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Introduction: 

 

When a child attends school on a regular basis, they take an important step 

towards reaching their full potential and are given the greatest opportunity to 

learn new things and develop their skills. Children who miss school frequently 

can fall behind with their work and do less well in exams. 

The more time a child spends around other children, whether in the 

classroom or as part of a school team or club, the more chance they have of 

making friends and feeling included, boosting social skills, confidence and 

self-esteem. 

 

While the parent is primarily responsible for ensuring their child attends school 

regularly, where school attendance problems occur the key to successfully 

resolving these problems comes through working with the children, their 

parents/carers, the school and the local authority. 

 

This document sets out the strategies used to help improve our school 

attendance. Additional information and further guidance can be found in 

the school’s attendance policy. 
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First Day Response:  

Persons Responsible: Attendance Officer 

After the registers closes at 9:30am an absence report is run from SIMS. This is 

done for the whole school. 

- Reports  

- Attendance 

- Selected Pupil Reports 

- Pupils with chosen code report 

- Select date and code:  N – no reason yet given and 0 – 

unauthorised absence 

- Select group type – Whole School 

-  

 An attendance sweep of each class is then carried out to check the 

absence list is correct and no mistakes have been made. 

  The Attendance Officer then makes phones calls home to parents / 

carers of absent pupils. 

 If no contact made, school text is sent. 

 The phone calls should be challenging and not too sympathetic and 

where appropriate, parents/carers are asked to provide Medical 

Evidence for this absence. 

 If the reason provided by the parent for the absence is not a reason 

approved by school parents are informed that the absence will be 

recorded as unauthorised. 

 Information collated from the first day response is then added to SIMS by 

the Attendance Officer. 

 In some cases where no contact has been made a home visit is to be 

carried out. 

Authorised absence: An absence is classified as authorised when a child has 

been away from school for a legitimate reason and the school has received 

notification from a parent or carer.  Only the school can make an absence 

authorised.  Consequently not all absences supported by parents will be 

classified as authorised.  

Unauthorised absence: School have the right to record a child’s absence as 

unauthorised if there has been no contact from the parent or carer or if the 

reason provided for the absence is not accepted by school. Parents are to 

be made aware that merely providing an explanation for their child’s 

absence does not automatically constitute an ‘authorisation’ for this 

absence. This is the school’s decision. 
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Attendance Letters / Monitoring:  
Person Responsible: Attendance Officer 

 

Letters to Parents  

 The first attendance concern letter is sent to Parents / Carers of pupils with 

attendance is below the school target. Each letter states where their child 

is on the attendance diamond.  This letter informs the parent that their 

child’s attendance will be monitored over the half term (or sometimes a 

shorter period of time due to the level of attendance). If no improvements 

are made an invitation to panel maybe required. See appendix A.  

 Invitation to Panel 1. If no improvements are made parents / carers are then 

invited in to school to speak with the Attendance Officer where they are 

given the opportunity to discuss any issues around your child’s absence(s) 

and together along with school consider ways of improving their child’s 

attendance. See Appendix B. 

 Invitation to Panel 2. If after the three week monitoring period no significant 

improvements have been made and the pupils attendance has now 

dropped to below 90%, parents / carers are now invited in to school for a 

second Panel Meeting. This is led by the school’s attendance office and a 

Local Authority Rep. See Appendix C. 

 Stage 3. If still no improvements are made Penalty Warning Notices may be 

implied. 

 The Attendance Monitoring Procedure is shown in appendix D. 

 

  

 

 

 

 

 

 

 

 

 

 

 



STRATEGIES FOR IMPROVING ATTENDANCE – HARTLEY BROOK PRIMARY ACADEMY  

 

   7 

 

APPENDIX A – Example of first concern letter 

 

 

 

Dear Parent / Carer of: (Name of child) 

Re: NAME OF CHILD in CLASS 

Attendance Group – Pink (90% - 93.9%) 

 

I am writing to you regarding concerns over your child’s attendance, which is 

currenlty (Percentage Attendance), this is below the school target of 97%. 

