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1.​ Introduction – our aims  

 
1.1​Our approach to improving attendance 

We have a commitment to a ‘support first’ approach, which is achieved by engaging parents to 

access the right services from the right people in the right place at the right time to address the 

reasons for absence in the spirit of working together to improve school attendance. 

 

1.2​Our attendance objectives  

Our school attendance policy: 

•​ Is easy to understand by pupils, parents and staff 
•​ Is clear and consistently applied, transparent and fair 
•​ Considers the individual needs of pupils and their families 
•​ Is easy to find so that the whole school community is aware of our attendance 

expectations 
•​ Includes the contact details of key staff to make it easy for parents to get in touch 
•​ Is reviewed by staff regularly and involves pupils and parents because attendance is 

everyone’s business 
•​ Is followed in accordance with the procedures in the flowchart below 
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2.​ Key members of staff 
 

The school office staff should be the first point of call for attendance queries or information 

sharing.  

The school’s attendance champion is Lisa Dunning (Deputy Headteacher) 

 

3.​ Expectations and daily routines 

 
3.1​What we mean by ‘good’ attendance 

Pupils are expected to attend school on each day the school is open unless there is an allowable 

exceptional reason why they aren’t able to attend. 

 

 

3.2​Why regular attendance is important 

Pupils who attend regularly (every day) are more likely to achieve better academic outcomes, are 

safer from risks in the community, such as exploitation and crime, as well as successfully 

transitioning from primary to secondary school, secondary school to further education, and the 

world of work. 

 

3.3​Our daily processes 

●​ School starts at 8:45am (gates open at 8:40am) and finishes at 3:15pm 

●​ Nursery gates will open at 8:45 for a soft start with the register at 9am.  

●​ The morning register opens at 8:45am and closes at 9am. Arrival after 9am is marked as 

‘L’ (Late) in the register. Arrival after 9:15am is marked as ‘U’ (Late after register has 

closed-unauthorised) 

●​ Parents should inform the school of the reason for an unexpected absence by phone, the 

Arbor App or by emailing info@brandlehow.wandsworth.sch.uk 

●​ The school will follow up on unexplained absence where parents have not made contact 

by phoning and then sending a text message. If contact is still not made, a second text 
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message will be sent and other contact numbers phoned. If contact is still not made, a 

home visit may take place. 

●​ Parents requesting a leave of absence during term time should complete the relevant 

form (appendix 1) and email it to info@brandlehow.wandsworth.sch.uk 

 

 

 

4.​ How we promote and incentivise regular attendance 

 
4.1​Our rewards system 

We use clear and consistently applied systems and processes to improve, reward and incentivise 

attendance and address absence with individual children and families. We make sure these 

systems are inclusive and appropriate. 

Robust school systems provide useful data at cohort, group and individual pupil level to give us 
an accurate view of attendance, reasons for absence and patterns amongst more vulnerable 
groups, such as: 

●​ children who have a social worker, including looked-after children 

●​ young carers 

●​ children who are eligible for free school meals 

●​ children who speak English as a second language 

●​ children who have special educational needs and disabilities 

 

 

5.​ Tailored support 

5.1 Our approach 

We monitor and analyse attendance data regularly to ensure that interventions are delivered quickly 
to address absence (eg. register inspections, code analysis, cohort and group monitoring, 
punctuality). 

We celebrate progress and achievements in improving attendance with certificates, emails and 
verbal feedback.  

We create action plans in partnership with families and other agencies that may be supporting 
families, for example, children’s social care and early help services. These actions are written on a 
case by case basis. 

We monitor the impact of any interventions, making adjustments if necessary and using findings 
to inform future strategy. 

Where interventions fail to address attendance issues, we identify the reasons why and, where 
appropriate, change or adjust the intervention. 
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We follow the local authority’s Code of Conduct and procedures and make referrals for statutory 
intervention when voluntary interventions have not resulted in improved attendance in-line with 
our expectations – see Section 6.5. 

5.2 In-school support 

In school the school attendance champion, Designated Safeguarding Lead, class teachers and 

support staff are all part of the team supporting pupil attendance. 

