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EVERYONE’S RESPONSIBILITY EVERYONE’S RESPONSIBILITY 
ATTENDANCE IS ATTENDANCE IS 

AT THE FLYING HIGH ACADEMY LADYBROOK (FHAL) OUR CORE VALUE OF ‘CARE’ IS AT THE HEART OF EVERYTHING WE DO. 
WE LISTEN, UNDERSTAND, EMPATHISE AND SUPPORT TO ENSURE GOOD ATTENDANCE IS DEEPLY VALUED.

OUR CHARTER OUR CHARTER 

GOING TO SCHOOL REGULARLY IS VERY IMPORTANT TO YOUR CHILD’S FUTURE. BY
MAINTAINING GOOD, EARLY HABITS WITH ATTENDANCE, YOUR CHILD IS MORE LIKELY TO:
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You might hear me over the phone
or be greeted by me in the school

office. You might see me supporting
Mrs Archer when visiting homes or
supporting other attendance team

members during attendance meetings.
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Child and Family Support Worker

Deputy Attendance Champion

We’re not scary, we promise!

You will spot us on the
gate, most mornings,

welcoming children into
school whilst enjoying
our favourite tunes!

You will see me on the gate, most
mornings, with Miss Scarborough and Mrs
Gerrard. You might also see me supporting
Mrs Adams on home visits, where we visit
children to check all is safe and well - it’s
routine for us to visit if a child has been

off school for 3 days or if we haven’t heard
from a child’s parent or carer on day one
of an absence. I also support Miss Rose in
attendance meetings. 

Where might you 
see us?
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HeadteacherHeadteacher

Deputy HeadteacherDeputy Headteacher

Attendance Officer and Attendance
Champion

Attendance Officer and Attendance
Champion





Mrs Adams
Attendance Officer and Attendance Champion

My responsibilities are:
To check class registers on a daily basis
To liaise with the office staff regarding any pupils who are absent and who have not let the school know why
To meet weekly with the Senior Attendance Champion to review attendance data and to arrange internal attendance
meetings/ referrals, as appropriate
To work closely with the Senior and Deputy Attendance Champions to analyse attendance, identifying trends and
addressing issues
To inform parents/carers by the appropriate means if their child’s attendance falls below the school’s target and to
continue to monitor this, where agreed in the weekly monitoring meetings
To complete relevant paperwork in respect of unauthorised absence and leave of absence, and make referrals to the Local
Authority for consideration of a Penalty Notice or other legal intervention, where appropriate.
To support the tracking of pupils who are persistent absentees
To undertake home visits, with the support of the Child and Family Support Worker, as and when required to support
parents/carers with any issues regarding attendance

Mrs Archer
Deputy Attendance Champion        Children and Family Support Worker

Deputy Designated Safeguarding Officer          PDBW Senior Leader
My responsibilities are: 

To join the weekly attendance meetings with the Attendance Officer and Senior Attendance Champion in order to identify
potential safeguarding concerns or barriers that may be affecting attendance
To make further links with parents/carers through greeting on the gate each morning and afternoon
To work proactively to identify and remove children's barriers to attending school through organising and supporting weekly
pastoral group sessions.
To lead supportive groups for parents and carers where issues and support can be discussed in an open and safe space.
To greet children that arrive late and discuss with parents the barrier that has caused this
To join attendance meetings with the Senior Attendance Champion, when appropriate, to offer more targeted support in
removing barriers to attending school
To undertake home visits, with the support of the Attendance Officer, as and when required
To complete risk assessments in a swift manner for children that need them so that the time out of school is reduced as much as
possible, with support of the SENCo team

Miss Rose
Senior Attendance Champion         Inclusion Leader

 
My responsibilities are:

To lead, champion and improve attendance across the school, ensuring attendance remains a key part of the school's wider
approach to inclusion.
To set a clear vision and high expectations for improving and maintaining good attendance for all pupils.
To have strategic oversight of attendance and absence data, regularly analysing patterns, trends and the attendance of
individual pupils and vulnerable groups.
To evaluate the effectiveness of the school's attendance systems, processes and interventions and ensure these are consistently
implemented by all staff.
To work closely with the Attendance Officer, Deputy Attendance Champion, Deputy Headteacher and Headteacher to identify
attendance priorities and agree appropriate action.
To identify pupils and families who require additional support and ensure barriers to attendance are understood and addressed
through appropriate, individualised support.
To oversee the school's graduated response to attendance concerns, ensuring support is offered early and statutory processes
are followed where appropriate.
To build positive and productive relationships with pupils and parents/carers to understand and address barriers to attendance.
To coordinate support with relevant external agencies and the Local Authority where additional or specialist support is required.
To oversee attendance support plans, reintegration plans and, where appropriate, temporary part-time timetables, ensuring
these are regularly reviewed and focused on a return to full-time attendance as soon as possible.
To ensure attendance concerns are considered alongside wider safeguarding, SEND, medical, pastoral and disadvantage
needs.
To report regularly to the Headteacher, SLT and Governing Body on attendance, emerging trends, vulnerable groups and the
impact of attendance improvement work.