School will closely monitor your child’s attendance to the end of term. This means 

that should your child be absent fro any reason, you will be contacted to explain the 

reason for absence and you may be invited in to school for a meeting with myself 

and the attendance officer. 

It is important, therefore, that you contact school on the first day of absence or if 

there is any problem which may be causing your child to miss school. If school has 

not received a reason for absence a home visit may be needed. Absence for illness 

may be unauthorised unless you provide a medical certificate or provide a valid 

reason that is accepted by school. 

Please be reminded that, under section 444 of the 1996 Education Act, you have a 

legal obligation to rnsure that your child attends school regularly, and failure to do 

so could ultimately resul in the Local Authority issuing a fixed penalty fine and / or a 

summons to appear at Magistrates Court. 

 

School is commited to raising the profile of attendance in school and it is important 

that you support us by ensuring that your child attends school on time, every day. 

I would be grateful if you would give this matter your attention. 

 

Yours Faithfully, 

 

 

Mr J Garbutt 

Headteacher 
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APPENDIX B -  Example - Invitation to Attendance Panel 1 

 

 

 

 

 

Dear Parent / Carer of: (Name of child) 

 

Re: NAME OF CHILD in CLASS 

 

Invitation to Panel 1 Meeting: Attendance 

We wrote to you recently regarding your child’s attendance which is currently 

(Percentage attendance). Our school attendance target is 97%. Children with 

attendance below 90% are considered to be persistent absentees, and may be less 

likely to reach their maximum academic potential.  

 

It has therefore been decided to invite you to a meeting in school.   

 

The meeting will be held on: 

 

DATE at TIME 

 

where you will be given the opportunity to discuss any issues around your child’s 

absence(s) and together we can consider ways of improving your child’s 

attendance. 

 

This meeting will consider ways of improving your child’s attendance and, therefore, 

preventing further action being taken against you. 

 

Please acknowledge this letter and inform school if you do need to re-arrange. I need 

to inform you that, should you not attend the meeting, it will still go ahead in your 

absence and we may have to pass our concerns onto the Local Authority.  I would 

be grateful if you would give this matter your attention. 

 

Yours sincerely, 

 

 

 

                         

                                                                                                                    

Mr J Garbutt                                    Miss Renshaw 

Headteacher                              Attendance Officer 
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APPENDIX C -  Example – Invitation to Attendance Panel 2  

 

 

 

 

 

Dear Parent / Carer of: (Name of child) 

 

 

Re:  NAME OF CHILD in CLASS 

 

Invitation to Panel 2 Meeting:  Attendance 
 

Further to our previous meeting regarding your child’s attendance at Hartley Brook 

Academy which you did / did not attend, your child’s attendance has been 

monitored and there has been no satisfactory improvement.  

 

You are now invited to a school attendance panel led by myself, the Headteacher 

and our school’s attendance officer. Should a social worker or MAST worker already 

be involved with your family, they will also be invited to attend. 

 

 The school attendance panel will be held on: 

 

DATE & TIME 

 

This meeting will look at why your child continues to have inconsistent attendance 

and we will look further ways of improving your child’s attendance.   

 

I need to inform you that, should you not attend the meeting, it will still go ahead in 

your absence and concerns will be passed onto the Local Authority.   

 

 

Please be reminded that, under section 444 of the 1996 Education Act, you have a 

legal obligation to ensure that your child attends school regularly, and failure to do so 

could ultimately result in the Local Authority issuing a Fixed Penalty fine and/or a 

summons to appear at Magistrates’ Court. 

 

Please give this matter your urgent attention. 

 

 

Yours sincerely, 

 

 

Mr J Garbutt 

(Principal) 
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Parent Meetings:  

Person Responsible: Attendance Officer / Local Authority / Head 

Teacher 

Parents of pupils who have poor attendance and who do not respond to 

usual school strategies are invited into school to discuss the situation.  

These present the chance to talk to parents about school attendance. 

The discussion is primarily with the attendance officer however if after the first 

meeting and no improvements are made a second meeting is scheduled 

with the attendance officer and a rep from the local Authority and could 

involve the Head and the families Social Worker / MAST worker depending on 

the family circumstances. . This is a means to discuss the impact of persistent 

absence and / or late arrival on the child’s education and his 

peers/teachers. During the meetings strategies to assist pupils/parents to 

improve punctuality are also discussed e.g.  

