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Attendance Target: 97% Attendance for all pupils, recognising that some children may require individualised support because of medical needs, SEND or exceptional circumstances. 
1. Policy Statement
At Swalwell Primary School we believe that every child has the right to a full-time education and the opportunity to achieve their potential.
Regular attendance is essential for:
· Academic success
· Emotional wellbeing
· Positive relationships
· Safeguarding and protection
· Developing lifelong habits for work and learning
We recognise that good attendance is everyone's responsibility. We are committed to working with pupils, parents, carers, governors, the Local Authority and other partners to remove barriers to attendance and ensure every child feels safe, supported and able to attend school regularly. [Working_to...dance_2026 | PDF]

Attendance is closely linked to safeguarding. Children who are absent from school regularly are at greater risk of neglect, exploitation, abuse, poor wellbeing and social isolation. For this reason, attendance concerns will always be considered as part of our safeguarding responsibilities. [Working_to...dance_2026 | PDF]

This policy should be read alongside the school's SEND Policy, SEND Information Report, Safeguarding and Child Protection Policy, Behaviour Policy and Attendance Adjustments for Pupils Policy.
2. Legal Framework
This policy reflects the requirements of:
· Working Together to Improve School Attendance (DfE, July 2026)
· Keeping Children Safe in Education (KCSIE) 2026
· Working Together to Safeguard Children
· Education Act 1996
· Education Act 2002
· Children Act 1989
· Equality Act 2010
· School Attendance (Pupil Registration) (England) Regulations 2024
· Education (Penalty Notices) Regulations 2007 (as amended) [Working_to...dance_2026 | PDF]
3. Roles and Responsibilities
Governors
The Governing Body will:
· Promote the importance of attendance.
· Review attendance data and trends.
· Challenge attendance outcomes.
· Ensure statutory duties are met.
· Support school leaders in improving attendance. [Working_to...dance_2026 | PDF]
Headteacher (Senior Attendance Champion)
The Headteacher has overall responsibility for attendance and will:
· Lead attendance improvement.
· Ensure statutory duties are met.
· Monitor attendance trends.
· Work with the Local Authority.
· Authorise or refuse leave requests.
· Oversee attendance interventions. [Working_to...dance_2026 | PDF]
Attendance Officer
The Attendance Officer will:
· Monitor daily attendance and punctuality.
· Carry out first-day response procedures.
· Liaise with families.
· Organise attendance meetings.
· Maintain attendance records.
· Coordinate support plans and referrals.  
Designated Safeguarding Lead (DSL)
The school's Designated Safeguarding Lead (DSL) is Mrs Rachel Hocking (Headteacher). The DSL has overall responsibility for safeguarding and child protection, including attendance as a safeguarding concern. 
· The DSL will:
· Monitor attendance from a safeguarding perspective.
· Ensure attendance concerns are considered alongside wider welfare concerns.
· Respond promptly to children who are missing education, persistently absent or severely absent.
· Make referrals to Children's Social Care and other agencies where appropriate.
· Ensure attendance concerns are recorded and monitored through safeguarding systems.
· Oversee safeguarding risk assessments where attendance is a concern.
· Deputy Designated Safeguarding Lead (Deputy DSL)
The school's Deputy Designated Safeguarding Lead (Deputy DSL) is Miss Georgia Jelly (Head of School). The Deputy DSL will support the DSL in carrying out safeguarding duties and will act in the DSL's absence. 
· The Deputy DSL will:
· Support attendance monitoring for vulnerable pupils.
· Work with families to remove barriers to attendance.
· Liaise with external agencies and the Local Authority where required.
· Support safeguarding and attendance meetings.
· Ensure attendance concerns are appropriately escalated.
SENDCo
The school's SENDCo is Mrs Catherine Wicks (NASENCo). The SENDCo will work alongside the Attendance Officer, DSL and families to identify barriers to attendance for pupils with SEND and ensure appropriate support, reasonable adjustments and referrals are put in place
All Staff
All staff must:
· Promote good attendance.
· Build positive relationships with families.
· Report attendance concerns promptly.
· Recognise that attendance can be an indicator of wider safeguarding concerns. [Working_to...dance_2026 | PDF]
Parents and Carers
Parents and carers have a legal duty to ensure their child attends school regularly and punctually. Parents should:
· Ensure children attend every day unless genuinely unable to do so.
· Notify school on the first day of absence.
· Maintain communication during any ongoing absence.
· Attend meetings and engage with support offered.
· Avoid taking holidays during term time. [Working_to...dance_2026 | PDF], 
4. Attendance Improvement Framework
At Swalwell Primary School we follow the Department for Education's graduated attendance approach to identify concerns early, provide support and, where necessary, use formal and legal interventions. Attendance improvement is built around three key principles:
4.1. Support
We aim to identify and remove barriers to attendance at the earliest opportunity.
Support may include:
· Building strong relationships with pupils and families.
· Listening to and understanding barriers to attendance.
· Attendance Action Plans.
· SEND adjustments and reasonable adjustments.
· ELSA support.
· Mentoring and pastoral support.
· Early Help Assessment.
· Team Around the Family (TAF).
· Parenting programmes.
· Emotional Based School Avoidance (EBSA) support.
· Mental health support.
· School Nursing Service.
· Gateshead Autism Hub.
· Young Carers support.
· Referrals to external agencies where required.
All interventions will be recorded, reviewed and evaluated regularly. Where attendance concerns persist, support may be formalised through Attendance Contracts or Education Supervision Orders (ESOs). [06.1 - Swa...Policy 26 | Word]
4.2. Identification Using Data
The school uses attendance data to identify concerns as early as possible.
We will:
· Maintain accurate attendance registers.
· Monitor attendance weekly and termly.
· Use Arbor, School Data Company and attendance tracking systems.
· Monitor patterns of lateness and absence.
· Identify Persistent Absence (below 90% attendance).
· Identify Severe Absence (below 50% attendance).
· Monitor children at risk of becoming persistently absent.
· Share information with the Local Authority where required.
· Participate in Local Authority Targeting Support Meetings.
· Benchmark attendance against local and national data. 
4.3 Formal and Legal Intervention
Where support has not been successful or has not been engaged with, the school will work with Gateshead Local Authority to consider:
· Attendance Contracts.
· Education Supervision Orders.
· Notices to Improve.
· Penalty Notices.
· Parenting Orders.
· Prosecution where all other avenues have been exhausted.
The national threshold for considering a Penalty Notice is:
10 sessions of unauthorised absence in a rolling period of 10 school weeks. 
[image: ]

