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Ethos

Excellent attendance is the key to ensuring that children and young people have the best life chances and
opportunities. Pupils need to attend regularly to take full advantage of the educational opportunities open to
them. Regular attendance also has a positive impact on children’s well-being and can support the development
of positive attitudes, behaviours and social responsibility. Insistence upon good attendance is an important part
of our safeguarding work. It is the responsibility of school, parents/carers and the pupils to work in partnership to
ensure that all our children and young people receive an appropriate education suitable to their needs: in line
with our school vision of ‘Journeying together with God’. Our approach to attendance is also informed by our core
values: nurture, discover and respect.

Objectives

For parents/carers to support attendance by:
e ensuring that their child attends school regularly.
e contacting school on each day of a child’s absence
e ensuring that their child arrives in school on time.
e ensuring that their child is well prepared for the school day, in uniform and with any necessary
equipment.
e booking holidays and, where possible, medical appointments outside of school time.

For pupils to:
e attend school regularly and punctually.
e arrive with all they need for the school day.

For school to:
e ensure regular, efficient and accurate recording of attendance and punctuality.



make contact with parents/carers when a child is absent and have not contacted school

conduct home visits for safeguarding purposes

notify parents/carers when their child’s attendance levels are nearing and then reach the Persistent
Absence level

communicate with parents/carers when patterns of absence are noted and attendance levels start to
drop towards the Persistent Absence level and offer support

gather pupils’ views on attendance

Responsibilities

Headteacher

To have overall responsibility for championing and improving attendance.

Develop and maintain a whole school culture that promotes the benefits of good attendance.

Ensure there is a clear school attendance policy in place and shared on the school website which all staff,
pupils and parents/carers understand.

To ensure attendance information is part of a report to the Governing Board.

Ensure that attendance and punctuality have a high and positive profile for pupils, parents/carers, staff
and governors.

Attendance Lead

Oversee the school procedures for attendance and punctuality.

Monitor attendance and punctuality on a daily basis, including the management of first day contact; (see
Appendix 1 and 2)

Update data and absence codes in Arbor.

Liaise with BCL and Bramley Cluster, working with the Pastoral and Safeguarding Lead to signpost support
when necessary.

Undertake home visits for some absent pupils: e.g. persistent absentees/vulnerable families/where no
reason has been provided/when the pupil has not been seen for a period of time/when there has been no
contact from the family (see below)

Regularly monitor data to identify patterns and trends and understand which pupils and pupil cohorts to
focus on.
Refer to Children Missing Education Team as required.

Support and work with the pastoral team and class staff on matters of attendance and punctuality.
Maintain and review the school attendance policy in consultation with the Headteacher and governors.
Ensure that attendance and punctuality have a high and positive profile for pupils, parents/carers, staff
and governors.

Provide data analysis results when required.

Liaise with the Attendance Governor and ensure termly meetings prior to the Pupil Support Committee.

Class teachers

Accurately complete online registers at the beginning of each session in accordance with school
procedures.

Encourage children to be regular, punctual attendees.

To communicate any letters, messages from the office/Attendance Lead or verbal messages from
parents/carers verbally or via email, so that absences can be coded correctly.

Check that children arriving after the register has been taken have come through the main door by the
office.



Administrative Staff

Accurately complete admission information and log information about in year transfers and new pupils.
Input data onto Arbor for pupils who arrive late, where planned absences are communicated and any
other relevant communication with parents/carers.

Liaise with alternative provisions to ensure attendance of any children on placement is recorded
accurately.

Governors

To publish attendance statistics as required by government regulations.

Ensure that the attendance policy is adhered to.

To regularly review attendance data at meetings, agree targets for improvement and monitor whether
they are achieved.

Liaise with the Attendance Lead.

Parents/Carers

Ensure their child attends school every day the school is open except when a statutory reason applies.
Notify the school as soon as possible if their child is unexpectedly absent e.g. sickness using appropriate
channels to do this e.g. e-mailing attendance@bsp.leeds.sch.uk, ringing school or using the Arbor app.

Only request leave of absence in exceptional circumstances and do so in advance using the appropriate
paperwork.

Book any medical and dental appointments around the school day where possible, including for
themselves.

The Law

If a child of compulsory school age fails to attend regularly at a school at which they are registered, or at a place
where alternative provision is provided for them, the parents may be guilty of an offence and can be prosecuted
by the local authority (section 444 of the Education Act 1996). A school must report to the DfE absences;
authorised and unauthorised.

Authorised absence includes:

Illness, unless a child is deemed to be a Persistent Absentee and the authorisation will be subject to
approval

medical/dental appointments (where proof is seen of the appointment and an alternative outside of
school hours is not possible)

religious observance

other exceptional circumstances approved by the Headteacher e.g. family bereavement (C code), snow (Y
code).

