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ATTENDANCE AND PUNCTUALITY 
PROCEDURES













Our Aim – Academic Year 
At the Royal School we have a very clear focus on attendance and punctuality. We believe that attendance is a very important element to student success. We therefore place a huge emphasis on ensuring that our young people regularly attend school. Attendance is our priority as it enables our young people to take advantage of the wide range of educational opportunities here at The Royal School Wolverhampton including academic achievement, personal development, welfare and wellbeing. 
Pupils who attend school regularly feel more connected to their community, develop important social skills and are significantly more likely to be in a stronger position when considering future choices. 

Our Commitment:
We will ensure that:
· We continue to promote the importance of attendance and punctuality.
· Attendance and punctuality are recorded daily, accurately and efficiently.
· We maintain a strong liaison with parents or guardians in any incidences of absence to ascertain reasons and provide supportive responses.
· The right support is in place for all pupils to attend regularly and punctually, including those with special educational needs and disability. 
· Attendance and punctuality are monitored by staff and designated leads.
· Any concerns about attendance will be flagged up and followed up using effective processes including liaison with external agencies when required.
· Any pupil with a poor attendance record will be supported to help improve their attendance.

Parents/Guardians Commitment
Parents and guardians can help promote good attendance by:
· Ensuring that their child attends regularly and is punctual.
· Notifying the school if their child cannot attend for any reason.
· Working with us to resolve any attendance issues that may arise.
· Making sure their child understands that they support the school’s commitment to attendance. 
· Discussing any planned absences with the school prior to the period.
· Refraining from taking holidays during school time and that if for any reason a leave of absence is required during term time, the necessary contact will be made with school to discuss this. We reserve the right to contact the Local Authority for such absences, and fines may be issued.
· Showing an interest in their child’s school journey by recognising, praising and encouraging their achievements
· Encouraging their child to participate in school activities. 
· Ensuring where possible, that children’s medical appointments are arranged for times outside of school hours. 
· If a medical appointment is scheduled during school hours, please email a copy of the medical letter or appointment card to the appropriate school contact - avlckova@theroyal.school for Senior School or nd@theroyal.school for Primary School - providing at least 24 hours' notice.
· Contacting the school immediately, if there are any concerns about absence or other related school matters.
· Notifying the school in writing if their child (in primary years) is to be collected by a nominated person, preferably with 24 hours’ notice in advance.

Pupil’s Commitment
Pupils have the clear responsibility to attend school regularly and punctually. 
· They must inform their teacher if there is a problem that may lead to their absence.
· Pupils are responsible for passing school correspondence to their parents, on the specified day.

The Principal’s Commitment
The Principal will:
· Ensure that the register of pupils is maintained in accordance with regulations.
· Promote the importance of good attendance among pupils, staff and families.

Class Teacher/ Form Tutor’s Commitment
The class teacher or form tutor will:
· Maintain the registers in accordance with attendance expectations.
· Flag up any absences or concerns regarding the attendance of any pupil immediately, to parents/carers, if this continues to inform attendance officer.
· Encourage pupils to attend regularly and punctually.

The designated senior leader responsible for attendance
[bookmark: _Hlk166581347]The designated senior leader Mr J Crook is responsible for:
· Leading, championing and improving attendance across the school
· Setting a clear vision for improving and maintaining good attendance
· Evaluating and monitoring expectations and processes
· Having a strong grasp of absence data and oversight of absence data analysis
· Regularly monitoring and evaluating progress in attendance 
· Establishing and maintaining effective systems for tackling absence, and making sure they are followed by all staff
· Liaising with pupils, parents/carers and external agencies, where needed
· [bookmark: _Hlk141799274]Building close and productive relationships with parents to discuss and tackle attendance issues
· Creating intervention or reintegration plans in partnership with pupils and their parents/carers
· Delivering targeted intervention and support to pupils and families 
The designated senior leader responsible for attendance is Jonathan Crook and can be contacted via jcrook@theroyal.school

