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Introduction

Sandringham Primary School and Daycare recognises that regular school attendance and punctuality
are essential for safeguarding, wellbeing, academic success, and positive long-term outcomes for
pupils. We believe that every minute of learning counts and that excellent attendance supports
children to achieve their full potential.

We are committed to promoting a culture where attendance is prioritised, barriers are identified
early, and families are supported to ensure pupils attend regularly and on time.

This policy reflects the Department for Education statutory guidance: Working Together to Improve
School Attendance (August 2024).

Aims
We are committed to:
e Promoting a whole-school culture that values strong attendance and punctuality.
Ensuring pupils access their full-time educational entitlement.
Acting early to identify and address attendance concerns.
Reducing persistent and severe absence.
Working in partnership with families to remove barriers.
Providing support before enforcement wherever possible.

Maintaining safeguarding oversight through attendance monitoring.

Attendance and Punctuality Intent, Implementation and Impact
See Appendix One for full intent, implementation and impact statement

Intent

At Sandringham Primary School and Daycare, we recognise that strong attendance and punctuality
are fundamental to inspiring and enabling the next generation. We aim for attendance to be at least
in line with national expectations so that all pupils can fully access learning and achieve their
potential.

We foster an environment where children feel happy, safe, and have a strong sense of belonging,
supporting positive engagement and wellbeing. Our mastery curriculum builds strong foundations in
knowledge and skills, and regular attendance ensures pupils benefit from carefully sequenced
learning.

In line with DfE guidance, attendance is a shared responsibility between school, families, pupils, and
external partners.

Our approach links attendance to:
e Safeguarding and wellbeing
Inclusion and equity
Personal development
Behaviour and attitudes

Access to high-quality education.



Implementation
We take a proactive, inclusive and support-first approach to attendance.

Monitoring and Early Identification

Attendance is monitored daily, weekly and termly for:
o Individual pupils
o Vulnerable pupils- pupil premium, children with SEND, EYFS, EAL
o Key demographic groups
o  Whole-school trends.

We recognise that early identification ensures timely intervention and support.

Graduated Support Approach

Our response follows the DfE graduated model:

Universal promotion of attendance.

Early intervention where attendance begins to decline.

Targeted support for pupils approaching persistent absence.
Multi-agency involvement where barriers are complex.

Legal intervention where support has not secured improvement.

Pupils approaching persistent absence (90-91%) receive early communication via WEDUC messaging.

Children of school age/ Reception and above:

Attendance between 90-91.5%- WEDUC message sharing that they are close to being close
to 90% which would result in appendix two
89.8% and below-

a. Letter one- appendix three

b. Letter two- appendix four

c. Letter three and meeting arranged with LA- appendix five

d. Referral to the LA attendance team-
Referrals to the LA and process of fines can be issued if absences are persistent or there is
unauthorised term time leave.
Referrals to MASH under the category of support or an in school early help programme
maybe put in place

Children below school age/ Daycare/ Sandringham Central:

5.

6.

Attendance between 90-91.5%- WEDUC message sharing that they are close to being close
to 90% which would result in appendix two
89.8% and below-

a. Letter one- appendix six

b. Letter two- appendix seven

c. Meeting arranged with LA and school leader- appendix six

d. Removal from register may take place

First-Day Response and Safeguarding

First-day absence calls are made, particularly for vulnerable pupils.
Home visits or welfare checks may be conducted where safeguarding concerns exist.
Attendance concerns are considered within safeguarding procedures.



Partnership Working

We work collaboratively with:

e Parents and carers.

e Newham Local Authority Attendance Service.

e External agencies where required.
For pupils educated off-site (e.g. REIT or hospital services), safeguarding oversight and continuity of
learning are maintained.

Punctuality Procedures

e Arrivals before 9:00am go directly to class.
® Arrivals between 9:00am and 9:30am recorded as late.
® Arrivals after 9:30am recorded as unauthorised absence (‘U’ code) in line with DfE guidance.

Supporting Learning and Reintegration
Where learning has been missed:
e Parents may meet with staff to review gaps and a discussion will take place as to how the
child will be enabled to catch up
Catch-up support may be provided.
e Home-learning resources may be offered/ sign posted

Emotional and Wellbeing Support
For pupils experiencing emotionally based school avoidance:
e Pastoral support is offered.
e Parent workshops and individual sessions may be provided.
® Support may include the pastoral team, WINNS practitioner, CAMHS buy-in service, or
external agencies.

Promoting Attendance
Attendance and punctuality are encouraged through:
e Celebration and recognition.
® Positive communication with families.
e Rewards such as attendance certificates or the attendance cup.

