalf.

e First offence - The first time a Penalty Notice is issued the amount will be: £80 per parent, per child
paid within 21 days. This increases to £160 per parent, per child if paid after day 21, until day 28. Any
non-payment of the Penalty Notice may be referred to the Magistrates Court.
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e Second Offence (within 3 years) - the second time a Penalty Notice is issued the amount will be £160
per parent, per child paid within 28 days. Any non-payment of the Penalty Notice may be referred to
the Magistrates Court.

e Third Offence and Any Further Offences (within 3 years) - the third time an offence is committed a
Penalty Notice will not be issued, and the case may be presented straight to the Magistrates’ Court
under s5.444 of the Education Act (1996) or other legal interventions considered. A guilty verdict at the
Magistrates’ Court can lead to a fine of up to £1000, and a criminal record which can affect
employment opportunities.

If you feel that you have exceptional circumstances that you have not informed us of with regards to
this holiday, | would ask that you submit your reasons to the school in writing within the next 5
(school) days from the date of this letter.

Please do not hesitate to contact school if you have any queries that you would like to
discuss about this matter.

Your sincerely

Headteacher
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