 

 bedtime routines – packing school bag ready for the next day, getting to 

bed earlier, setting a time for a television in the bedroom to be turned off 

 morning routines – setting the alarm earlier, set time for a little lie-in, no 

television until ready for school (and maybe not even then), having 

breakfast before leaving home, so no need to call in at the shop, meeting 

a reliable friend to walk to school with 

 Coming to school for breakfast club if available 

 

The main purpose of the attendance Panel meetings are to find ways that 

school and parents can work together to improve their child’s attendance. 

The meetings are non-judgmental and can be a means of promoting a 

positive discussion about the subject  

 

Following Improvement:   

 

 The attendance officer sends letters to parents acknowledging any 

improvements in attendance.  

 Reward pupils in assemblies with ‘Most Improved’ certificates and small 

prizes. 
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Whole School Approach: 

Person responsible: All staff 

To improve attendance as a whole it needs to be a whole school approach.  

• Teachers – the SOL tracker is shown to each class every Monday so 

that each child can see what their current attendance percentage is. 

The weekly change is also shown to students, have they improved or 

gone down since the previous week? Why was this? Class prizes and 

incentives are also spoke about during this time, where is their class 

compared to the other classes. To praise and recognise pupils and 

parents/ carers for good and/ or improved attendance. 

 Learning Mentors – The Learning Mentors for each key stage check the 

SOL tracker each week. Their main focus are the pupils in the Pink 

category 90% - 93.9%, these pupils are those that are on the verge of 

becoming Persistent Absentee’s. Once the Learning Mentors have 

identified these children they then target these with either group 

discussion around attendance or 1:1 work. Why is it important to come 

to school? Is there any particular reason you do not want to come to 

school, and bedtime routines and rewards and incentives are on offer. 

 Zero tolerance for bullying and effective procedures for dealing with it. 

• Attendance Officer – Tracks attendance each week and follows the 

monitoring procedure, early identification and intervention is key. 

 Speaks with pupils and parents and carries out home visits / collects 

children when needed. Organise attendance incentives and rewards.  

 Share data.  

 Legal Process where required. 

 Safeguarding Team – To work closely with the Attendance Lead to 

identify families which may need support. Communicate where 

necessary if either staff need to be involved in parent meetings. On 

occasion accompany on home visits. Liaise together with outside 

agencies. 

• Senior Leadership – Communication across all levels of staff so issues/ 

problems can be identified and dealt with effectively. 

• Talk regularly with pupils about attendance and the importance of 

school 

• Lead assemblies on attendance and attendance rewards. 

• Meet with parents of pupils with low and PA level attendance. Enforce 

Legal action if required. 

 

Attendance is everybody’s responsibility. 
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APPENDIX D     Attendance Monitoring Procedure Stage 1 & 2  

Attendance is below 

96% 
Letter is sent home making parent / carer aware their child’s attendance 

is below the school target. 

Attendance 

interventions  
Every half term attendance interventions take place with children whose 

attendance has dropped below the school target. 

Attendance is now 

below 90% 
Letter is sent home stating that their child’s attendance is now a cause 

for concern and will be monitored. (for 15 days). 

If attendance HAS 

improved 
Letter is sent home stating attendance has improved, however child’s 

attendance will still be monitored. 

If attendance HAS NOT 

improved 
Parent / Carer are now invited to a meeting in school with Attendance 

Officer. 

PANEL 1 – whether 

attended or not. 
A letter is sent home with Parent / Carer with agreed actions specified. 

Attendance still monitored 

If attendance HAS 

improved Again a letter is sent home stating attendance has improved, however 

child’s attendance will still be monitored. 

 

If attendance HAS NOT 

improved 
Parent / Carer is now invited to a second meeting in school with 

Attendance Officer & a representative from the LA. 
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Fixed Penalty Notices, Section 1: 

Poor or Non School Attendance  

Persons Responsible: Attendance Officer / Head Teacher / Local 

Authority. 