Attendance Escalation Pathway
1. Monitor Attendance
2. Offer Support
3. Review Engagement
4. Issue Notice to Improve (where appropriate)
5. Penalty Notice
6. Education Supervision Order or Prosecution (where necessary)
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5. Daily Attendance Procedures
Registration
Registers are legal documents.
Attendance will be recorded:
· At the start of every morning session.
· At the start of every afternoon session.
Registers must be completed promptly and accurately. [Working_to...dance_2026 | PDF]
Attendance and admission registers will be retained for six years in accordance with statutory requirements. [Working_to...dance_2026 | PDF]
6. Punctuality
The school day begins at 8.50am.
Children arriving after registration has started but before the register closes will receive:
Code L – Late (between 8.40 and 9.20am) 
Children arriving after the register has closed will receive:
Code U – Arrived after registration closed- after 9.20 am. 
This is recorded as an unauthorised absence and contributes towards the national threshold for legal intervention. [Working_to...dance_2026 | PDF]
Persistent lateness may trigger attendance monitoring and support.
7. Reporting Absence
Parents must contact school on the first day of absence and provide:
· The reason for absence.
· The expected date of return.
Where no reason is provided, school will:
1. Carry out First Day Response procedures.
2. Attempt contact by telephone, text or email.
3. Contact emergency contacts if required.
4. Carry out welfare checks where safeguarding concerns exist. [Attendance...5 docx (5) | Word], [Working_to...dance_2026 | PDF]
8. Authorised and Unauthorised Absence
Authorised Absence
Examples include:
· Genuine illness
· Medical or dental appointments
· Religious observance
· Bereavement
· Interviews for education or employment
· Approved educational activities
· Exceptional circumstances agreed by the Headteacher. [Working_to...dance_2026 | PDF]
Unauthorised Absence
Examples include:
· Holidays during term time
· Shopping trips
· Birthdays
· Babysitting
· Absence without explanation
· Arriving after the register closes without acceptable reason. [Working_to...dance_2026 | PDF]
Only the school can authorise absence. Parents cannot authorise absence themselves.
9. Illness
Parents should notify school if a child is too unwell to attend.
The school will routinely request medical evidence. Evidence may be requested when:
· Attendance is causing concern.
· There are repeated illness absences.
· Additional support or adjustments may be required.
· The school needs to understand a pupil's needs more fully. [Working_to...dance_2026 | PDF]
Where illness is prolonged or recurring, school will work with families, health professionals and the Local Authority to support attendance and ensure educational provision continues where appropriate. [Working_to...dance_2026 | PDF]
10. SEND, Medical Needs and Mental Health
Swalwell Primary School is committed to ensuring that pupils with Special Educational Needs and Disabilities (SEND) have the same opportunities to attend, achieve and participate fully in school life as their peers. 
The school recognises that some pupils may have attendance difficulties related to a diagnosed medical condition, disability or special educational need.
Attendance support will be considered alongside any Individual Healthcare Plan, SEND Support Plan, Education Health and Care Plan (EHCP) or other professional advice.
The school will work with families and appropriate professionals to remove barriers to attendance wherever possible.
Further information can be found in the school's First Aid, Medication and Health Needs Policy and Allergy and Anaphylaxis Policy.