The Attendance Officers
The school attendance officers are responsible for: 
· Monitoring and analysing attendance data
· Benchmarking attendance data to identify areas of focus for improvement
· Providing regular attendance reports to school staff and reporting concerns about attendance to the designated senior leader responsible for attendance, and the principal 
· Working with education welfare officers to tackle persistent absence
· Advising the principal/vice principal (authorised by the principal) when to issue fixed-penalty notices. For more details, Please see Appendix 1
· Inform the Local Authority: If a pupil is not attending school regularly, when a pupil has been absent for 10 or more days.
Please see Appendix 2 for the Attendance Responsibility Flowchart

The attendance officer is Amanda Vlckova (Senior) and Neresh Dhanda (Primary) and can be contacted via avlckova@theroyal.school and nd@theroyal.school 

Punctuality
· School is open from 8:00am and children are required to be in their classrooms no later than 8:20am for Senior School and 8:25am for Primary. All staff and pupils are expected to be on time. 

Guidance for Parents - Pupil Absences
· A pupil’s absence can only be authorised by the Principal when the child is involved in activities organised by the school or in which the school is involved. The Principal cannot authorise a child’s absence for holidays during term time. The Principal reserves the right to consider a guardian’s request to take a child out of school during term time. It is essential that parents inform the school of such arrangements. We reserve the right to contact the Local Authority for such absences, and fines may be issued.
· Parents and Guardians must ensure that reasons for pupils’ absences are communicated on the school gateway app or by telephone. This information will be retained by the school for attendance monitoring purposes. If no explanation is forthcoming in 5 days, the N Code will be replaced with O Code (absent from school without authorisation). 

Legislation and Guidance
[bookmark: _Hlk167190674]This policy is based on the Department for Education’s (DfE’s) statutory guidance on working together to improve school attendance (applies from 19 August 2024) and school attendance parental responsibility measures. The guidance is based on the following pieces of legislation, which set out the legal powers and duties that govern school attendance:
· Part 6 of the Education Act 1996
· Part 3 of the Education Act 2002
· Part 7 of the Education and Inspections Act 2006
· The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, and 2016 amendments)
· The School Attendance (Pupil Registration) (England) Regulations 2024 
· The Education (Penalty Notices) (England) (Amendment) Regulations 2013 and the 2024 amendment
[bookmark: _Hlk141799242]It also refers to:
· School census guidance
· Keeping Children Safe in Education
· Mental health issues affecting a pupil's attendance: guidance for schools

Our School Day Procedures
AM registration
All registers must be completed between 8:20 – 8.50am. If a pupil is late, it is the form tutor’s responsibility to check whether they have signed in either with Attendance Officer or Reception and they must change the mark on the register to a ‘L’ (late mark) to reflect this. A child is late after 8:25am (Senior), 8:30am (Primary). 
· If they are unable to complete their register electronically, the tutor must hand in a pre-printed register to Attendance Officer only. 
· In order to reduce any incorrect marks, the tutors must ensure that the register is correct before saving and they have physically seen the child before saving the register.
· If the register has been pre-marked saying a child is absent, they are not to change that mark to a N. Similarly, if a child is here but is absent on the register, they must notify Attendance Officer immediately where the register can be changed correctly. 
A form tutor who has not completed and saved their AM register by 8.50am will receive a reminder email from Attendance Officer, copying in a member of SLT. 
The Attendance Officers then check the students with an absence mark, and an email is shared to all Senior and Primary Academic Staff with these names. It is the staff’s responsibility to respond to these emails with any information regarding these named pupils. 

Period’s 1-5 registration (Senior School)
It is imperative that all lesson registers are completed and saved in the first five minutes of every lesson. This means if we can see a child is missing from school, we can immediately get in contact with their parents. 
It is vital that a child is marked accurately in these registers. A wrong registration mark can cause major safeguarding concerns and poses a fire risk. If a child is marked incorrectly, an email will be sent to the teacher explaining these risks, a copy of their incorrect mark and DSL will be copied in and notified (email attached).
Again, if a child is here but is absent on the register, they must notify Attendance Officer immediately where the register can be changed correctly. 
PM registration
PM registration is taken as part of lesson 4 at 12.20pm. All registers must be completed by 12.35pm. 

Period 6 registration (Senior)
Period 6 is just as important as any other period. All registers must be completed within the first five minutes of the activity. If this is not done, it poses a safeguarding risk.