Starting the school year 2016/2017 Hartley Brook Primary Academy 

introduced the legal process for non -school attendance, we issue our own 

Penalty Warning notices with guidance and checks from the Local Authority. 

 After the initial monitoring process for attendance has started and a 

pupil’s attendance has not improved after Panel 1 and Panel 2 a Penalty 

Notice Warning Letter will then be issued. 

 Penalty Notices can be issued as an alternative to prosecution for poor or 

non-school attendance and enable parents to discharge potential liability 

for conviction for that offence by paying a penalty.  

 The key consideration in deciding whether to issue a penalty notice will be 

whether it can be effective in helping to get the pupil who is not 

attending regularly or not at all back into school .  The usual response to a 

first offence should be a warning rather than a penalty. However, a 

penalty notice can be issued without a warning in exceptional 

circumstances.  

 School then liaise with the Local Authority for a penalty notice to be issued 

once checks have been made and it is appropriate to do so school then 

issue the Parent / Carer with a Penalty Notice Warning Letter.  

 If the child in question fails to attend school within the period of monitoring 

set out, without providing school with appropriate evidence stating a 

reason for absence a fixed penalty will be issued by the Local Authority. 

 In cases a summons to court may be required. 
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Fixed Penalty Notices, Section 2: 

Holidays in Term Time 

Persons Responsible: Attendance Officer / Head Teacher / Local 

Authority. 

Due to the recent high ruling court and media interest the Local Authority are 

currently looking at each request on an individual basis and will continue to 

be vigilant in addressing term time leave in the context of overall irregular 

attendance. 

 Parents/Carers requesting to children out of school during Term Time must 

complete an Exceptional Term Time Leave Request. See appendix E. 

 Parents / Carers are encouraged to do so rather than to claim the child is ill 

or just take the child out of school, this could result in home visits been made 

to the home or even a request to remove child off roll form being submitted 

to Children Missing Education. 

 In line with the school attendance policy, no holidays can be authorised 

during term time unless there are exceptional circumstances. These 

Circumstances may be reasons such as:  visiting a seriously ill relative, 

absence for a bereavement of a close family member (for the funeral 

service only) important religious observations are taken in to account but 

only for the ceremony and the travelling time, not extended leave, families 

may need time to recover from trauma or crisis, families of those with who 

work in service personnel if returning from long operational tours that 

prevent contact during school holidays. 

 At present due to the recent High Court Ruling in the Isle of White, the Local 

Authority / MAST will not accept any requests to fine unless the child in 

question does not attend school regularly or has attendance below 90%. 
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APPENDIX E 

Request for Exceptional Term Time Leave 

(In line with Sheffield exceptional Leave Policy 2013)   

 
Name of Pupil: 

(one form per child) 

 Class  

Name of Parent or carer: 

 

Telephone Number:  

 

Siblings at HBH or at other schools: 

Name:  Date of Birth: Name of School: 

 

 

 

 

  

First date of absence:                                         First day back in school: 

Why are you requesting an exceptional leave of absence during term time: 

 

 

 

 

What steps have you taken to minimise the impact of leave on your child’s learning? 

 

 

 

 

Where will you be staying during the leave period? Please provide the full address and Emergency 

Contact Details (UK and Abroad) 

UK: Abroad: 

 

 

 

 

 I confirm that the information on this form is true 

 I agree to keep the school informed of any changes to my travel arrangements or if my child 

is unable to return to school on the due date.  

 I can provide evidence to support this request (where appropriate) 

 I am aware that if my child does not return to school by the date provided that he/she is at 

risk of losing their place at HBH Academy.  

 I am aware that I might be fined and/or prosecuted for any time which my child is absent 

from school that has not been authorised by the Principal.  