The school recognises that some pupils may experience barriers to attendance because of:
· Special Educational Needs and Disabilities (SEND)
· Autism
· Physical disabilities
· Medical conditions
· Mental health needs
· Communication and interaction needs
· Social, emotional and mental health needs
· Sensory and physical needs
· Caring responsibilities or wider family circumstances
The school will work in partnership with families, health professionals, Gateshead Local Authority and external agencies to understand and address barriers to attendance. This may include support from:
· Educational Psychology
· CAMHS
· HINT
· LINT
· Speech and Language Therapy (SALT)
· Occupational Therapy
· Physiotherapy
· School Nursing Services
· Other Local Authority commissioned services. 

Attendance support may include:
· Quality First Teaching
· Targeted interventions
· Individualised attendance plans
· Reasonable adjustments
· Individual Healthcare Plans
· Attendance Action Plans
· Early Help support
· Phased or supported reintegration plans where appropriate. 
Where a pupil has an Education, Health and Care Plan (EHCP), the school will work with parents and the Local Authority to ensure attendance support is consistent with the provision identified within the plan.
The school remains ambitious for all pupils with SEND and will seek to remove barriers to attendance while ensuring reasonable adjustments are made in accordance with the Equality Act 2010 and statutory guidance.
11. Leave of Absence During Term Time
Parents must submit requests in writing in advance.
The Headteacher may only grant leave in exceptional circumstances. This is not a choice by school but statutory guidance from the government. 
Each application will be considered on its individual merits.
Holidays and leisure activities are not normally considered exceptional circumstances. [Working_to...dance_2026 | PDF]
Leave cannot be authorised retrospectively. [Working_to...dance_2026 | PDF]
12. Persistent and Severe Absence
Persistent Absence (PA)
Attendance below 90%. [Working_to...dance_2026 | PDF]
Severe Absence (SA)
Attendance below 50%. [Working_to...dance_2026 | PDF], 
Where pupils become persistently or severely absent, additional interventions will be introduced, including:
· Attendance meetings
· Enhanced support planning
· Early Help
· Multi-agency support
· Local Authority Targeting Support Meetings
· Safeguarding review. [Working_to...dance_2026 | PDF], 
13. Penalty Notices and Legal Intervention
The national threshold for considering a Penalty Notice is:
10 sessions of unauthorised absence within a rolling period of 10 school weeks. [Working_to...dance_2026 | PDF]
This may include:
· Unauthorised holidays.
· Unauthorised absence.
· Repeated Code U late arrivals. [Working_to...dance_2026 | PDF]
Where appropriate, the Local Authority may issue:
First Penalty Notice
· £80 if paid within 21 days.
· £160 if paid within 28 days. [Working_to...dance_2026 | PDF]
Second Penalty Notice
· £160. [Working_to...dance_2026 | PDF]
Third Offence Within Three Years
A further Penalty Notice cannot be issued and alternative legal action will be considered, including prosecution. [Working_to...dance_2026 | PDF]
14. Attendance and Safeguarding
Attendance is a safeguarding priority.
Children Missing Education, persistent absence and severe absence may indicate:
· Neglect
· Exploitation
· Child criminal exploitation
· Child sexual exploitation
· Mental health concerns
· Family difficulties
All unexplained absences and patterns of concern will be considered through the school's safeguarding procedures and escalated to the DSL where required. [Working_to...dance_2026 | PDF],Keeping children safe in education 2026: September 2026

The school recognises that pupils with SEND may be more vulnerable to exploitation, abuse, neglect and barriers to attendance. Attendance concerns involving pupils with SEND will be considered carefully by the DSL and SENDCo to ensure appropriate support and safeguarding measures are in place.

Attendance is a safeguarding priority at Swalwell Primary School.
The school recognises that persistent absence, severe absence, children missing education, repeated lateness and unexplained absence may indicate safeguarding concerns. All staff have a duty to report attendance concerns to the Designated Safeguarding Lead, Mrs Rachel Hocking, or the Deputy Designated Safeguarding Lead, Miss Georgia Jelly, without delay. Concerns will be managed in line with the school's Safeguarding and Child Protection Policy and statutory guidance including Keeping Children Safe in Education 2026 and Working Together to Improve School Attendance 2026
15. Rewards and Recognition
The school recognises positive attendance and significant improvements through:
· Certificates
· Positive praise
· Letters home
· Class recognition
· School events
· Additional rewards where appropriate. 

Monitoring and Review
This policy will be reviewed annually or earlier if legislation, statutory guidance or local procedures change.
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