5.3 Other services that can help 

We commission outside agencies to help improve attendance, eg. Education Welfare Service, 

social workers, Early Help. The Family Information Service website provides additional 

information: Wandsworth Family Information Service 

 

6.​ Formalised support 

6.1 School attendance panels / inclusion panels and attendance agreements 

Emails are sent to parents/carers to indicate that their attendance is being monitored; usually if 

it is falling below 90%. If attendance does not then improve, parents/carers are then invited to a 

school attendance panels (SAP) to discuss attendance concerns and set targets as part of an early 

intervention approach to improving attendance. 

An attendance agreement template is available for schools to use and available on the S4S 

Education Welfare Service Resources webpage: Education Welfare Service | Wandsworth | 

Services for Schools 

6.2 The role of social care 

Refer to: Promoting the education of children with a social worker and children in kinship care 

arrangements: virtual school head role extension - GOV.UK (www.gov.uk) 

6.3 Unauthorised leave 

Refer to: School attendance and absence: Overview - GOV.UK (www.gov.uk) 

6.4 Penalty notices and the local authority Code of Conduct 

Legal action will always be a last resort and the school and other professionals working with 

families will explore all avenues to engage parents and maximise the opportunities for support 

available to meet a family’s needs first. 

Information about the Council’s Code of Conduct on Penalty Notices can be found online: School 

absence and attendance - Wandsworth Borough Council 

 

7.​ Useful websites 

Working together to improve school attendance (applies from 19 August 2024) 

(publishing.service.gov.uk) 
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https://fis.wandsworth.gov.uk/kb5/wandsworth/fsd/home.page
https://s4s.wandsworth.gov.uk/Page/34037
https://s4s.wandsworth.gov.uk/Page/34037
https://www.gov.uk/government/publications/virtual-school-head-role-extension-to-children-with-a-social-worker/promoting-the-education-of-children-with-a-social-worker-and-children-in-kinship-care-arrangements-virtual-school-head-role-extension
https://www.gov.uk/government/publications/virtual-school-head-role-extension-to-children-with-a-social-worker/promoting-the-education-of-children-with-a-social-worker-and-children-in-kinship-care-arrangements-virtual-school-head-role-extension
https://www.gov.uk/school-attendance-absence
https://www.wandsworth.gov.uk/schools-and-admissions/schools/school-absence-and-attendance/
https://www.wandsworth.gov.uk/schools-and-admissions/schools/school-absence-and-attendance/
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf


 

School attendance and absence - childlawadvice.org.uk 

Absence from school | Contact 

Illness and your child's education - GOV.UK (www.gov.uk) 

Behaviour and attendance | Parentkind 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 1 

Request for Leave of Absence during Term Time 

 

Details of application 
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https://childlawadvice.org.uk/information-pages/school-attendance-and-absence/
https://contact.org.uk/help-for-families/information-advice-services/education-learning/attendance-absence-medical-needs/handling-absence-from-school/
https://www.gov.uk/illness-child-education
https://www.parentkind.org.uk/for-parents/understanding-education/about-schools/behaviour-and-attendance


 

Name of Pupil/s and classes ​
​
 

Name of person requesting the leave of absence and 

relationship to the child/ren 

​
​
 

Dates of exceptional leave request ​
 

Why are you requesting an exceptional leave of absence during term time? 

​
 

What steps have you taken to minimise the impact of the leave on your child’s learning? 

​
 

Where will you be staying during the leave period?  Please provide details in case we need 

to make contact in the case of an emergency. 

​
​
 

●​ I confirm that the information on this form is true. 

●​ I agree to keep the school informed of any changes to my travel arrangements or if 

my child is unable to return to school on the day stated. 

●​ I am aware that if my child does not return to school that he/she is at risk of losing 

their school place. 

●​ If the leave of absence is not deemed to be exceptional, the information will be 

submitted to the Education Welfare Service who may issue a Penalty Notice or take 

other legal intervention if there are 10 or more consecutive or non-consecutive 

unauthorised absence sessions (5 days).  

Signed by: 

 

 

Print Name: Date: 

 

 

8 
 


