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Ainthorpe Academy  
Attendance policy appendix 
 
 

The academy’s aims and objectives. To improve the attendance of all children to be 97% or 
above. 
To ensure absence does not affect learning and social 
skills/friendships 
To ensure SEND children attendance is above national 
To decrease the number of children who are persistently 
absent  

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

Set out the roles and responsibilities of the: 
● Principal will line manage the attendance for the 

school 
● The Vice Principal will work with the attendance lead 

to monitor and improve attendance 
● Attendance Lead will manage daily attendance and 

lateness across the school 
● Class teachers will report any patterns of lateness 

and non-attendance to the attendance lead. 
● Wendy Baxter (DRET attendance lead) will challenge 

the ASC reports to ensure attendance is a priority at 
Ainthorpe 

● Parents will ensure their children attend school 
unless they are unwell or there is an exceptional 
circumstance where they cannot attend.  
Parents will speak to school if there is anything 
preventing them from getting their children to 
school 

● Pupils will attend school when they are fit to and 
know they can talk to staff if there any worries or 
concerns that is preventing them from wanting to 
attend school 

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

Sonya Westmorland 
01482 353963 
swestmorland1@ainthorpeprimary 

Information and contact details of who pupils and 
parents should contact: 

● About attendance on a day-to-day basis 
● For more detailed support on attendance 

 

Sarah Ellis (Attendance Lead/HSSW) 
sellis@ainthorpeprimary.co.uk 
Sonya Westmorland (DSL/Pastoral) 
swestmorland1@ainthorpeprimary.co.uk 
Kerry Prince (Attendance Support) 
Admin@ainthopreprimary.co.uk 
 

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

Include: 
● 8:35 -3:15 School times 
● Register closing times 8:55 
● If your child arrives between 8:40-9:05 they will 

receive a L = Late mark 

mailto:sellis@ainthorpeprimary.co.uk
mailto:swestmorland1@ainthorpeprimary.co.uk
mailto:Admin@ainthopreprimary.co.uk
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● If your child arrives after 9:05 they will receive a U = 
unautharised absence, this applies as an absence for 
the whole morning session 

● Leaves of absence request are emailed to 
admin@ainthorpeprimary.co.uk 0r a request form 
completed which is available from admin. 

● Contact the school on 01482 353963 or send an 
MCAS message in the event of an unexpected 
absence 

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

● On completion of the registers, we will check who is 
absent  

● In person, confirm with class teacher that the child is 
absent 

● Check for planned absence/holiday with admin 
● For children whose parents has not contacted school 

- Day 1 phone call home 
● Day 1 absence- Home visit for Vulnerable children  
● Day 1 and subsequent daily home visits for any 

children who are suspended. 
● Day 3 absence  - ALL absent children to get a home 

visit if off for a third day if required - calling card to 
be left if not in for parent to contact school and a 2nd 
visit arranged for later the day or the day after.  

● If we are unable to gain access to see the pupil on a 
home visit, for 5 days (10 sessions), these will be 
unautharised and a penalty notice will be processed.  

● Priority home visits to children that do not return 
following a school holiday.   

● When a child’s attendance drops below the 
expected level, then a phone call to parents to 
discuss will be made by the attendance lead. 

● If there is no improvement after the first call - letter 
1 will be sent to parents and the child’s attendance 
will be monitored.  

●  If the attendance does not improve following letter 
1 and monitoring, then Letter 2 will be sent and a 
meeting with parents. A support plan will be 
discussed and put in place. Review booked for 2 
weeks to amend and extend the support plan as 
required for a further 2 weeks. This may be 
extended for a further 4 weeks if there is no 
improvement. 

● If there is a continued decline, then the ATTEND 
framework will be used to identify and remove any 
barriers to attendance.  

● If there is a further decline, there will be a meeting 
with Academy Principal 

● If still no improvement, then a Local Authorithy 
attendance plan will be completed and a referral to 
the Educational Welfare Officer will be made. 

● If there is no or little improvement, then a 
fine/penalty notice may be issued for 10 
unauthorised marks in a 10-week period. 

● Only attendance will be authorised in exceptional 
circumstances by the Principal 

mailto:admin@ainthorpeprimary.co.uk
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● A fine/penalty notice will be automatically applied if 
your child misses 10 consecutive marks due to a 
holiday  

● Attendance will be recorded and monitored using 
Bromcom 

● Teachers will report any concerns about a child’s 
attendance to the DSL or DDSL 

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

We expect all children to attend school wherever possible. 
Staff praise good attendance. SLT members raise the profile 
of attendance.  
 
We have high expectations for our children and ALWAYS 
children will have good attendance.  
 
Personalised plans are put in place to support individuals 
which include pastoral support, incentives, and rewards.  
 
Sarah Ellis is available to meet or discuss attendance with 
children and parents. 
 
Speaking to children about good attendance. Messages to 
parent about good attendance. 

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

Attendance monitored daily  
Weekly meetings with DSL and DDSL 
 
Bromcom trained admin staff and Attendance lead 
DRET tracker  
Wendy Baxter monitors at academy level 
 
Targeted children whose attendance is of concern will be 
place on an attendance plan or the ATTEND framework 
Closely monitor SEND and vulnerable children/families 
Set high attendance expectations for EYFS in September   
Daily/weekly check in with children who are being 
monitored  

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

Attendance monitored daily  
Weekly meetings with DSL and DDSL 
Academy attendance and national comparisons   
 
Persistent absence (PA) is where a pupil misses 10% (90% or 
below) or more of school 
Severe absence (SA) is where a pupil misses 50% or more of 
school 
 
Twin Track strategy – improve attendance and reduce 
absence year on year. Target ABIE for attendance.  
 
Termly meetings with EWO 
 
Meeting with parents and support put in place as 
appropriate for a set period of 2 weeks, then follow up call 
with parents. Amend support plan as required for a further 2 
weeks. This may be extended for a further 4 weeks if there is 
no improvement.  
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If there is a continued decline, then the ATTEND framework 
will be used to identify and remove any barriers to 
attendance and provide support. 
 
Weekly check-ins with parents if required.  
 
Following improvement, the pupil will be stepped down to 
normal monitoring.  

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

This might be when support: 
● When a holiday has still been taken unapproved 
● For parents who do not engage with any of the 

support provided 
● Regular lateness  

Any specific needs of certain pupils and pupil 
cohorts. 
 

Identified children have individual attendance plans. 
Any children with medical needs have health care plans to 
support them in attending school. 
Attendance in EYFS is a priority to ensure children start with 
good attendance patterns. 
Procedures in place to support vulnerable including CP 
children as a priority, such as home visits on day 1 of 
absence. 
Bespoke support and plans used to support.  
Pastoral support plans used to support attendance  

 


