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Section 1: Introduction, Ethos and Background 

This policy sets out the procedures through which we seek to raise attendance, improve punctuality and, 
as a consequence, raise levels of achievement. 

This policy has due regard to legislation and statutory guidance, including, but not limited to, the 
following: 

 Education Act 1996 

 Equality Act 2010 

 Education (Pupil Registration) (England) Regulations 2006 (as amended) 

 Children (Performance and Activities) (England) Regulations 2014 

 Children and Young Persons Act 1963 

 DFE (2020) ‘School attendance’ (updated) 

 DFE (2015) ‘Child performance and activities licensing legislation in England’ 

 DFE (2020) ‘Keeping children safe in education’ (updated) 

 DFE (2016) ‘Children missing education’ 

 DFE (2020) ‘Improving school attendance’ 

We believe that there is a clear link between attendance and positive outcomes for children and young 
people. Research findings and learning from best practice shows that: 

 Students must attend regularly to achieve their full potential 

 Students who miss out on school can feel vulnerable and left behind  

 Leave in term time is disruptive and can seriously affect a child’s education  

 Students who consistently miss 17+ days in a school year lose one full grade in their GCSEs  

The following shows the link between % attendance at school and number of days absent:  

 98% = Fewer than 4 days absent in one school year  

 95% = Fewer than 10 days absent in one school year 

 90% = 4 weeks (20 days) absent in one school year 

 85% = 5½ weeks (28 days) absent in one school year 

 80% = 7½ weeks (38 days) absent in one school year 

Over a period of 5 school years, students with an average attendance of 85‐90% will have missed half a 
school year of education while students with an average attendance of 80% over the same period will 
have missed a whole school year.  

Our aim is to therefore encourage full attendance for all students at All Saints’ CE Primary School.   

We do this by:  

 Creating a warm and welcoming environment  

 Ensuring that students feel safe at all times 

 Developing a strong sense of citizenship within our students 

 Offering a curriculum that engages and inspires 

 Ensuring high quality teaching at all times 

 Encouraging, praising and celebrating achievement and success 
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This policy outlines the process by which parents/carers can request leave under exceptional 
circumstances for their child/ren. In addition, this policy provides clear procedures regarding absence 
through illness and the school’s response to illness and absence. This policy follows the latest 
Government legislation and guidelines and Bradford Metropolitan Council Attendance Policy. 

Section 2: Safeguarding 

A child may be at risk of harm if they do not attend school regularly. Safeguarding the interests of each 
child is everyone’s responsibility and within the context of this school, promoting the welfare and life 
opportunities for children encompasses:  

 Attendance 

 Behaviour Management 

 Health & Safety 

 Access to the Curriculum 

 Anti-bullying 

 Children Missing Education 

Failing to attend school on a regular basis will be considered as a safeguarding matter.  

Section 3: Roles and Responsibilities 

At All Saints’ CE Primary School, we are clear that helping to create a pattern of regular attendance is 
everybody’s responsibility.  By working in partnership with parents, carers, students and other 
professionals, we seek to ensure every child has an attendance that meets or exceeds the All Saints’ 
School target of 97%. Outlined below are the roles and responsibilities of key staff within school and how 
they will help to ensure this target is achieved:  

Headteacher  

The Headteacher will provide a strategic lead throughout the school by line managing key members of 
attendance staff, supporting other school leaders in the effective deployment of resources, ensuring 
compliance with the policy outlined and having oversight of cases that are being prepared for formal 
prosecution. The Headteacher will also be responsible for data analysis and reporting to the Senior 
Leadership Team and Governing Body.  

Phase Leaders 

Phase Leaders will have an overview of attendance and priorities within their key stage. Alongside the 
Headteacher and Deputy Head, they will be instrumental in identifying attendance trends for both 
individuals and cohorts of students. Alongside this, Phase Leaders will be responsible for identifying 
barriers to attendance and will develop and implement strategies to help students overcome these 
barriers. Phase Leaders will be integral in ensuring attendance remains a priority for staff and children 
within their phase and will do so through regular communication, sharing of data, supporting difficult 
cases and rewarding excellent attendance as well as improvement.  
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Teachers 

It is the class teacher’s responsibility to ensure the register is done within the first ten minutes of each 
morning and afternoon session via SIMS. Class teachers will support the Phase Leader in using data to 
identify concerns, recognise barriers to attendance and plan to overcome them. Phase teams will work 
directly with students and parents to assess and review attendance, set targets, complete attendance 
trackers and review progress where necessary. Teachers will also be integral in supporting and 
challenging students with poor punctuality. Teachers and Phase Leaders will be involved in the 
communication around attendance to other staff, students and home.  

Office Staff and Attendance Lead 

The Office Staff and Attendance Lead play a critical role in the management of absence through illness, 
leave or other means. They are the key point of contact between home and school and will ensure 
contact is made in all cases on the first day of absence.  

Once registers are completed by teachers on SIMS, the Office Staff will verify any anomalies and 
investigate any unknown absences.  In the first instance contact will be attempted with Priority 1 and if 
no answer is given they will proceed to work down the priority list.  If no contact is made the Attendance 
Lead will inform the DSL and a home visit will be actioned. 