Late Sanctions (Senior)
· If a pupil is late to registration three times in a week, a 30-minute Head of House detention will be issued. Failure to turn up, a 1 hour after school detention should be issued on a Friday. 
· If a pupil is late twice in a day, then a 30-minute same day detention after school will be issued. Parents will be notified via school comms.
· If persistent lateness continues, a report card may be issues and further detentions.
· If there is no improvement, a letter may be issued by the Attendance Officer to the parent or guardian of the child, and they may be invited to a meeting to discuss.

Improving Attendance
· The minimum expected attendance for every pupil is 98%.
· Each term, we will celebrate students with outstanding attendance.
· Introduce a RAG system of attendance monitoring.
· Below 95% - send a reminder letter home.
· Below 92% -  parents or guardians will be contacted to discuss issues around attendance and to agree measurable improvements. 
· Below 90% - We invite parents into school to discuss any concerns or barriers to attend school, and we may consider referrals to services for example Early Help or EBSNA (Emotionally Based School Non-Attendance) A 10 week notice to improve will be issued and if no improvements have been made the LA will be notified. For more information regarding EBSNA please see Appendix 3.
· Fixed penalty notices for families who breach the holiday expectations. 
· These sanctions to be reviewed for each student dependent on circumstances. 

Unplanned absence
The pupil’s parent must notify the school of the reason for the absence on the first day and subsequent days of an unplanned absence by 8.20am or as soon as practically possible. This can be done by calling the senior school office at 01902 341230 or via the school gateway app.
1. Open the School Gateway App on your device Select your child’s profile by tapping their name
2. Navigate to the “Reporting” section
3. Tap “Attendance” followed by “Advise of Future Absence”
4. Provide a detailed reason for your child’s absence (not just they are ill/unwell)
5. Ensure your message includes your child's full name, their class/form, and the dates of the absence

[bookmark: _Hlk141799317]We will mark absence due to physical or mental illness as authorised, unless the school has a genuine concern about the authenticity of the illness.
Where the absence is longer than 5 consecutive school days, or there are doubts about the authenticity of the illness, the school will ask for medical evidence, such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. We will not ask for medical evidence unnecessarily.
If the school is not satisfied about the authenticity of the illness, the absence will be recorded as unauthorised, and parents will be notified of this in advance.
Planned absence
Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent notifies the school in advance of the appointment.
You can access Leave of Absence forms on the school website or request a paper copy by emailing the Attendance Officers.
However, we encourage parents to make medical and dental appointments out of school hours where possible. Where this is not possible, the pupil should be out of school for the minimum amount of time necessary.
The pupil’s parent must also apply for other types of term-time absence as far in advance as possible of the requested absence. Go to section 5 to find out which term-time absences the school can authorise. 

