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Brook Lodge Attendance Policy
Rationale

Rainford Brook Lodge is a successful school and your child plays their part in making it so. We
aim for an environment, which enables and encourages all members of the community to reach
out for excellence. For our children to gain the greatest benefit from their education, it is vital
that they attend regularly. Your child should be in school every day and arrive on time every day
the school is open unless the reason for the absence is unavoidable.

Rainford Brook Lodge aims for students to have an attendance of at least 97%, as this will
ensure that attendance does not become a barrier to learning and achievement. We will
support both children and parents/carers in helping them to achieve this.

It is your responsibility as a parent to ensure that your child attends school regularly. This is
essential for pupils to get the most out of their school experience, including their attainment,
wellbeing, and wider life chances. The pupils with the highest attainment at the end of key stage
2 and key stage 4 have higher rates of attendance over the key stage compared to those with
the lowest attainment. At KS2, pupils not meeting the expected standard in reading, writing and
maths had an overall absence rate of 4.7%, compared to 3.5% among those meeting the
expected standard. Moreover, the overall absence rate of pupils not meeting the expected
standard was higher than among those meeting the higher standard (4.7% compared to 2.7%).
At KS4, pupils not achieving grade 9 to 4 in English and maths had an overall absence rate of
8.8%, compared to 5.2% among those achieving grade 4. The overall absence rate of pupils not
achieving grade 9 to 4 was over twice as high as those achieving grade 9 to 5 (8.8% compared to
3.7%).

This policy sets out how together, we aim to achieve this.

This policy has been written in line with Department for Education guidance Working together
to improve school attendance 2024 and the Statutory Framework for EYFS 2025

Rights and Responsibilities

School

e Rainford Brook Lodge expects all pupils to attend regularly and to arrive on time in a fit
condition to learn.

e Staff will encourage good attendance and punctuality with all pupils and will lead through
good example.

e Rainford Brook lodge employs a range of strategies to encourage good attendance and will
work closely with parents/carers when attendance/punctuality gives cause for concern.

e School use School Spider App and/or telephone call to alert you to your child’s absence if we
have not been alerted of their absence prior to the registers being closed.



e School will inform all parents half termly (from after the first full term) with what your
child’s attendance is via School Spider.

e School to make calls to parents and/or request meetings with parents to discuss, support
and challenge attendance. This may also involve home visits (announced and unannounced)
to check on student welfare.

e School to follow the local procedures for fixed penalty notices for attendance.

Pupils

e Pupils are expected to attend regularly and on time.
e Pupils will be encouraged to achieve 97+% attendance (no more than 5 days absence per
year).

Parents

e Parents are legally responsible for ensuring that their child attends school regularly and
punctually.

e Parents are responsible for informing the school before 08:55am on any day of absence of
the reason why their child is absent by phone call or personal visit.

e Parents may be asked to provide medical evidence to support absences.

e Parents should avoid routine medical/dental appointments for their child during school
hours unless it is a specialist appointment that cannot be arranged outside school hours.
Students are expected to return to school after an appointment if it is in the morning and
attend in the morning if the appointment is in the afternoon. Absences due to medical
appointments are still recorded as absences.

e Parents should inform school before any appointment and a copy of any documentation
should be provided to the school office so that the absence may be authorised.

e Parents are expected to attend meetings on request if concerns arise about their child’s
attendance or punctuality.

The senior leader responsible for attendance is Mr Reece, the headteacher.

We use Mr D. Taylor from Rainford High who supports with our week-by-week procedures and
practices and will contact parents too where required as well as support with Fixed Penalty
Fines if required.

All contact re attendance should be via ParentApp to inform of absence or phone school on
01744 678816 and speak to our Office staff. For Leave of Absence Request Forms, please
download from the Website (see Term Dates section).



Day to day attendance processes:

We ask all parents/carers to notify school before 8:55am if their child is going to be absent from
school and with a reason why.

Office Staff will follow up any children who are absent with no reason as a matter of priority
from 9.25am.

Attendance data is regularly analysed to identify concerns and patterns with absences so we can
support and intervene to improve student attendance.

Persistent or unexplained absence may raise safeguarding concerns, including that a child may
be missing education (CME). In such cases, the school will follow local authority CME procedures
and safeguarding processes, including referrals where appropriate.

Punctuality

We expect all students to arrive at school on time and ready to learn. The school bell will sound
at 08:50am and the school gates will then be locked at 8.55am. Registers will be taken at
8.55am. Any pupil arriving after this time will then make their way to the school office and sign
in with the staff on duty in the office. Any pupil arriving from 08:55am — 09:25am will be marked
in the school register as late (L). The school register will close at 09:25am. Any pupil arriving
after this time will then receive a very late mark (U). A ‘U’ mark registers as an unauthorised
absence for the whole morning session. Parents should be aware that the school register is a
legal document and school are required by law to mark the registers twice daily. A child who
arrives late to school regularly will disrupt the class and miss the learning that takes place at the
start of each day. Regular U codes can lead to a legal sanction, such as a Fixed Penalty Notice.