Signed by Parent/Carer: 

 

 

 

Print name and relationship to child: Date:  

For Hartley Brook Academy use only: 

Date request received:       

                                        

Number of days requested: 

 

Percentage attendance 2016-17: 

 

Percentage attendance 2015-16: 

Has the request been agreed by the Principal: YES NO 

Date of decision letter sent to parents:  Copy of letter attached: 

 

 

Principal’s signature: 

 

 

 

Date:  
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Persistent Absence / Attendance Data: 

Person Responsible – Attendance Officer 

At school we have a responsibility to reduce the number of students whose 

attendance is below 90% over the school year. Students with attendance 

below 90% may fall into the ‘Persistent Absentee’ category. This is particularly 

relevant if any of the child’s absences are unauthorised 

The Attendance Officer ensures that attendance data is complete, accurate, 

analysed and reported to the senior leadership team, parents and the 

governing body. 

Previous Year’s PA data: (Based on % below 90%) 

Academic Year Pupils below 90% Number on Roll PA % 

16/17 152 

(inc leavers) 

593 21.5% 

 

Current Overall Persistent Absence (Below 90%) Autumn Term – 2017 / 2018 

Number on Roll Pupils below 90% PA % 

598 105 17.5% 

Of those: PP = 37 6.1% 

 EAL = 15 2.5% 

 SEN = 12 2% 

 FSM =   9.6% 

 

Attendance Comparison: 

Year  15 / 16 16 / 17 change 17/18 (AUT TERM) 

Number with 100% 44 49 +5 137 

Number with 95% + 302 380 +78 381 

Number below 90%  137 152 +15 90 

Number below 80% 80 71 +9 30 

PP with 100% 14 11 -3 48 

PP with 95% 120 120  143 

PP Below 90% 58 61 +3 37 
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Children Missing Education:  

Persons Responsible: Attendance Officer / Safeguarding Lead / 

Local Authority. 

The Process 
 

 Time is of the essence and responding quickly to any periods of unauthorised 

absence is one of the ley factors. When a pupil fails to attend school contact to 

parents is made. If no contact can be made within two day’s  it is then required to 

contact  the emergency contact numbers provided on SIMS and any outside 

agencies known to be involved with the family such as MAST or Social Care.  

 A visit to the known home address is then to be carried out by the school 

Attendance Officer.   

 In cases where there is no one home schools ‘First day letter’ is to be posted. This is a 

hand delivered letter, the letter states: 

 

‘I called at your home today as your child has not been present at school and 

we are unable to reach you by phone.  I am sure you can appreciate that this 

is a Safeguarding concern as we need to know where all children are during 

school hours.’ 

 

 It is requested that the parent then contacts school before 3pm stating why 

their child is absent. 

 If still no contact is made a second home visit is required, again if no one is 

home enquiries with neighbours is useful and a second letter is posted. 

 If after 10 days the parent cannot be contacted school must complete a 

‘School checklist to locate a missing or lost pupil’.  This will clearly record the 

actions which the school has undertaken to locate the pupil.  Once the 

school has concluded its enquiries and is able to confirm that the child is no 

longer resident at their current address and cannot be found, the 

completed Checklist, attendance certificate and a ‘Request to remove a 

pupil from the school roll’ must be sent to the CME team. See Appendix F. 

 In some cases a referral may be made sooner if there is significant evidence 

that the child is no longer residing in Sheffield or if the family have informed 

school that they are leaving the area but at current do not have a 

school place. A new home address is required in this case. 
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Assessing Risk 

 

Each child and family circumstance will be unique. School needs to take in to 

consideration the know pupils and their home situations.  Schools may be 

alerted to previously unknown information which raises concerns and the 

‘risk’ posed to the child.  

Situations where the risk to a child may be considered as high could include: 

 

 Sudden or unplanned moves. These could include families who are fleeing 

from domestic violence, harassment or persecution 

 

 Children subject to a protection plan or where there are ongoing child 

protection concerns 

 

 Children where there is risk of exploitation or trafficking 

 

 Children who are being removed because of suspected forced marriage 

or female genital mutilation. 

 

 Families with significant mental health problems or Special Educational 

Needs (SEN) 

 

 Looked After Children  

 

Recording of actions 

 Schools must keep accurate records as these may be required should a 

child protection or criminal investigation be undertaken. Accurate record 

keeping will ensure that there is a clear audit trail and confirm actions 

which have been undertaken. 