Unauthorised absence includes:

day off for a birthday

shopping/haircut in school time

looking after a sibling

sleeping in

being absent because a family member in the household is unwell


mailto:attendance@bsp.leeds.sch.uk

Holidays in term time

Schools are not permitted to authorise any requests for children to be taken out of school for a holiday in term
time. Requests for leave can only be granted in exceptional circumstances and a holiday would not normally be
considered exceptional. Any requests for absence should be made in advance using the official form, available
from the school office and our website.

Parents/carers may receive a penalty notice if their child is absent from school without permission, Penalty
notices are issued by Leeds City Council. Penalty notices are set out in “Working Together to Improve School
Attendance’ (DFE, 2026) and are as follows:

e First offence: The first time a Penalty Notice is issued for term time leave or irregular attendance, the
amount will be £160 per parent, per child (if paid within 28 days). This amount will be reduced to £80 per
parent, per child if paid within 21 days.

e Second offence (within 3 years): The second time a penalty notice is issued for term time leave or
irregular attendance, the amount will be £160 per parent, per child (if paid within 28 days).

e Third offence and any further offences (within 3 years): This will not result in a penalty notice and will
instead be presented straight to Magistrates Court. Magistrates Court fines can be up to £2500 per
parent, per child. Cases found guilty in Magistrates Court can show on the parent’s future DBS certificate
due to failure to safeguard a child’s education.

Notifications of absences due to holidays taken in term time are submitted by school to the Local Authority
Attendance Team. Penalty Notices are then issued by this team and any money gained stays with the Local
Authority for the cost of the administrative process.

Home Visits

Home visits form part of our attendance process and as part of our safeguarding policies and procedures.
The safety, welfare and wellbeing of all of our children is paramount and if we deem necessary, we will conduct a
home visit. While this list is not exhaustive, these are the typical reasons we would visit a child’s home:
- If parents/carers have not made contact with school and school are unable to make contact with
parents/carers when a child is absent for a second day
- Ifachildis absent for a third day (absent on the morning of the third day), even if school have been
notified of an absence. This will always be undertaken by school staff as a welfare check in.
- If a pupil is classed as a persistent absentee — below 90%
- If we have safeguarding/child protection concerns
- If there is cause to believe that a child is on holiday and there has been no paperwork shared with school

Procedures for responding to poor punctuality

See Appendix 1 for flow chart setting out procedures and time scales for responding to poor punctuality.
Lateness (see appendix 1)

e KS2 doors open at 8.40am and EYFS/KS1 doors open at 8.45am. These external doors are then closed at
8.55am. If a child arrives after this time, they must go through the main office.
e Once at the office, parents/carers will be asked to explain their reason for lateness.



e Online registers are automatically saved on Arbor. The office take over the administration of the register
for children arriving late from 8.55.

e Achild arriving after the register has been taken but before 9.30 am receives a late mark.

e Where children arrive late after the registers are closed, a note is made in Arbor of the time of arrival.
The children are marked with a ‘U’ code for unauthorised absence for the session.

e  Where children are regularly late, parents/carers will be contacted and asked to come and discuss the
matter with the Attendance Lead. Our link representative from BCL may join/conduct meetings under the
school’s direction.

Rewards and initiatives

e Weekly attendance rewards (presented each week at the end of Monday’s collective worship) include:
o Bronze, Silver and Gold certificates awarded to the classes with the three highest attendance
percentages for the previous week.
A trophy awarded to the class with the highest attendance for the previous.
A child from each class is chosen from the list of 100% attendees from the previous week. These
children receive a small prize and can choose a badge or wristband to wear too.
At the discretion of the Attendance Lead, adjustments are made where the low attendance of a particular
child(ren) impacts on the class attendance percentage.

e There will also be coins awarded to classes in relation to attendance. These coins will be added up over
the course of a half term and the class with the most coins at the end of the half term will receive a prize.
This could include an extra playtime, a film afternoon or a trip to Bramley Park. Coins can be earned in the
following ways:

o Gold award = 10 coins, silver award =5 coins and bronze award = 2 coins
o Acoin earned if all children in the class are on time that day

o Bonus coin days — identified by staff

o A child or class who improves their attendance over the course of a week

e Class name also to be displayed on the attendance boards, on newsletters and on the website.

e Children who achieve 98% attendance or above for the whole academic year to receive a small prize.
Prizes are also given to children who show particular levels of resilience e.g. a child with a medical
condition who comes into school every day that they are able to.

e Pupils with chronic medical conditions will be given shorter, achievable attendance targets according to
their needs. These targets will be set by the Attendance Lead on a case-by-case basis.

e Short term rewards, which are more achievable for all, will be set on an ad-hoc basis.

These rewards and initiatives will be reviewed on a regular basis as to their effectiveness.

Reviewed by B Linton (Deputy Head) — Oct 25
Reviewed by R Esplin (Headteacher) and L Ward (Attendance Lead) — Sept 26



Appendix 1 - Procedure to deal with children who are late to school.

