
Attendance 
OUR APPROACH AT LINDEN PRIMARY SCHOOL



Attendance at Linden
CONTEXT

420 pupils on roll 

25% Pupil Premium

13.8% My Plan

3% My Plan +

2.1% EHCP

5 pupils on Child Protection Plan

3 pupils on Child in Need Plan

5 pupils open to Early Help support

CURRENT ATTENDANCE FIGURES (SEPT – DEC):

Whole school attendance : 96.7%

Pupil Premium attendance: 95.8%

SEN attendance: 94.6%

EHCP attendance: 91.5%



Attendance Team
TITLE

Attendance Officer

Parent Support Advisor (PSA)

Inclusion Lead

Deputy Head Teacher (DHT)

External EWO (termly support)

ROLE

Manages day to day attendance, paperwork for 
absence requests, weekly attendance 
spreadsheet, 

Supports families, home visits

Supports SEN/EHCP families with attendance 
difficulties, arranges pastoral support if required 
for PA pupils

Strategic overview, penalty notices, legal 
statements, decisions on holiday requests

Attendance analysis, truancy sweeps (termly), 
attendance support for DHT



Daily processes:
Daily absence register with vulnerable/PA pupils highlighted shared with head teacher and 
attendance team.

PSA will text or ring vulnerable families.  Will carry out home visits and collect children if 
necessary.

Attendance team will discuss any absence concerns and take action if required



Weekly processes:
Weekly summary spreadsheet – weekly and academic year



Weekly processes:
Persistent/Severe Absentee summary spreadsheet



Termly processes:
Termly SIMS attendance analysis by EWO with follow up meeting with DHT

Termly truancy sweep by EWO with PCSOs

Punctuality and attendance concern letters to parents



Attendance support
Pastoral support put in place for pupils with 
SEMH needs that impact on school attendance

Otto – Dog Mentor

Celebrations for improved attendance

Case study

Mentoring, Play Therapy, ELSA, Drawing and 
Talking 
Use Otto to encourage children to come in and 
feed 

E.g. weekly cookery/art session with siblings

Over 3 years child went from severe absentee 
(less than 50%) and high % of U codes to 
attendance at 98.1% and sat his grammar test 
for secondary school this term. 



Holiday requests
HOLIDAY REQUESTS

44 holiday requests (Sept – Dec)

4 holiday requests authorised

PENALTY NOTICES

9 holiday requests met threshold for PN

10 Penalty Notice Referrals made to LA           

(1 referral made for suspected holiday)

10 Penalty Notices issued by LA 



Holiday requests



Witness Statements
PROCESS

Follow LA guidance in attendance policy and 

letters to parents when handling absence 

requests

Documentation needs to be watertight to 

support if it goes to legal process

Respond promptly to LA requests

LA SUPPORT

LA have heavily supported complicated cases 

and guided school through the process
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