Approval for term-time absence 
The principal will allow pupils to be absent from the school site for certain educational activities, or to attend other schools or settings. 
The principal will only grant a leave of absence to a pupil during term time if the request meets the specific circumstances set out in the 2024 school attendance regulations. These circumstances are:
· Taking part in a regulated performance, or regulated employment abroad
· Attending an interview
· Study leave
· A temporary, time-limited part-time timetable
· Exceptional circumstances
A leave of absence is granted at the principal’s discretion, including the length of time the pupil is authorised to be absent for. Please refer to Appendix 1.
We define ‘exceptional circumstances’ as one-off events which are unavoidable. Examples of such circumstances may include: the death of an immediate family member, attendance at a funeral, providing respite care for a child under Local Authority care, or a housing emergency that prevents attendance. In these cases, supporting documentation will be required to consider the absence as authorised.
Leave of absence will not be granted for a pupil to take part in protest activity during school hours.
As a leave of absence will only be granted in exceptional circumstances, it is unlikely a leave of absence will be granted for the purposes of a family holiday. 
The school considers each application for term-time absence individually, taking into account the specific facts, circumstances and relevant background context behind the request. 
Any request should be submitted as soon as it is anticipated and, where possible, at least 2 weeks before the absence, and in accordance with any leave of absence request form, accessible via the school website Appendix-A-Leave-of-Absence-Form-1-May-2023.docx (live.com). The principal will require evidence to support any request for leave of absence.
Other valid reasons for authorised absence include (but are not limited to):
· Illness (including mental-health illness) and medical/dental appointments
· Religious observance – where the day is exclusively set apart for religious observance by the religious body to which the pupil’s parent(s) belong(s). If necessary, the school will seek advice from the parent’s religious body to confirm whether the day is set apart
· Parent(s) travelling for occupational purposes – this covers Roma, English and Welsh gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, bargees (occupational boat dwellers) and new travellers. Absence may be authorised only when a traveller family is known to be travelling for occupational purposes and has agreed this with the school, but it is not known whether the pupil is attending educational provision
· If the pupil is currently suspended or excluded from school (and no alternative provision has been made)
Other reasons the school may allow a pupil to be absent from the school site, which are not classified as absences, include (but are not limited to):
· [bookmark: _Hlk166585176]Attending an offsite approved educational activity, sporting activity or visit or trip arranged by the school
· Attending another school at which the pupil is also registered (dual registration)
· Attending provision arranged by the local authority
· Attending work experience
· If there is any other unavoidable cause for the pupil not to attend school, such as disruption to travel caused by an emergency, a lack of access arrangements, or because the school premises are closed
Sanctions
[bookmark: _Hlk167190498][bookmark: _Hlk166857049][bookmark: _Hlk166589403]Our school will make use of the full range of potential sanctions – including, but not limited to, those listed below – to tackle poor attendance. Decisions will be made on an individual, case-by-case basis. 
Penalty notices
The principal (or someone authorised by them), local authority or the police can fine parents for the unauthorised absence of their child from school, where the child is of compulsory school age, by issuing a penalty notice. 
[bookmark: _Hlk166594252]If the school issues a penalty notice, it will check with the local authority before doing so and send it a copy of any penalty notice issued. 
Before issuing a penalty notice, the school will consider the individual case, including: 
· Whether the national threshold for considering a penalty notice has been met (10 sessions of unauthorised absence in a rolling period of 10 school weeks)
· Whether a penalty notice is the best available tool to improve attendance for that pupil
· Whether further support, a notice to improve or another legal intervention would be a more appropriate solution
· Whether any obligations that the school has under the Equality Act 2010 make issuing a penalty notice inappropriate
Each parent who is liable for the pupil’s offence(s) can be issued with a penalty notice, but this will usually only be the parent/parents who allowed the absence.
The payment must be made directly to the local authority, regardless of who issues the notice. If the payment has not been made after 28 days, the local authority can decide whether to prosecute or withdraw the notice.
If issued with a first penalty notice, per parent per child must pay £80 within 21 days, or £160 within 28 days.
If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must pay £160 if paid within 28 days. 
A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of the date of the issue of the first penalty notice. In a case where the national threshold is met for a third time within those 3 years, alternative action will be taken instead.
[bookmark: _Hlk166594322]A penalty notice may also be issued where parents allow their child to be present in a public place during school hours without reasonable justification, during the first 5 days of a suspension or exclusion (where the school has notified the parents that the pupil must not be present in a public place on that day). These penalty notices are not included in the National Framework, not subject to the same considerations about support being provided, and do not count towards the limit as part of the escalation process.
In these cases, the parent must pay £80 within 21 days, or £160 within 28 days.
Notice to improve
If the national threshold has been met and support is appropriate, but parents do not engage with offers of support, the school may offer a notice to improve to give parents a final chance to engage with support. 
Notices to improve will be issued in line with processes set out in the local code of conduct for the local authority area in which the pupil attends school.
They will include:
· Details of the pupil’s attendance record and of the offences
· The benefits of regular attendance and the duty of parents under section 7 of the Education Act 1996
· Details of the support provided so far  
· Opportunities for further support, or to access previously provided support that was not engaged with
· A clear warning that a penalty notice may be issued if attendance doesn’t improve within the improvement period, along with details of what sufficient improvement looks like, which will be decided on a case-by-case basis
· A clear timeframe of between 3 and 6 weeks for the improvement period 
· The grounds on which a penalty notice may be issued before the end of the improvement period

Strategies for promoting attendance
We use a range of strategies to promote good attendance to school, these include but are not limited to:
· Praise assemblies and certificates.
· Badges for attendance awards.
· Early lunch passes, celebration breakfasts.
· Access to termly trips.