Children to enter school through assigned door — KS2 doors open at
8.40am and EYFS/KS1 doors open at 8.45am. These doors are then
closed at 8.55am.

After 8.55am children are to enter via the front door by the office.

U

Child enters school and go to class.

U

Register automatically saves and teachers do not input onto it after 8.55.

U

CD or BO input lates onto Arbor.

!

9.30am - register closes
LW to check registers are saved and print off [

[ LW back up for this. ]

list of children not in school (N code)
and contacts the families to provide a reason
for absence.

!

9.30 am - LW rings all N codes and ticks against name on the printed list.

U

9.45 am onwards — Determine which children
require a home visit and determine if this needs to
be conducted by school staff. Assign up to 5 home [ DHT is first back up for this. ]
visits to be conducted by BCL clearly citing reason
for home visit and any concerns/questions we may

have.

BO back up for this. ]




Appendix 2 — Absence procedures

What happens if a child is absent from school?

No further action —
unless absence is third
day or more of
absence.

No further action —
unless absence is third
day or more of
absence.

10 unauthorised
absence sessions
(equivalent to 5 days) in
10 school weeks could
lead to fast-track
procedures being
implemented if overall

If a pupil’s attendance
falls below 90%, they
will be required to
meet with the lead
attendance officer and
a support plan is
discussed and agreed.

Further unauthorised
absences may lead to
fast-track procedures
being implemented.

Long-term persistent

Situation | Parent/carer informs School contacts parent/ | School does not receive | A pupil’s absence A pupil’s absence A pupil’s absence is as a
school of a legitimate carer via telephone or a legitimate reason for | means their attendance | means their attendance | result of an
reason for absence, e.g. | email and parent/carer | absence. falls below 93% falls below 90% unauthorised pre-
illness, medical or provides a legitimate regardless of the regardless of reason for | planned absence e.g.
exceptional reason for absence. reason for absence absence (unless there is | holiday.
circumstance via Attendance is above (unless there is a clear a clear medical reason,
message on absence 93% and not of medical reason, a child | a child is on a part time
line, email or Arbor app | concern. is on a part time timetable or
and attendance is timetable or unavoidable
above 93% and not of unavoidable exceptional
concern. exceptional circumstance)
circumstance).
School Absence is marked as Absence is marked as 5 days or more of
response | authorised. authorised. consecutive absence

due to unauthorised
holiday will result in the
issue of a penalty
notice.

If a holiday is less than
5 school days,
attendance will be
monitored and 10
unauthorised absence
sessions (equivalent to
5 days) in 10 school
weeks could lead to
fast-track procedures
being implemented.




attendance is between
70 and 90%.

absenteeism could lead
to prosecution.

What happens if fast-track procedures are implemented?

Fast-track Stage 1:

If a pupil with attendance of more than 70% has 10 or
more unauthorised absences in 10 school weeks
(equivalent to 5 days and NOT unauthorised holidays),
parents/carers will be informed of a 20 school-day
monitoring period.

If the pupil’s attendance improves and there are no
further unauthorised absences, the pupil will be
removed from the fast-track process.

If the pupil’s attendance does not improve then the
process moves to stage 2.

Fast-track Stage 2:

If the Stage 1 20 school-day monitoring period is
failed, either because attendance has not improved or
there are further unauthorised absences, then
parents/carers will be invited to attend a School
Attendance Panel (SAP meeting). During the SAP
meeting a formal support plan will be discussed and
agreed. Attendance will then be monitored for a
further 20 school days. NB the SAP meeting can go
ahead in the absence of a parent/carer attending.

If the pupil’s attendance improves, the support plan
has been followed and there are no further
unauthorised absences, the pupil will be removed
from the fast-track process.

If the pupil’s attendance does not improve then the
process moves to stage 3.

Fast-track Stage 3:

If the Stage 2 20 school-day monitoring period is
failed, either because attendance has not improved or
there are further unauthorised absences, then
parents/carers could receive a Fast-track Penalty
Notice and fine of £80 per parent, per child if paid
within 21 days. If paid between days 22 and 28, the
fine doubles to £160 per parent, per child.

Parents/ carers will continue to be expected to follow
the support plan, which will be reviewed and updated
at least half-termly via meetings with the attendance

lead officer.




Appendix 3 — Impact of Missing School Over Time

Attendance during Equals days Which is Which means the | Absences over 5
one school year absent approximately weeks | number of lessons | years
absent missed
95% 9 Days 2 Weeks 50 Lessons Y% Year
90% 19 Days 4 Weeks 100 Lessons % Year
80% 38 Days 8 Weeks 200 Lessons 1 Year
70% 57 Days 11 % Weeks 288 Lessons 1% Year
60% 80 Days 16 Weeks 400 Lessons 2 Years
50% 100 Days 20 Weeks 500 Lessons 2% Years




