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Applies to: All pupils at Ripponden J & I School 
Senior leader responsible: Jude Kenny, Headteacher
Introduction
Good attendance is essential to children achieving their potential. We expect all children to attend punctually and regularly so they benefit from high-quality classroom teaching and personal development opportunities.
· This policy reflects DfE guidance (Working Together to Improve Attendance), relevant DfE policy papers and the OFSTED framework, and will be applied fairly while taking account of individual needs (Equality Act 2010, SEND/EHCP).
Core expectations
· Children are required to attend every day that the school is open unless a statutory exception applies.
· Parents/carers must contact the school on the first day of absence and each subsequent day (or by an agreed alternative), stating the reason and expected return date.
· Parents should avoid requesting term-time leave. Requests for planned absence must be submitted in writing to the headteacher in advance and will only be authorised in exceptional circumstances.

Responsibilities
· Headteacher : overall responsibility for attendance strategy.
· Attendance Lead: day-to-day contact for families; makes follow-up contact; maintains attendance records; coordinates targeted action and liaison with external agencies.
· Attendance Officer: first point of contact for parents; supports attendance follow-up and records actions.
· Class teachers: complete registers accurately at the start of each session and alert the Attendance Lead to patterns of concern.
· Governors: receive termly attendance reports, challenge trends and monitor impact.
· Parents / carers: legally responsible for ensuring a child of compulsory school age receives a suitable full-time education and must keep the school informed about absence.

School day, registration and punctuality
· Gate opens: 08:40.
· Morning registration: begins 08:45. Register closes at 09:00.
· Afternoon registration: taken once during the afternoon session (start times are varied according to keystage); the register will be completed in line with statutory requirements and the school’s procedures.
· Children arriving after the morning register has closed (after 09:00) will be recorded as late unless there is an authorised reason.
· Repeated lateness without good reason will be treated as a pattern and escalated to the Attendance Lead and/or the Headteacher.




Recording attendance
· Registers are completed twice daily (AM/PM) using the school system and national attendance codes. Registers are legal records and entries are preserved in line with statutory requirements.
· Children on approved off-site educational activities (e.g. alternative provision, visits, work experience) will be recorded with the appropriate approved activity code and details recorded in the register.
· Where amendments are required to registers, the system must show the original entry, the amended entry, the reason for the amendment, the date of amendment and the name/title of the person making the amendment.

First-day response and daily processes (see Appendices A and B for full procedure)
· Parents must notify the school by 09:15 on the first day of absence (phone or agreed alternative). If no contact is received:
· The Attendance Officer will make follow-up contact.
· If absence remains unexplained, a senior leader (Attendance Lead / DSL) will make welfare checks or contact emergency contacts as needed.
· Known medical appointments should be notified in advance; medical evidence may be requested where patterns are persistent.

Persistent and severe absence (PA / SA)
Definitions:
· Persistent absence (PA): attendance below 90% across the academic year.
· Severe absence (SA): attendance below 50% across the academic year.
Our Approach:
· Weekly monitoring of attendance to identify pupils moving toward PA/SA 
· Early targeted contact (letters, email, phone) and offers of support (eg. reasonable adjustments, The Dell / ISA support, mental-health resources).
· If voluntary support is unsuccessful, school will work with the Education Welfare Officer (EWO) for formal support (parenting contracts, education supervision orders) Legal intervention (including Fixed Penalty Notices or prosecution) will be considered only after support options have been exhausted or where immediate action is appropriate.
· All decisions will consider SEND or medical needs and the school’s duties under the Equality Act 2010.

Support, early help and targeted interventions
Expectations for all: 
· clear expectations will be shared at year group welcome meetings in September and termly reminders will be published on school communication systems (newsletter, Class Dojo etc); attendance policy will be published on the school website.

Targeted early help:
· We will provide reasonable adjustments and targeted in-school support (interventions, mental-health support etc).
· We will invite parents/carers to discuss barriers and agree an action plan with review dates.
· We will use home–school agreements or parenting agreements where appropriate and consider referrals to the Education Welfare Officer/Early Help pathway.
· We will provide formalised support where voluntary measures fail: the school will work with the Education Welfare Officer and statutory partners (social care, health) to formalise interventions and, where appropriate, proceed with legal measures in line with local procedures.

Safeguarding and vulnerable children
· Where absence is persistent and there are safeguarding concerns, the DSL will be informed and attendance expectations included in child protection or child in need plans as appropriate.
· For children with EHCPs, medical or mental-health needs, the school will make reasonable adjustments (phased return, adapted timetable) and record temporary arrangements with measurable targets and review dates.

Unauthorised absence, holidays in term time and sanctions
· Absences without an acceptable reason will be recorded as unauthorised. Patterns of unauthorised absence will be escalated.
· Leave of absence in term time will only be authorised in exceptional circumstances. Requests must be submitted in advance; decisions rest with the headteacher.
· Fixed Penalty Notices (FPNs) and other sanctions will be considered by the Education Welfare Officer in line with the local authority code of conduct where absence is unauthorised and support has been offered and not engaged with, or where the circumstances warrant immediate action.

Monitoring, reporting and governance
· Weekly: the Attendance Lead runs weekly reports and identifies individual children who are already persistent or severe absentees and those who are at risk of so being.
· Termly: senior leaders report to governors with data including whole-school attendance rate, PA and SA percentages, cohort analysis, actions taken and evidence of impact.
· Governors will provide challenge and ensure resources and oversight are in place.

Data protection and record keeping
· Attendance records are stored securely and processed in accordance with the Data Protection Policy and GDPR.
· Attendance data will be used only for lawful purposes supporting the child’s education and welfare.
· Records of contacts, meetings, actions and evidence (e.g. medical notes, meeting notes) will be retained on the child’s file.

Communication and accessibility
· This policy is published on the school website and shared with parents at admission and annually.
· Contact details for attendance matters are published on the website.
· The policy will be made available in alternative formats on request (translated summaries, large print).

Equality and individual needs
· The school will apply this policy fairly while considering individual circumstances and making reasonable adjustments for children with SEND, medical needs, EHCPs or other barriers to attendance.

Attendance Triggers
Procedure summary:
· When a child’s attendance falls to 95% an initial letter of concern will be issued to parents/carers.
· When a child’s attendance falls to 93% a further letter of concern will be issued; the child’s attendance will then be subject to weekly monitoring and follow‑up emails will be sent to parents/carers.
· When a child’s attendance falls to 92% a strong letter of concern will be issued informing parents/carers that the child is at risk of becoming persistently absent.
· When a child’s attendance falls to 90% parents/carers will be invited to a meeting with the Attendance Lead.
· If no improvement: this escalates to the Education Welfare Officer for formal support. They may consider legal measures only after support options exhausted or where appropriate.
· If safeguarding concerns the DSL is involved immediately and statutory partners engaged.



Review
· This policy will be reviewed annually or sooner if DfE/LA guidance changes or school-level evidence requires an earlier review. Stakeholders (staff, governors, parents) will be consulted on significant changes.
Approved by: Headteacher (Jude Kenny) and the Governing Body —May 2026
Due for review May 2027
Appendices:
A – First Day Calling Procedure
B – First Day Calling Procedure Checklist
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