Impact
Our approach ensures:

® Pupils engage consistently with the curriculum.

® Strong academic progress aligned with national expectations.

e® Reduced persistent absence through early identification and intervention.
e Improved access to learning for vulnerable pupils.

Pupils develop:
e A strong sense of belonging.
e Positive attitudes to learning.
e Resilience and motivation.

Parents and carers become active partners in promoting attendance and supporting catch-up
opportunities.



Monitoring and evaluation enable leaders to continually improve practice and ensure all pupils are
safe, supported, and able to thrive.

Roles and Responsibilities

Governing Board

® Monitor attendance performance.
e Ensure statutory duties are fulfilled.
e Hold leaders to account.

Headteacher
e Lead attendance strategy and implementation.
® Monitor attendance data.
e Authorise leave of absence requests.
e Work with Local Authority regarding enforcement where required.

Deputy Headteacher (Attendance Lead)
e Lead attendance improvement strategy.
Analyse attendance data and trends.
Coordinate interventions.
Coordinate parental meetings and interventions.

Meet regularly and work with the LA attendance officer

Assistant Head Teacher with particular responsibility for groups of children- EYFS/ SEND

Promote the attendance improvement strategy.
Analyse attendance data and trends.

Coordinate parental meetings and interventions.

Meet regularly and work with the LA attendance officer

Attendance Officer

Monitor daily attendance.

[ ]

® Produce reports.

e Liaise with Local Authority.
[ ]

Maintain accurate records.

Middle Leaders
® Promote positive attendance across their area of responsibility
e Join attendance leaders in parents meetings as required
e Maintain an overview of their attendance
e Support attendance leaders in identification of those in need of and delivery of attendance
letters/ meetings

Identify concerns early.

Teachers and Keyworkers
e Take accurate registers.
e Promote good attendance.



e |dentify concerns early

Parents/Carers

Parents must:
e Ensure daily attendance.
e Inform school of absence by 9am.
e Avoid term-time holidays.
e Provide accurate contact details.

Attendance Register
Registers are taken twice daily:

® Morning session.
e Afternoon session.
Registers close at 9:00.

Absence Procedures

Unplanned Absence
Parents must notify school by 9am.

Medical evidence may be requested where appropriate.

Planned Absence
Leave during term time will only be authorised in exceptional circumstances at Headteacher
discretion.

Persistent and Severe Absence
Persistent absence = below 90%.
Severe absence = below 50%.
Support may include:

e Parent meetings.

e Attendance plans.

e Early help referrals.

e Multi-agency working.

Legal Intervention

Where support has not improved attendance, the school may pursue:
e Penalty notices.
e Parenting contracts.
e Prosecution via Local Authority.

SEND Considerations
Reasonable adjustments may be implemented for pupils with SEND or medical needs.



Legislation and guidance
This policy complies with:

Working Together to Improve School Attendance (DfE 2024)
Education Act 1996

Education Act 2002

Education and Inspections Act 2006

Education (Pupil Registration) Regulations

Keeping Children Safe in Education.

Monitoring and Review

This policy will be reviewed annually or when statutory guidance changes.

Linked Policies

e Safeguarding and Child Protection Policy
e Behaviour Policy
e SEND Policy



Appendix One- Attendance and punctuality Intent, Implementation and Impact
statements

Intent

At our school, we recognise that strong attendance is essential to inspiring and enabling the next
generation. We aim for attendance to be at least in line with national expectations so that all pupils
can fully access learning and achieve their potential.

We foster an environment where children feel happy, safe, and have a strong sense of belonging,
supporting positive engagement and wellbeing. Our mastery curriculum builds strong foundations in
knowledge and skills, and regular attendance ensures pupils benefit from carefully sequenced
learning.

We work in partnership with parents and carers to promote positive attendance, remove barriers,
and support every child. In line with Ofsted priorities, our approach links attendance to safeguarding,
inclusion, personal development, and high-quality education.

Implementation

We take a proactive and inclusive approach to attendance, recognising it as essential for pupils to
access learning, achieve strong outcomes, and feel safe and supported. Attendance is monitored
closely for individuals, groups, and vulnerable pupils to identify barriers and respond quickly, in line
with DfE guidance and Ofsted expectations for safeguarding and pupil engagement.

Our first priority is to prevent missed learning. Pupils approaching persistent absence (90-91%)
receive a Weduc warning; below 90%, letters, parental meetings, and referral to the Newham LA
Attendance Service are triggered. Weekly meetings with our attendance officer ensure school
leaders monitor attendance, review progress, and support parents.