Mrs Newton
 Pastoral Leader & SENCo Assistant

My responsibilities are:
To support the removal or reduction of attendance barriers for children with special educational needs and/or disabilities,
working closely with the Inclusion Lead and wider attendance team.
To provide pastoral support for children where emotional, social or other individual needs may be affecting their
attendance or successful engagement with school.
To contribute to attendance meetings, where appropriate, providing SEND and pastoral knowledge to help identify barriers
and appropriate support.
To support smooth transitions for children with additional needs to ensure they have a positive start at FHAL and when
transitioning to future settings.
To support the completion and review of appropriate risk assessments and individual support arrangements so that barriers
to attending school are reduced wherever possible.
To support staff in understanding and responding to SEND, medical or pastoral needs that may affect a child's attendance.
To work alongside the Inclusion Lead, Child and Family Support Worker, parents/carers and other professionals to ensure
support is coordinated around the individual needs of the child.

Miss Scarborough
Headteacher

 
My responsibilities are:

To have overall responsibility for the implementation of the school's Attendance Policy and ensure attendance remains a whole-
school priority.
To promote a culture in which high attendance is expected, valued and understood as everyone's responsibility.
To provide strategic oversight and challenge to the Senior Attendance Champion, ensuring attendance priorities, systems and
interventions are effective.
To regularly review whole-school attendance data, including trends, persistent and severe absence and the attendance of
vulnerable groups.
To ensure the Senior Attendance Champion and wider attendance team have sufficient capacity, resources and support to fulfil
their roles effectively.
To ensure attendance is considered alongside safeguarding, inclusion, behaviour, achievement and wider school improvement
priorities.
To work with the Senior Attendance Champion and Deputy Headteacher on complex cases and significant decisions where
senior leadership involvement is required.
To report to and work with the Governing Body to ensure appropriate oversight, support and challenge around attendance.

Mrs Gerrard
Deputy Headteacher

My responsibilities are: 
To support the Headteacher and Senior Attendance Champion in maintaining high expectations for attendance across the
school.
To provide senior leadership oversight and challenge around attendance, supporting the evaluation of whole-school attendance
systems and practice.
To work with the Senior Attendance Champion to review attendance data, identify emerging trends and consider where further
action or support may be required.
To support the Senior Attendance Champion with complex attendance cases and meetings where senior leadership involvement
is appropriate.
To ensure attendance remains closely connected to safeguarding, behaviour, teaching and learning and wider school
improvement.
To support staff in consistently implementing the school's attendance expectations and procedures.
To deputise for the Headteacher in relation to attendance matters where appropriate.
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To ensure their child / children attend school regularly and are only absent for
reasons that can be authorised
To organise holidays during the school holidays, not in term time
To arrange appointments outside school hours, wherever possible, and to
inform the school in advance of any appointments during school time
To inform the school by telephone on the morning of the first day of absence
To keep the school regularly updated where there is extended absence due
to illness or other reason and the likely return date, as soon as possible
To ensure that the school has updated telephone contact numbers so that
contact can be made quickly in an emergency or if there is an unexplained
absence from school
Ensure children arrive at school on time, in uniform and ready to learn

To ensure registers
are completed at the
start of the morning
and afternoon
sessions
To ensure positive
attendance is
promoted and
encouraged within
the class and through
daily contact with
parents
Teachers to monitor
the attendance of
children in their own
class and offer
support to parents
swiftly in order to
remove barriers·To ensure the safe arrival and

departure of any children during
school hours
·To pass on messages from parents
and carers to the appropriate staff
member
Take calls from parents/carers about
absence on a day-to-day basis and
record it on the school system
Transfer calls from parents/carers to
the Deputy Attendance Champion,
where appropriate, to provide them
with more detailed support on
attendance

To work closely with the Attendance Officer and
Champions to analyse attendance, identifying trends
and addressing issues
To identify and monitor vulnerable groups and families,
including young carers, and work with the Senior
Attendance Champion, relevant staff and external
agencies to understand individual circumstances and
remove barriers to attendance. Appropriate,
individualised support will be provided where needed,
recognising that some children and families may
require additional support to attend school regularly.
To ensure positive attendance and whole school
expectations are promoted and communicated.

To support the school in
the implementation of
the Attendance Policy
and ensure statutory
requirements are met,
including the School
Attendance (Pupil
Registration) (England)
Regulations 2024 and
the Department for
Education's statutory
guidance, Working
Together to Improve
School Attendance
(updated July 2026).
To gather pupil voice
and support pastoral
attendance groups

To support the school
by participating in
liaison meetings as
appropriate
To support the school
as appropriate in any
relevant initiatives
We follow the
Department for
Education's statutory
attendance guidance
and Nottinghamshire
County Council's
current attendance
guidance and
procedures.
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