Parents of children who arrive to school late on a regular basis may be invited to school to
discuss the reasons for their poor punctuality and to discuss ways forward to improve.

Attendance

Every half-day absence from school has to be classified by the school (not by parent/carer) as
either Authorised or Unauthorised.

This is why information about the reason for any absence is always required.

Authorised absences are mornings or afternoons away from school for a valid reason, such as
genuine illness, medical/dental appointments which unavoidably fall in school time,
emergencies or other unavoidable cause.

Where a medical/dental appointment cannot be arranged outside school hours, parents/carers
should ensure their child is absent for the minimum time possible. The school acknowledges



that some students may have long term medical/health issues and works to support students
and families in minimising the impact of such issues on attendance. We will often refer to the
school nurse for advice and support.

Unauthorised absences are those which the school does not consider reasonable and won’t
record as authorised.

This type of absence may lead to the school and the Local Authority issuing sanctions and/or
legal proceedings such as Penalty Notices.

Examples of this type of absence may include:

e Parents/carers keeping or allowing students to stay off school unnecessarily

e Truancy at any time during the school day

e Absences which have never been properly explained

e Pupils who arrive at school too late to obtain a mark

e Shopping

e Holidays

e Pupils who are absent with a cough, cold or sore throat without a high temperature or other
health conditions that NHS advice suggests should not preclude school attendance may be
unauthorised

e Pupils who express reluctance or anxiety about attending school will be supported to
address underlying barriers. Absence linked to emotional wellbeing concerns will be
considered carefully, with appropriate support offered; however, such absences may still be
recorded as unauthorised if attendance is not supported by medical or professional
evidence.

e  Pupils being tired will not normally be authorised.

lliness

We understand that at times pupils will become ill. However, it is unusual for a pupil to be
regularly ill throughout the year. In these cases, we will request medical evidence and invite
parents in for a meeting to discuss the concerns. We would look to involve the school nurse for
support. A useful website is www.nhs.uk/live-well/is-my-child-too-ill-for-school

Medical Appointments

We encourage parents to book non-urgent appointments outside of the school day so that their
child does not miss learning time in school. However, if this is unavoidable then parents need to
provide evidence of the appointment at least 24 hours before. This needs to be shown to the
office staff. If evidence is not provided either before or after, then the absence will be marked
unauthorised. Examples of evidence are appointment letters, appointment cards or
appointment texts — screenshots are acceptable. We ask that pupils always attend school during
the day as much as possible. For example, we would ask that students come to school in the



morning before an appointment and return after appointments. We would expect all students
to return to school unless the appointment is later than 2pm, but we understand circumstances
may not always allow this. Please always keep us informed. If you have any queries, please
contact school.

If a pupil is absent regularly for medical appointments, then we will invite parents/carers in to
discuss this.

Leave of Absence/Holidays during term time

As a school, it is disappointing when parents decide to take students on holiday during term
time as this removes them from the learning that their peers are receiving. Parents are not
permitted to take their children on holiday out of school, during term time, without permission
from the Headteacher. They will be marked as unauthorised absences. All exceptional cases
need to be discussed with the Headteacher and requests should be made in writing at least 28
days before. All holidays should be taken out of term time.

If holidays are 10 sessions missed (5 days) or contribute towards 10 sessions missed within a 10-
week rolling programme, then a Fixed Penalty Notice will be considered.

National Penalty Notice Framework

From September 2024, penalty notices for school absence are issued in line with the National
Framework set by the Department for Education. This framework ensures consistency across all
local authorities.

A penalty notice may be issued if a pupil has accrued 10 sessions (5 school days) of unauthorised
absence within a rolling 10 school-week period. This period can span across terms and academic
years. Each parent may receive a separate penalty notice per child. Further offences may result
in alternative legal action being considered.

Tiered Approach to Support

In line with DfE guidance, Rainford Brook Lodge adopts a support-first approach, working with
families to understand and address barriers to attendance before moving to formal
interventions or legal sanctions, unless there are safeguarding concerns or persistent refusal.

Data Analysis and Use

We track attendance data closely both at a student and sub group level so we can target
interventions to support students in improving their attendance where necessary. We have
developed a tiered system shown below that monitors all students’ attendance and ensures it is
reviewed by the most appropriate leaders at the correct time.



The data will be used to work with the lead for disadvantaged students, the lead for students
with special educational needs and disabilities, looked after children and young carers, so that
vulnerable groups are monitored and supported.

We use data to identify and sign post concerns to the key staff in school but also to support
referrals and sign posting to external agencies, such as the educational welfare service and
social services. This can also be a factor in SEND referrals.