The attendance officer makes first-day absence calls for vulnerable pupils, and home visits are carried
out for children considered missing in education, at risk, or on unauthorised term-time leave. For
pupils educated off-site, such as at the RIET or hospital services, we work closely with those teams to
safeguard pupils and maintain continuity of learning.

Punctuality is recognised as part of good attendance. Clear procedures ensure consistency: pupils
arriving before 9:00am go straight to class and the class teacher marks the register; 9:00-9:30am
arrivals are recorded by the office; after 9:30am when the register has closed, pupils are recorded
with a ‘U’ code.

Where significant learning has been missed, parents meet with staff to review gaps and are
signposted to online resources or provided with home-learning materials. Pupils receive targeted
catch-up support to benefit fully from the school’s sequenced mastery curriculum.

For pupils experiencing emotionally based school avoidance, pastoral support is offered in
partnership with families, including workshops, individual parent sessions, support from the school
pastoral team, in-school WINNS practitioner, CAMHS buy-in service, and other external agencies.

Positive attendance and punctuality are celebrated through reporting, recognition, and rewards such
as the attendance cup.



Impact

Our approach ensures pupils engage consistently with the curriculum, make strong progress, and
achieve at least national expectations. Early identification and intervention reduce persistent
absence, enabling vulnerable pupils and those previously irregular in attendance to access learning
fully.

Pupils experience a sense of belonging, feel safe, and develop resilience, motivation, and positive
attitudes to learning. Regular attendance supports academic, social, and emotional development.

Parents and carers are active partners in promoting attendance, understanding the impact of missed
learning, and supporting catch-up opportunities. Collaboration with external agencies, including the
Newham LA Attendance Service, ensures barriers are identified and addressed swiftly.

Pupils experiencing emotionally based school avoidance receive tailored pastoral support, promoting
re-engagement with school and learning. Recognition and celebration of positive attendance
reinforce motivation and responsibility, creating a culture of pride in school life.

Monitoring and reporting provide school leaders with evidence to evaluate interventions and
continuously improve practice, ensuring all pupils are safe, supported, and able to engage fully with
learning. This aligns with our vision of inspiring and enabling the next generation and meets Ofsted
priorities for quality of education, behaviour and attitudes, personal development, and leadership
and management.



Appendix Two - WEDUC warning message
Date:

Dear Parent/Carer,

Re: [[Recipient_Child_Full_Name]] attendance

We are writing to inform you that your child’s current attendance level is now approaching the
threshold for persistent absence, which is defined as attendance below 90%.

When a child’s attendance falls under this level, it becomes a serious concern and results in local
authority involvement with the family. This is something we are keen to avoid, and our priority is
always to work positively with families to ensure children receive the full benefit of their education.

Regular school attendance is vital for your child’s learning, wellbeing, and long-term success. Every
day in school makes a difference.

We understand that there can sometimes be genuine reasons for absence, and we want to reassure
you that we are here to help. If there are any difficulties affecting your child’s attendance, please
contact us so that we can work together to provide the right support.

Our shared goal is to ensure that all children are in school every day, on time, and ready to learn.
Attendance is monitored on a daily basis.

Thank you for your cooperation and continued support.
Kind regards,

The Sandringham Attendance Team



Appendix Three - LA model persistent absence letter one
Date:

Dear Parent/Carer,

Re Attendance letter of concern.

RE: <<legalfullname>> <<tutorgroup>>

It is our school's aim for pupils to have as close to 100% attendance as possible. During our regular
monitoring of pupil attendance, we identify pupils whose attendance causes concern. We are
therefore writing to you due to <<legalfullname>> current level of attendance since September 2025.

Attendance <<currentattendance>> %
Authorised Absence <<currentAA>> %
Unauthorised Absence <<current UA>> %

We will be closely monitoring <<legalfullname>> and expect to see an improvement. Please be
reminded that further absences will not automatically be authorised and medical evidence may be
required to ensure absence due to illness is authorised. Medical Evidence may be a Doctor’s/Hospital
letter, a copy of a prescription for medicine, or the prescribed medicine packaging, which must be
supplied to the school.

If you have any queries or would like to talk to anyone about your child’s attendance, please do not
hesitate to contact the main school office on 020 8472 3800.

Yours sincerely

Sandringham Primary School

For_Information - Failure to ensure reqular and punctual school attendance may result in the

ing of a pena notice unde

444 of the Education Act 1996



Appendix Four - LA model persistent absence letter two
Date:

Dear Parent/Carer,

Attendance letter of concern- continued absence

RE: <<legalfullname>> <<tutorgroup>>

Since we wrote to you on (date of 1st letter), <<legalfullname>>’s attendance has failed to improve
significantly, and is now <<currentattendance>> %.