 The School Checklist to Locate a Missing or Lost Pupil will enable schools to 

record key actions.  The checklist must be completed fully and accurately 

including ‘no response’ or ‘not applicable’ where relevant.  

 Deregistration must comply with legislation. 

 Deregistration letters are sent to school from CME confirming the removal 

date for that child and the reason why. 
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Appendix F: 1 

School Checklist to Locate Missing/Lost Pupils 

 
Please complete fully and include ‘no response’ where appropriate. This form may be 
required if a Child Protection investigation or prosecution is undertaken. 

Name of Child:                DOB:   
     

School:                 M/F:  

School Action Details  Outcome including date completed 

How many telephone calls 
made to parent/carers  
 
 
 

Mobile number: 
 
Landline number 

 

Telephone calls to   
emergency contact 
numbers  
 
 

Name  
 
Contact number 

 

Email to parent/carer  
 

Email address:   

Home visits completed  
(Min of 3 non-contact visits 
to be made). Schools may 
ask their MAST team to do 
the home visits 

  

Enquiry made with 
extended family 
members/neighbours/ 
known associates  
 

  

Has a letter been sent to 
last known address?  

 
Y / N 
 

Date letter sent 

Enquiries made to siblings 
school  
 
 

Sibling name   
 
School 

Outcome 

If the child has provided a 
new address but has no 
allocated school, CME will 
request a ‘safe and well 
visit’ from the receiving LA 

 
 

New address: 

Enquiries made with 
agencies with known 
involvement  
 

Who When 

Any other enquiries 
undertaken 
 
 
 

  

 
All completed checklists need to be accompanied with a ‘Request to Remove Child 
from School Roll’ and sent to the CME team. 



STRATEGIES FOR IMPROVING ATTENDANCE – HARTLEY BROOK PRIMARY ACADEMY  

 

   20 

 

Appendix F: 2 

Request to Remove a Child/ren from School Roll 

Information provided may be shared with other professionals under  

Schedule 2 of the Data Protection Act 1998 
 

Details of Pupil to be removed 

First name:  Surname  

Date of birth  UPN  

Sheffield Address  GP name 
&  address 

 

Reason for removal: 
 
 

Do you have any concerns or worries about this child’s safety or believe this child to be at risk of significant 
or immediate harm?   Y / N 
If yes state reason: 
 
Is the child subject to a Child Protection Plan or is a CiN;  Y / N 
Social Worker; 
Have you informed anyone about your concerns or worries, If so who?  
 
New address:- 
 
 
Is a CAF Available?   YES / NO                   Date of last attendance at school?    
 If yes attach a copy                                         ATTENDANCE CERTIFICATE MUST BE ATTACHED 

Name, Agency, contact details of other agencies involved with the family: 
 
 
 
 
 

Details of Family Members 

Name of siblings DOB School attending 

 
 
 
 

  

Parent/carer name & 
Contact Number 

 
 

Details of Emergency 
contacts 

 
 

 
After reasonable enquiries I believe the above child cannot be found. I am therefore seeking 
permission to remove the above child/ren from the school roll.  

 
Name of person requesting removal from school roll: (print) 
 
Signed:                                                                                           
 
School:          Date: 
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Raising the profile of Attendance:  

Assemblies / Class Rewards 
Persons Responsible – Attendance Officer / LM’s / Class Teachers 
 

Raising awareness through assemblies is good practice for engaging all 

children from each class and also all teachers. 

 

 Attendance Data for each class is run every week and sent out to all staff 

via email, this is done every Friday and the attendance results are then 

read out in assemblies the following week. The SOL tracker is also sent out 

to all staff, which is then looked at in each class every Monday. 

 The class results are shown on the attendance display board in both the 

Keys Stage 1 and 2 halls. 

 

 

 

 

 

 

 

 

 

 

Weekly 

 The class with the highest attendance each week receives a reward from 

the class reward display board, this rewards change each week. This only 

applies to classes with attendance above 97%. 

 Each Friday class teachers determine each child who has had 100% 

attendance for the week. These children then receive a Headteachers 

certificate and a treat such as chocolate or sweats to take home. 