It is the responsibility of the Office Staff to ensure that all Leave of Absence forms are completed by 
parents/carers, signed by the Headteacher and recorded and saved on SIMS.  It is also their responsibility 
to ensure that any Penalty Notices are issued accordingly and report children missing in education when 
necessary. 

The signing of pupils in/out of school is also the responsibility of the Office Staff.  The relevant 
information is noted on both class registers and on SIMS. 

The Attendance Lead monitors attendance under 90% on a weekly basis and liaises with the Headteacher 
and Class Teachers to identify any cases which cause concern and may require additional support.  Any 
attendance causing concern (under 90%) is logged weekly on Child Protection Online Management 
System (“CPOMS”). 

Section 4: Supporting Attendance 

In order to support great attendance, we record two attendance sessions a day (AM and PM) and report 
on student attendance at fixed periods throughout the year. Each morning and afternoon, we ensure 
registers are completed and that all children are accounted for as this is a key part of our safeguarding 
protocols. Students who we feel need to improve their attendance will be set targets and supported in 
identifying barriers to attendance and, wherever possible, removing or overcoming these barriers.  

Attendance data will be used to plan for effective strategies, analyse the impact of the school’s work and 
identify priorities and areas for improvement. Data will be used to:  

 Inform Governors of school attendance 

 Monitor individual absence and lateness to both school and parents 

 Identify persistent absentees 
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 Identify any children missing education – follow Bradford procedures for reporting 

 Identify patterns and trends in attendance and punctuality 

 Identify students who should be celebrated for great attendance or significant improvement 

Section 5: Managing Absence 

Term Time Absence and Requests for Leave 

Parents/Carers do not have the right to remove their children from school during term time without prior 
permission and agreement by the Headteacher or those granted that level of authorisation by the 
Headteacher. In the event of exceptional circumstances parents may request leave during term time by 
submitting an Application for Leave of Absence from School form, available on the school website or 
from the school office. Each application will be considered by the Headteacher who will decide whether 
or not the absence is to be authorised and the number of days.  

Application for Leave of Absence from School forms should be submitted at least 14 days prior to 
commencement of leave. 

Fixed Penalty Fines 

Under the latest Government Legislation, local councils and schools can use various legal powers if a child 
is missing school without good reason.  School can give parents: 

 A Parenting Order 

 An Education Supervision Order 

 A School Attendance Order 

 A Penalty Notice/Fine  

Under the Code, Penalty Notices may be issued if:  

 The parents have not sought permission from the Headteacher before taking their child out of 
school for a period of absence in term time.  

 The Headteacher has refused the request but the absence occurs anyway.  

 When a pupil has not returned to school by the agreed date with no satisfactory explanation. 

AND  

 The child is of compulsory school age.  Children become compulsory school age the term after 
their 5th birthday and until the last Friday in June of the academic year their 16th birthday 
falls. 

 Where the absence has been recorded by the school as unauthorised in the attendance 
register on at least 10 sessions (5 school days) of G codes (family holiday - not agreed). 

 Penalty Notices will not be issued for unauthorised leave of absence with less than 10 sessions 
(5 school days) of G codes. 

 Penalty Notices cannot be issued if the parents are known to be out of the country. 

Fines are issued for each parent and each child so, for example, a family of four with two parents and two 
children will be fined a total of £240. The penalty will double if the notice is not paid within 21 working 
days. If it remains unpaid after 28 days from date of issue, it will be passed for prosecution at the 
Magistrates Court 
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School Responses to Absence 

At All Saints’ CE Primary School, we value great attendance and work in close partnership with parents 
and carers to ensure every child is accessing their education. As with every school, and in line with DFE 
guidance, we make a distinction between ‘authorised absence’ and ‘unauthorised absence’. Below are 
some examples of both, but please be aware this list is not exhaustive:  

Authorised Absence Unauthorised absence 

 Medical appointment 

 Family bereavement 

 Religious observance (2 days max) 

 Unexplained absences 

 Family holiday in term time 

 Truancy 

 Birthdays 

Our responses to non-attendance are evidence based and intended to be implemented at the point of 
most impact. Below are the key stages for parents and carers to be aware of:  

95% + Attendance is positive and a cause of celebration  

90% - 95% Attendance is reasonable but could be improved. School will monitor.  

<90% A child with below 90% attendance is considered by the DFE to be a “persistent absentee”.  
Attendance is a concern and the % is recorded on CPOMS. An initial letter outlining the risk 
of persistent absence will be issued unless there is an exceptional circumstance. If 
attendance levels do not improve a second letter is sent requesting a meeting with the 
Headteacher. 

75% - 90%  In the event that attendance is between 75% and 89.9% or if there are ten missed sessions 
over a twelve-week period, the school will undergo a risk assessment and, unless there is 
absolute satisfaction that the absences were unavoidable, school will seek guidance and 
contact Bradford’s Education Welfare Service.  

Although we are aware that there are times absence may be inevitable or unavoidable, we commit to 
undertaking a thorough risk assessment process for cases under 90% to ensure that our decision making 
is fair and consistent.  

COVID-19 

DFE guidelines are followed for any absences that are COVID -19 related. 


