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1. Attendance Vision 

At the Federation of Trosnant Schools we believe that every child has the right to access a full-time 
education and to feel safe, welcomed, valued and included within school. Regular attendance is 

essential if children are to achieve their full educational potential, develop positive relationships, and 
benefit fully from all aspects of school life.  

We are committed to promoting excellent attendance through: 

• high expectations for all pupils; 
• strong relationships with families; 

• a culture of belonging; 
• early intervention and support; 
• partnership working with parents and external agencies; 
• a support-first approach to attendance improvement.  

Our aim is to ensure that every child attends school regularly, arrives on time and receives the 
support needed to overcome barriers to attendance. 

2. Why Attendance Matters 

Good attendance is important because pupils who attend school regularly: 

• make better academic progress; 

• develop stronger friendships and relationships; 
• engage more fully in wider school life; 
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• develop positive routines and habits; 
• are better prepared for future education, employment and training.  

Every day in school matters. 

 

3. Roles and Responsibilities 

Governing Body 

Governors will: 

• monitor attendance data termly; 
• review attendance trends and outcomes; 
• scrutinise attendance of vulnerable groups; 
• challenge and support leaders; 
• ensure attendance remains a strategic priority; 
• ensure sufficient resources are available to support attendance improvement.  

Executive Headteacher 

The Executive Headteacher has overall responsibility for attendance and ensuring statutory 
attendance duties are fulfilled.  

Attendance Champion 

The Headteacher will act as the school's Senior Attendance Champions. 

They will: 

• lead attendance improvement across the federation; 

• oversee attendance systems; 
• monitor attendance data; 
• identify pupils requiring support; 
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• coordinate intervention strategies; 
• liaise with Hampshire County Council Attendance Services; 
• report attendance information to governors.  

Family Support Team 

The Family Support Team will: 

• support families experiencing attendance difficulties; 
• undertake attendance monitoring; 
• coordinate early help support; 
• facilitate attendance meetings; 
• work with Hampshire Attendance Services where necessary.  

Staff 

Staff will: 

• register pupils accurately; 

• promote positive attendance; 
• identify attendance concerns early; 
• communicate concerns promptly; 
• support attendance improvement strategies. [  

Parents and Carers 

Parents and carers have a legal duty to ensure their child attends school regularly.  

Parents and carers must: 

• ensure their child attends every day unless prevented by genuine illness or authorised 
absence; 

• ensure punctual arrival; 
• notify school on the first day of absence; 
• provide reasons for absence; 
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• work with school staff to resolve attendance concerns; 
• request leave only in exceptional circumstances.  

 

4. Attendance and Safeguarding 

The Federation recognises that poor attendance can be an indicator of: 

• safeguarding concerns; 
• emotional wellbeing difficulties; 
• anxiety or mental health concerns; 
• unmet SEND needs; 
• family difficulties; 
• child exploitation or vulnerability.  

Attendance concerns will therefore always be considered alongside wider safeguarding information. 

Children who are absent from education may be at increased risk of harm. Attendance concerns may 

result in involvement from the Designated Safeguarding Lead and other agencies where appropriate.  

 

5. Support First Approach 

The Federation adopts a support-first approach. 

Where attendance concerns arise we will seek to: 

• identify barriers early; 
• work in partnership with families; 
• offer support and guidance; 

• provide pastoral intervention; 
• engage external agencies where appropriate; 
• remove barriers to attendance.  
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Formal enforcement action will generally only be considered where support has been offered and 
attendance does not improve, or where families fail to engage with support. 

 

6. Recording Attendance 

Attendance registers are completed electronically and are taken twice daily in accordance with 
statutory requirements.  

Registration takes place: 

• Morning session – 8.45am 
• Afternoon session – 12.45pm (Infant School) 
• Afternoon session – 1.00pm (Junior School)  

 

7. Punctuality 

The school day begins at 8.30am and pupils should be in class ready to learn by 8.40am.  