Yearly 

 At the end of the academic year the class with the highest attendance 

wins a day trip out of school. The running prize for this is a picnic in the park 

with games in the morning then an afternoon of bowling at Firth Park 

Bowling Centre. 

The current 

attendance 

displays situated in 

both Key Stage 1 

& 2 halls. 
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Raising the profile of Attendance: 

Rewards & Incentives  

Research has shown that rewards are far more effective than punishment in 

motivating pupils. As well as encouraging and rewarding attendance, these 

schemes can also increase the profile of attendance, both within the school 

and in the wider community. 

 

The reward schemes and incentives currently in place are: 

Half Termly: 

 Each child on the school target for attendance receives a certificate. 

Those with 100% will receive a 100% Certificate. 

 Termly: 

 Each term children receive a certificate if they have had 100% 

attendance for the second half term, also a certificate is given to the 

children in each Key Stage with the ‘most improved’ attendance. This is 

not necessarily given to pupils with attendance at the school target of 97% 

but it is for children who have shown significant improvement since the last 

term. 

 Pupils who have reached on or above the school target are invited to an 

event in school, in the past these events have been things such as ‘Sparky 

Marky’ a magic and visual show, ‘Oreo and Friends’ a meet and great 

with animals from around the world, Circus Sensible a one man circus 

show and a ‘Winter Wonderland Experience’ with hot chocolate and 

marshmallows and a viewing of a Christmas film. 

 Hartley Brook has teamed up with local business’ Sheffield International 

Venues.  Each term the number of pupils who achieved the target is sent 

to them and in return a free swimming or Ice Skating is sent for the children 

to be used at any SIV venue. 

School Year: 

 Trip Out: At the end of each school year pupils who have been in school 

every day are treated to a day out of school. In the past the children 

have had a private screening of a film at Cineworld and most recently 

have gone to ‘Splash’ at Clifton Park. 

 Prize Draw: This year children with 100% attendance for the school year 

are put in to a prize draw to win a Limited edition XBOX with minecraft. 

 Class Prize: The class prize is also run at the end of the school year. 
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After School Clubs: 

 At Hartley Brook we believe children with good attendance should have 

the opportunity to develop their skills and enjoy extra-curricular activities. If 

a child has good attendance 96% or above for the half term they will be 

invited to attend our Tuesday after school clubs. There is arrange of activities 

to choose from these vary from Sport to Sewing, Drama to Cartoon Drawing 

and much more. These run every half term. 

 

 

  

Termly Reward – Circus Sensible Class Reward – Picnic & Bowling Trip 

Termly Reward – Oreo & Friends 

Weekly Class Rewards 
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Raising the profile of Attendance: 

Newsletters & Communications 
 

Newsletters are sent out to parents every term and include information such 

as; 

 Up to date attendance data. 

 Up and coming events and rewards in school for good attendance. 

 Information on how to improve your child’s attendance. 

 Legal updates and information. 

 

These are distributed to every child in the school and are also put on our 

school website. 

 

Attendance Registration Certificates (Colour Coded) 

 These are given out and discussed with parents at parents evenings. The 

colour paper used depends on the pupil’s attendance, the attendance 

diamond is used for this. 

 

Website 

 The website is updated each week on our school’s weekly attendance 

and also the class winners for each week. 

 

Posters / Banners 

 We have two banners provided to us by Sheffield City Council –‘Get 

You’re your child to school…every day counts’. One is up on the wall of 

the building outside the school’s main reception and the other on the wall 

in the KS2 yard. 

 Posters are up on the school’s notice board and around the school site, 

including breakfast club. 

 

Attendance Display Boards 

The attendance notice board is located in the KS1 building including an array 

of information and pictures.  

 

 Pictures of past attendance rewards and incentives. 

 Information on new incentives and rewards. 

 Pupils who have had the most improved attendance 

 Which class has the best attendance? 

 Most recent newsletters. 

 

Class Room Displays 

 Each has class has their own attendance cloud somewhere visible in the 

classroom, each week this is updated with their class attendance. The SOL 

diamond is also shown in each classroom. 