Attendance monitoring
1. Attendance Recording System:
We use digital attendance management system, to monitor attendance. This system is used by teachers and administrative staff to record daily attendance and punctuality data.
· Classroom Teachers: Teachers record attendance at the beginning of each class or session, marking students as present, absent or late.
· Attendance Officers: The attendance data is synced with the school's administrative system, allowing Attendance Officers to monitor attendance throughout the day.
2. Tracking Absences:
Different types of absences (unexplained, medical, etc.) are tracked. For example:
· Explained Absences: These are documented when a parent or guardian provides a valid reason, such as a medical note.
· Unexplained Absences: Unexplained absences are flagged for follow-up by Attendance Officers.
· Persistent Absences: Students who miss a significant number of days (typically 10% or more) are flagged for further investigation and support.
3. Punctuality Data:
Schools track poor punctuality as part of their attendance system. When students arrive late to class, the system marks them as late, noting the exact time of arrival. Some schools also track the frequency of lateness to identify patterns.
4. Regular Analysis and Reporting:
Attendance and punctuality data is analysed systematically:
· Daily Reports: Immediate reports are generated to monitor daily attendance trends. 
· Weekly/Monthly Reports: Summarised data is shared with school leadership to identify any longer-term trends or issues, such as rising absenteeism in certain student groups.
· Trend Analysis: Analysis tools (such as dashboards or attendance reports) help in tracking trends over time, allowing staff to identify students who are at risk of persistent absenteeism or have persistent punctuality issues.
5. Interventions and Follow-up:
· Parental Involvement: Parents are notified regularly through emails, texts, or phone calls when attendance issues are noticed.
· Support for Persistent Absentees: Students with persistent absence issues may be referred to support services, counsellors, or external agencies to address underlying issues (e.g., health, family concerns).
Monitoring attendance
The school will monitor attendance and absence data (including punctuality) half-termly, termly and yearly across the school and at an individual pupil, year group and cohort level.
[bookmark: _Hlk166586592]Specific pupil information will be shared with the DfE on request. 
Data will be collected each term and published at national and local authority level through the DfE's school absence national statistics releases. The underlying school-level absence data is published alongside the national statistics. 
The school will benchmark its attendance data at whole school, year group and cohort level against local, regional, and national levels to identify areas of focus for improvement and share this with the governing board.
Analysing attendance
The school will:
· [bookmark: _Hlk166585544]Analyse attendance and absence data regularly to identify pupils, groups or cohorts that need additional support with their attendance, and 
· Identify pupils whose absences may be a cause for concern, especially those who demonstrate patterns of persistent or severe absence 
· Conduct thorough analysis of half-termly, termly, and full-year data to identify patterns and trends
· Look at historic and emerging patterns of attendance and absence, and then develop strategies to address these patterns  
Using data to improve attendance
The School will:
· Develop targeted actions to address patterns of absence (of all severities) of individual pupils, groups or cohorts that it has identified via data analysis
· Provide targeted support to the pupils it has identified whose absences may be a cause for concern, especially those who demonstrate patterns of persistent or severe absences, and their families.
· [bookmark: _Hlk166586062]Provide regular attendance reports to a range of staff in Primary and Secondary to facilitate discussions with pupils and families, and to the governing board and school leaders (including special educational needs co-ordinators, designated safeguarding leads and pupil premium leads).
· Use data to monitor and evaluate the impact of any interventions put in place in order to modify them and inform future strategies.
· Share information and work collaboratively with other schools in the area, local authorities and other partners where a pupil’s absence is at risk of becoming persistent or severe, including keeping them informed regarding specific pupils, where appropriate.
Reducing persistent and severe absence
[bookmark: _Hlk166232925]Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 50% or more of school. Reducing persistent and severe absence is central to the school’s strategy for improving attendance.
The school will:
· [bookmark: _Hlk166589315]If a student is absent without prior notification, the school will text, email or call the parents/guardians. This serves as an immediate reminder to the parents and verifies if the absence is truly unauthorised.
· Use attendance data to find patterns and trends of persistent and severe absence
· Consider potential safeguarding issues and, where suspected or present, address them in line with Keeping Children Safe in Education 
· When a student has several unexcused absences, an initial letter is sent home. This letter typically explains the importance of regular attendance and informs parents of the school's concern about the pattern of absenteeism. 
· If the absenteeism continues, a second, more formal letter may be sent. This letter outlines the legal obligations of parents to ensure their child's regular attendance and informs them of potential consequences for continued absence.
· [bookmark: _Hlk166580968][bookmark: _Hlk166580729]Hold regular meetings with the parents of pupils who the school (and/or local authority) considers to be vulnerable or at risk of persistent or severe absence, or who are persistently or severely absent, to:
· [bookmark: _Hlk166580796]Discuss attendance and engagement at school 
· Listen, and understand barriers to attendance
· Explain the help that is available 
· Explain the potential consequences of, and sanctions for, persistent and severe absence
· Review the attendance contract and any existing actions or interventions 
· [bookmark: _Hlk165632156]Provide access to wider support services to remove the barriers to attendance, in conjunction with the local authority, where relevant
· Consider alternative support that could be put in place to remove any barriers to attendance and re-engage these pupils. In doing so, the school will sensitively consider some of the reasons for absence
· Implement sanctions, where necessary (see section 5.2, above)

