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1 Academy statement 

 

We follow all aspects of attendance guidance outlined in the Trust policy and the Trust 

operational guidance for staff. 

  

1.1   In addition to the above we adopt the following local academy specific arrangements: 

 

2 Attendance personnel / key contacts 

 

Staff contacts  

2.1   If your child is going to be absent from school you must contact our Office Team before 09:15 

on the day of absence and every subsequent day of absence following this.   

Our office team can be contacted via the following methods:  

-By phone: 01777 705017 

-By email: office@brackenlaneprimary-ac.org.uk  

-By Weduc: send a message to the School Office 

2.2     Any requests for leave of absence should be submitted by completing our Application for 

Leave of Absence During Term Time form :  https://forms.office.com/r/4HjYJBZaaS  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. 

2.3     Where a child’s attendance becomes a cause for concern, our Attendance Officer or our 

Family Support Advisor will contact families to explore any support required in order to improve 

attendance levels.  

 

3      Responsibility for implementing policy in the academy 

 

3.1 Mrs Helen Cawkill (Principal) is responsible for implementing the attendance policy at 

Bracken Lane Primary Academy.  

3.2      Mrs Sarah Elliott is our School Attendance Officer. She works alongside Mrs Helen Cawkill 

(Principal), Mrs Helen Skelton (Family Support Advisor) and the rest of the staff team to ensure 

that all of our children attend school on every day possible. 

mailto:office@brackenlaneprimary-ac.org.uk
https://forms.office.com/r/4HjYJBZaaS
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4      Procedures and support  

 

Our leadership and attendance teams will, in addition to the Trust policy: 

4.1 Monitor attendance daily by class teachers and our office team. Weekly reviews of 

attendance data are used to identify any children whose attendance could be a concern.  

4.2      Expect all of our children to follow the Bracken Lane Behaviours. Good attendance and 

punctuality is part of those, particularly ‘Striving to be the best you can be’. This relies on the 

support of our children’s families to encourage this positive attitude to school attendance and 

punctuality.    

4.3       Will ensure that our concerns are shared with families where a child’s attendance rate 

begins to fall and cause concern, and do whatever we can to work together as school and home to 

see improvements in attendance.  

 

4.4     

Attendance concern  Action  

Where a child’s attendance 

falls below 96% and this is 

not the result of genuine 

illness or circumstances… 

-Class teachers will speak to families about the reasons for this 

and any support that may be necessary to support improved 

attendance rates. 

Where a child’s attendance 

falls below 95% and this is 

not the result of genuine 

illness or circumstances… 

-Our attendance lead will speak to families about the reasons 

for this and any support that may be necessary to support 

improved attendance rates. 

Where a child’s attendance 

falls below 93% and this is 

not the result of genuine 

illness or circumstances… 

-An initial concerns letter will be sent home 

-Families will be invited into school to attend a Targeted 

Support Meeting. During this meeting a time-bound plan to 

support improved attendance will be made and any necessary 

support or signposting will be initiated.  

Where child’s attendance falls 

below 90%, they will be 

classed as persistently 

absent. Being persistently 

absent equates to one or 

-School will continue to work to support the family to improve 

their child’s attendance as above.  

- Where all attempts by the school to improve a child’s 

attendance have been made but there is little or no 

improvement other options such as Parenting Contracts, Fixed 
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more days of lost schooling 

every fortnight. 

Penalty Notices and Education Supervision Orders will be 

considered.  

 

4.5    Being at Bracken Lane Primary Academy on time every day and being ready to learn is an 

important part of good attendance. It is important that children arrive at school on time to avoid 

missing key learning, information and the impact on routines and relationships. Our classroom 

doors open at 0845. Our children should be in class by 0850 every morning. Children arriving 

after this time will be recorded as late. Punctuality is monitored and may be subject to FPN (fixed 

penalty notices) for persistent lateness to school. School ends at 1530 and it is expected that 

families model the same punctuality to collect children at the end of our school day.  

4.4       If all avenues of support have been facilitated by the academy, the local authority, and 

other partners, and the appropriate educational support or placements (e.g., an education, health, 

and care plan) have been provided but severe absence for unauthorised reasons continues, we 

recognise that it is likely to constitute neglect and will therefore be treated as a safeguarding issue. 

4.5       At 0855 classroom doors are closed, any children entering school after this time will 

need to enter via the main school entrance and will be recorded as late.  

4.6     Families should notify the school office team by 0915 if their child is to be absent. 

From 0930, our Office Team will begin to make first day absence calls to the families of any 

children who are not present at school and for whom we do not have a genuine reason for school 

absence. The office team will contact the named contacts for the children provided on data consent 

forms.  

4.6       Any initial concerns regarding attendance should be made to:  

Mrs Sarah Elliott (Attendance Lead) 01777 705017 / office@brackenlaneprimary-ac.org.uk / by 

Weduc: send a message to the School Office 

Where concerns regarding a child’s attendance are raised, the following staff may be involved in 

support to improve attendance rates. 

Mrs Helen Cawkill (Principal) and Mrs Helen Skelton (Family Support Advisor)  

4.7       Families will be able to access their child’s attendance records via Weduc.  

 

 

 

mailto:office@brackenlaneprimary-ac.org.uk
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5      Working with parents / carers 

 

5.1     It is very important to us at Bracken Lane Primary Academy, that school and parents work 

together as a team to support our children’s education and attendance. We aim to build strong 

relationships with families, listen to and understand barriers to attendance and work with families to 

remove them.  

5.2    Should you require any support, advice or guidance about attendance and punctuality, 

please let us know so that we can ensure we offer the right support.  

6      Rewards and recognition 

 

6.1    We recognise the importance of acknowledging and celebrating good attendance however 

we also do not penalise children who have been unable to attend due to medical conditions, 

illness, or other exceptional circumstances. We also value where attendance has shown sustained 

improvement over time. Whole school attendance rates will be communicated via our weekly 

newsletter. Parents will receive a message from the Principal if children have 100% attendance 

each term. 

 

7     Attendance and curriculum 

 

7.1      At Bracken Lane Primary Academy, we expect all our children, staff and parents to follow 

the Bracken Lane Behaviours. Good attendance and punctuality are part of those behaviours. 

Children should have the right equipment, uniform, be on time and have the right attitude to be 

ready for learning. Our Bracken Lane Behaviours are reinforced and taught throughout our 

curriculum every single day.  

8     Appendix review 

 

This policy appendix is reviewed annually to reflect national guidance, the Trust overarching policy 

and local academy strategies to managing attendance. 