Pupils arriving after registration has begun will be marked late. 

The register closes at 9.15am. Arrival after this time will be recorded as an unauthorised absence 
unless there is a valid authorised reason.  

Persistent lateness is closely monitored and parents may be invited to attendance meetings where 
concerns arise.  

 

8. Reporting Absence 

Parents and carers must notify the school on the first day of absence before 9.30am wherever 
possible.  
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School will: 

• contact families where no reason for absence has been received; 
• seek to establish a child's whereabouts; 
• prioritise safeguarding where concerns arise.  

Authorised absences may include: 

• genuine illness; 
• unavoidable medical appointments; 
• religious observance; 
• exceptional family circumstances; 
• approved exceptional leave.  

 

9. Children Missing Education 

Where no contact is established after three days of unexplained absence, the school will follow 

Hampshire County Council procedures and undertake appropriate enquiries to establish the child's 
whereabouts.  

The Local Authority will be informed where statutory thresholds are met.  

 

10. Attendance Monitoring 

Attendance data is reviewed regularly to identify patterns, trends and pupils requiring support.  

Whilst every day matters, particular attention is given to: 

Persistent Absence 

Attendance below 90%. 
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Severe Absence 

Attendance below 50%. 

Pupils whose attendance falls into either category will be prioritised for support and intervention. 

Support may include: 

• attendance meetings; 
• attendance plans; 
• family support; 
• pastoral support; 
• SEND reviews; 
• early help; 
• multi-agency working.  

 

11. Medical Evidence 

Where attendance is causing concern, the school may request appropriate medical evidence to 
support future absences.  

Requests will be considered on an individual basis and proportionately. 

 
 
 
 
 
 

 
 
 
 
 

12. Leave of Absence During Term Time 
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In accordance with current attendance regulations and DfE guidance, leave of absence during term 
time will only be authorised in exceptional circumstances.  

Exceptional circumstances are those that are: 

• rare; 
• significant; 

• unavoidable; 
• unable to be arranged outside school term time.  

Holidays taken during term time will not normally be authorised.  

Applications must be made in advance using the federation's Leave of Absence Request Form.  

 

13. Unauthorised Absence 

The following would normally be unauthorised: 

• holidays in term time; 
• shopping trips; 
• birthdays; 
• looking after siblings; 
• transport difficulties; 
• non-urgent family commitments; 
• absences where no acceptable explanation has been provided.  

14. Penalty Notices and Legal Action 

The Federation follows Hampshire County Council's Code of Conduct and the National Framework for 
Penalty Notices.  

Penalty Notices may be issued where statutory thresholds are met.  

 

Current national arrangements provide for: 
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• £80 if paid within 21 days for a first Penalty Notice; 
• £160 if paid within 28 days; 
• a second Penalty Notice at £160 within a three-year period; 
• prosecution or alternative legal action where thresholds are met for a third time.  

The school will always seek to support attendance improvement before enforcement wherever 
appropriate. 

 

15. Attendance Rewards and Promotion 

The Federation actively promotes good attendance through: 

• celebration of positive attendance; 
• recognition of improved attendance; 
• attendance awareness campaigns; 
• regular communication with families; 
• pupil engagement activities.  

 

16. Statutory Guidance 

This policy is informed by: 

• Working Together to Improve School Attendance (DfE); 
• School Attendance (Pupil Registration) Regulations; 
• National Framework for Penalty Notices; 
• Children Missing Education Guidance; 
• Keeping Children Safe in Education; 

• Hampshire County Council Attendance Guidance.  

 

 

Monitoring and Review 
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Attendance information will be monitored regularly by senior leaders and governors to evaluate: 

• overall attendance; 
• persistent absence; 
• severe absence; 
• attendance of vulnerable groups; 
• effectiveness of interventions.  

This policy will be reviewed annually or sooner if legislation, DfE guidance or Hampshire County 
Council guidance changes. 
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