FIRE
In the event of a fire evacuation, registers will be provided by the Attendance Officer. Tutors are expected to take the register immediately and hold up “Green” if all are present and “Red” if anyone is missing. The Attendance Officer will then cross check to ensure that the sign-in/out register reflects absences.

Guide to attendance
· It is the legal responsibility of all teachers to take an accurate register of attendance.
· The register must be saved and complete by 8.50am for AM and by 12.35pm for PM.
· Lesson registers must be taken and complete within the first 5 minutes of each lesson including lesson 6.
· Please DO NOT leave SIMS on your whiteboard for all pupils to see when you are taking the register as there may be sensitive information in comments. Freeze your screen or turn the projector off.

The following codes should be used when completing registers:
	/
	Present (AM)

	\
	Present (PM)

	C
	Absent due to authorised circumstances. A comment must be entered as to what the circumstances are e.g., funeral

	D
	Dual registered at another school.

	I
	Absent due to illness. This code should only be entered when you have confirmation from a parent/houseparent/guardian by phone or letter. A comment should be entered explaining the type of illness.

	K
	Attending education provision arranged by the Local Authority (other than School).

	L
	A pupil is present but late. Please right click and enter the exact number of minutes late.  Please mark late if a pupil arrives 3 or more minutes after the published start time of a lesson or significantly later than the rest of the class.

	M
	Absent due to a medical appointment. This code should only be entered when you have confirmation from a parent/houseparent/guardian by phone or letter. A comment should be entered explaining the type of appointment.

	N
	Absent and no reason has yet been provided.

	P
	A pupil is present but attending an approved sporting activity e.g., fixtures.

	R
	Absent due to religious observance e.g., Eid, Diwali.

	S
	Absent due to study leave usually used around exam periods.

	V
	A pupil is present but attending an educational visit or trip.

	W
	Absent due to work experience.

	O
	Absent in other or unknown circumstances


· There should be no ‘N’ codes by the end of the week, and tutors must encourage pupils to bring a note from parents or phone the school.
· Form tutors should also challenge any patterns of absence/lateness and contact parents.

REMEMBER: 
· Make sure that the register is accurate.
· If a child already has absent marks but they are here, let the Attendance Officer know straight away.
· If a child is absent but they have present marks, let the Attendance Officer know straight away.
· If they arrive 3 or more minutes late than the start of lesson, change the code to ‘L’ and enter how many minutes late.

You must ensure that every lesson register is taken within the first 5 minutes of each lesson including lesson 6. 



Appendix 1

More information regarding Fixed Penalty Notices for parents.
WCC 846 - 07/2024
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Appendix 3

Educational Psychology Wolverhampton - Parents - Emotionally Based School Non-Attendance

Appendix 4
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ATTENDANCE

Attendance is not just
the Attendance
Officer’s responsibility.
We need to build a
culture where everyone
takes responsibility for
attendance. This can
lead to better
engagement, stronger
relationships, and
improved outcomes for

pupils.