Teacher Analysis

Teachers are often the first to spot attendance/punctuality issues and can also be the first staff
member able to speak to parents to address any concerns; query absences; discuss the impact
of absences; or support and praise when improvements are made.

Attendance Communication

Starting at Christmas, all parents receive a half termly update on their child’s attendance with
relevant messages relating to the level of their attendance.

Attendance below 90% - Persistent Absence

Students whose attendance has been a significant concern, in particular those who have
previously been identified as PA (persistently Absent - below 90%), will be closely monitored. In
order to fully support them, meetings may be arranged to discuss the reason and establish any
further support that may be needed. Parents will always be contacted when their child is absent
if we have concerns.

In all these cases where meetings are held with parents, this will be in order to both support and
challenge attendance rates and to agree on ways forward.

Every persistent absentee is monitored closely. If concerning attendance continues after
support is offered, then we reserve the right to involve the Educational Welfare Service and the
case may be referred to them. Fixed penalty notices or prosecution will be considered too.

Particular priority will go to any child who is classed as severely absent (those missing 50% or
more of school).

Leave of Absence during term time

School cannot generally authorise time off for family holidays during term time and parents do
not have the right to take their child out of school for such holidays. Parents can only apply for
leave of absence during term time in exceptional circumstances and evidence of these
circumstances will be required.

Parents must apply in writing to the headteacher well in advance of the absence (at least 4
weeks in advance). The headteacher will decide if the leave will be granted and how many days



will be authorised. The forms are on the website to download (look on the tab on the home
page labelled term dates, then click on pupil leave of Absence).

If the headteacher does not grant an application for leave of absence and parents decide to take
the leave anyway, the absence will be unauthorised and the parents may receive Penalty Notice
fines.

Penalty Notice Fines may be issued to each parent for every child concerned where there are 10
sessions (5 days) in a rolling period of 10 school weeks which can span different terms or
academic years. These are decided upon on a child-by-child basis.

If parents take their child on a leave of absence, then this will impact on their attendance and
their child could be an attendance concern. All attendance concerns will be monitored and
supported as explained above, such as receiving concern letters/messages, calls and possibly
home visits for absences.

All decisions regarding the authorising of absences will be compliant with the 2010 Equalities
Act.

All attendance decisions and interventions will take account of the Equality Act 2010, ensuring
that reasonable adjustments are considered for pupils with disabilities, medical needs, SEND, or
other protected characteristics.

Children with health needs who cannot attend school

Rainford Brook Lodge aims to ensure that all children who are unable to attend school due to
medical needs, and who would not receive suitable education without such provision, continue
to have access to as much education as their medical condition allows, to enable them to reach
their full potential.

Due to the nature of their health needs, some children may be admitted to hospital or placed in
alternative forms of education provision. We recognise that, whenever possible, pupils should
receive their education within their school and the aim of the provision will be to reintegrate
pupils back into school as soon as they are well enough.

We understand that we have a continuing role in a pupil’s education whilst they are not
attending the school and will work with the Trust, LA, healthcare partners and families to ensure
that all children with medical needs receive the right level of support to enable them to
maintain links with their education. For further details see ‘Pupils with Additional Health Needs
Attendance Policy’.

Rewarding Positive Attendance

Attendance rewards are applied sensitively and will never disadvantage pupils with medical,
SEND needs that are classed as a disability.



e To encourage all students to maintain a high level of attendance, the following reward
system will be established:

e Parents of children with 97% or above attendance will be notified to congratulate them on
their attendance on a half termly basis.

o  Weekly attendance monitored by the class teacher and informal praise and rewards given to
increases of attendance or for reaching 97% or above.

e Students with a 100% attendance at the end of each term will receive an individual
certificate and be entered into a prize draw.

*Children with known pre-existing disabilities that require hospital treatment (not GP or
dentists) related to the condition or disability in school time may be included where the absence
of the dates where they attended hospital/appointments if these are the only absences stopping
them from achieving 100% (or 97% and above for own clothes). This is only for informal

rewards, not altering their actual mark.*

Early Years (pre statutory School Age)

While attendance in Early Years below statutory school age is not compulsory, Rainford Brook
Lodge recognises the importance of regular attendance and maintains clear processes to
support children and families.

Schools will follow up on absences in a timely manner. If a child is absent for a prolonged period
of time, or if a child is absent without notification from the parent or carer, attempts must be
made to contact the child’s parents and/or carers and alternative emergency contacts. Providers
must consider patterns and trends in a child’s absences and their personal circumstances and
use their professional judgement when deciding if the child’s absence should be considered as
prolonged. Consideration must be given to the child’s vulnerability, parent’s and/or carer’s
vulnerability and their home life. Any concerns will be referred to local children’s social care
services and/or a police welfare check requested where required.

Policy Review

This policy will be reviewed annually or sooner if statutory guidance changes.