Ongoing irregular school attendance is a factor often linked to low levels of academic success. It is
important that irregular attendance is dealt with as early as possible to prevent poor habits of
attendance forming with <<legalfullname>>. Irregular attendance habits make it increasingly difficult
for you to ensure your child attends school regularly as they get older.

We wish to help <<legalfullname>> to improve their attendance. Please be reminded that further
absences will not automatically be authorised and medical evidence may be required to ensure
absence due to illness is authorised. Medical Evidence may be a Doctor’s/Hospital letter, a copy of a
prescription for medicine, or the prescribed medicine packaging, which must be supplied to the
school.

If you would like to discuss <<legalfullname>>’s attendance , please do not hesitate to contact the
main school office on 020 8472 3800.

We would appreciate your support to make sure <<legalfullname>>s attendance improves. The
school will continue to monitor the situation and you may be called in for a meeting if unauthorised

absence continues to occur.

This letter has been written and provided by London Borough of Newham.

Yours sincerely
Sandringham Primary School
For Information - Failure to ensure regular and punctual school attendance may result in the issuing

of a penalty notice under Anti—Social Behaviour Act 2003 and /or prosecution under section 444 of
the Education Act 1996



Appendix Five - LA model persistent absence for meeting letter three
Date:

Dear Parent/Carer,

RE: School Attendance Support Meeting

RE:

We wrote to you on the 12.11.25 to explain that your child’s attendance is a cause of concern, despite this,
*¥***** has had further absences. Your child’s current attendance is 85.16%. Therefore, we would like to
invite you to a school attendance support meeting, to identify the reasons for the absences and put
strategies of support in place to improve their school attendance.

The following appointment has been made:

Date:

Time:

Venue: Sandringham Primary School

Please inform us if you are unable to attend this meeting in order for the meeting to be rearranged.

Please bring with you any medical evidence you may have to ensure absence due to illness can be
authorised. Medical Evidence may be a Doctor’s/Hospital letter, a copy of a prescription for medicine, or
the prescribed medicine packaging, which must be supplied to the school

Yours sincerely

Sandringham Primary School



Appendix Six - Pre-school age persistent absence letter one

Dear Parent / Carer of

At Sandringham, we are committed to giving every child the very best start in their early education.
One of the most important factors in ensuring children thrive socially, emotionally and academically
is regular and consistent attendance.

As you know, your child’s place is government-funded, and we are currently oversubscribed across
our Early Years provision. This means that every funded space is valuable and intended to provide
children with routine and high-quality early learning experiences. When children are absent
frequently or for extended periods, they can miss out on important learning opportunities, social
interactions, and the steady routines that help them feel secure and confident.

We fully recognise that children also gain rich, meaningful experiences with their families outside of
school—these moments are incredibly special and contribute greatly to their development. For this
reason, we want to work in partnership with you to balance family time with regular attendance.

Children in the pre-school age group have 13 weeks of school holidays each year. Where possible, we
kindly ask that family trips, visits, and holidays are taken during these periods, so that your child can
make the most of their learning time during term time.

As part of our safeguarding duty, it is essential that we are informed of all absences, whether for
illness, appointments, or other reasons. Please ensure you communicate promptly with us whenever
your child is absent. This allows us to ensure your child’s safety and well-being at all times.

To help keep you informed, your child’s current attendance is shown below:
e Overall Attendance: %

If you have any concerns about attendance, or if you need support with routines, punctuality, or
anything else that may affect your child’s ability to attend regularly, please do not hesitate to speak
with us. We are here to help and want to work together to ensure your child continues to flourish.

Thank you for your ongoing support.
Warm regards,

The Sandringham Central Team



Appendix Seven - Pre-school age persistent absence letter two

Dear Parent / Carer of

At Sandringham, regular attendance is essential in helping children settle, learn, and feel confident in
their early years setting.

We are writing as your child’s attendance has not yet improved following our previous letter, and this
remains a concern. Frequent absences can affect children’s learning, routines, and friendships.

Your child’s place is government-funded, and we are currently oversubscribed. We kindly ask that,
where possible, family trips and holidays are taken during school holiday periods so children can
attend regularly during term time.

As part of our safeguarding duties, it is important that we are informed of all absences, including
illness or appointments.

Your child’s current attendance is shown below:
Overall Attendance: %
This is considered persistently absent.

If you would like to talk about your child’s attendance or access support to help improve it, please
contact the school team. We are happy to work with you to support regular attendance.

Thank you for your continued support.

Warm regards,

The Sandringham Central Team
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