@ ATTENDANCE:
EVERYONE'S
RESPONSIBILITY®

ATTENDANCE IS A
TEAM EFFORT!
WE ALL PLAY A
ROLE IN CREATING A
CULTURE OF GOOD
ATTENDANCE.
ENCOURAGE,
SUPPORT, AND
CHECK IN WITH
EACH OTHER.
CELEBRATE AND
RECOGNISE GREAT
ATTENDANCE
TOGETHER.
STRONGER
ATTENDANCE =
BETTER SUCCESS FOR
ALL!

. LET’S WORK
TOGETHER TO MAKE
EVERY DAY COUNT! ©

The Royal School

Wolverhampton

CLASS TEACHER
95-98% 4-10 days

Monitor attendance closely and track any
patterns/treads
Conduct informal check-ins with pupils.
If absences become frequent, have an informal
conversation at home time. Keep Attendance Officer
informed
Continue to monitor and record absences  (register)
alongside Attendance Officer.
Class teacher and Year Lead arrange meeting to discuss
concerns with parents
Offer pastoral school support ie.
individualised
If a pupil is late 5 times or more, take action by inviting
parents into school to discuss concerns, offer support
and discuss ways to improve punctuality.

rewards chart

YEAR GROUP LEAD
90-94.9% 10+ days

Closely monitor pupils with frequent absences.
If no improvement is made, invite parents for a
further meeting with the CT and YL.
Address attendance issues and agree on next steps.
Identify any underlying issues affecting attendance,
barriers to good attendance.
Provide support and set improvement targets.
Offer EBSNA( Early intervention - PH or ES
completing Good/Bad day activity or ideal/Non
ideal school), Parenting Power, School Nurse or
Breakfast Club.
Work together with staff, parents, and the
Attendance Officer.
Keep the Attendance Officer informed of any
outcomes.

PHASE LEADER
90% and below 20 + days

* PL arrange a meeting with parents to discuss
and agree on next steps.

* Collaborate with staff, parents, and the
Attendance Officer.

 PL to inform AO to issue formal letters of
concern, request for medical evidence.

« Consider engage with to external services e.g.,
ESP, EBSNA or Family Hub (ES, NB, KP or ESP
Champion from LA)

= Ongoing monitoring.

* Keep the Attendance Officer informed of any
outcomes.

PLT

85% and below 29 + days
* Arrange a meeting with parents.
* Attendance Officer (AO) issues formal letters
of concern
Continue with ESP, EBSNA, Family Hub
Consider referrals to external services e.g.,
Outreach, EP, Reflexions, CAMHS or 0-19
Service.
Ongoing monitoring with weekly targets.
Safeguarding team involvement if necessary.
Final warning letters or legal action.

FORM TUTOR

95-98% 4-10 days
Monitor attendance closely and track
any patterns.
Conduct informal
students.
Keep Assistant Head of House (AHOH)
and Attendance Officer (AO) informed
of any concerns.
Continue tracking and record absences
alongside Attendance Officer.

check-ins  with

ASSISTANT HEAD OF HOUSE

90 - 94.9% 10+ days
Closely monitor pupils with frequent absences.
Issue an attendance report.

A conversation with students.

Contact parents to offer support.

Conduct a home visit if no improvement is made.
Parent meetings HOH, AHOH and AO.

Work together with staff, parents, and the
Attendance Officer.

Identify any underlying issues affecting
attendance.

Provide support and set improvement targets.
Collaborate with staff, parents, and the
Attendance Officer.

HEAD OF HOUSE

90% and below 20 + days
Discuss concerns and agree on next steps.
Work together with staff, parents, and the
Attendance Officer.
HOH to inform AO to issue formal letters of
concern.
Consider referrals to external services e.g.,
Early Help or EBSNA.
Ongoing monitoring with students.
Keep the Attendance Officer informed of
any outcomes.

SLT
85% and below 29 + days

* Arrange a meeting with parents.
® AO issues formal letters of concern.
e Consider referrals to external services

e.g., Early Help or EBSNA.

e Ongoing monitoring with weekly targets.
e Safeguarding team involvement if

necessary.

e Final warning letters or legal action.
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other appointments. 365 days in a year of which 186 are school days. Please do not let your child miss out on an
education they deserve.
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