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Our Vision 

"Growing together with love, courage and joy." 

At Idle CE Primary School, we believe that excellent attendance is fundamental to 

academic achievement, personal development, wellbeing and safeguarding. Guided by 

our Christian vision, we are committed to working in partnership with families to ensure 

that every child attends school regularly, feels a sense of belonging and is supported to 

overcome any barriers to attendance. 

We recognise that attendance is everyone's responsibility and that the best outcomes are 

achieved when school, families and external agencies work together. 

1. Purpose 

This policy aims to: 

• Promote excellent attendance for all pupils. 

• Ensure pupils attend school regularly and punctually. 

• Identify attendance concerns at the earliest opportunity. 

• Work in partnership with families to remove barriers to attendance. 

• Support vulnerable pupils and families. 

• Fulfil statutory attendance responsibilities. 

• Safeguard pupils through effective attendance monitoring and intervention. 

2. Legislative Framework 

This policy is based on: 

• Working Together to Improve School Attendance (July 2026). 

• Keeping Children Safe in Education 2026. 

• Education Act 1996. 

• Children Act 1989 and 2004. 

• Bradford Local Authority Attendance Procedures. 

Attendance is everyone's responsibility and schools are expected to work with families 

and external agencies to improve attendance and remove barriers to learning. 

3. School Day 

Start of the School Day 

9.00am 

End of the School Day 

3.30pm 

Pupils are expected to attend school every day and arrive on time unless absence is 

unavoidable. 



Registers are legal documents and will be completed in accordance with statutory 

requirements. 

4. Punctuality and Lateness 

Arriving at school on time is essential for pupils' learning, wellbeing and successful 

transition into the school day. 

Parents/carers are responsible for ensuring that their child arrives at school on time each 

day. 

Registration 

• The school operates a staggered start between 9.00am and 9.10am. 

• Pupils arriving between 9.00am and 9.10am will be recorded as present. 

• Registration closes at 9.10am. 

• Pupils arriving after 9.10am will receive a late mark. 

• Pupils arriving significantly after the register has closed may receive an unauthorised 

absence mark in accordance with statutory attendance guidance. 

Monitoring Lateness 

The school monitors lateness closely and recognises that persistent lateness can have a 

significant impact on learning and attendance. 

Where concerns arise: 

• Lateness will be monitored by the Attendance Lead. 

• Parents/carers may be contacted to discuss concerns. 

• Support will be offered where appropriate. 

• Persistent lateness may result in attendance meetings and further intervention. 

Support for Families 

The school recognises that there may be barriers affecting punctuality and will work with 

families to identify solutions and provide support where required. 

5. Roles and Responsibilities 

Headteacher 

The Headteacher will: 

• Promote a culture of excellent attendance. 

• Ensure attendance procedures are implemented consistently. 

• Monitor attendance data and trends. 

• Ensure attendance concerns are addressed promptly. 

• Work with external agencies where required. 

Attendance Lead 



Attendance Lead will: 

• Monitor attendance daily. 

• Identify concerns and attendance trends. 

• Work directly with families to improve attendance. 

• Coordinate attendance support and intervention. 

• Liaise with Bradford Attendance Services and external agencies. 

• Maintain attendance records. 

Parents and Carers 

Parents/carers are responsible for: 

• Ensuring their child attends school regularly. 

• Ensuring their child arrives punctually. 

• Informing school of absences promptly. 

• Working in partnership with school to improve attendance. 

• Avoiding unnecessary absences wherever possible. 

Pupils 

Pupils are expected to: 

• Attend school every day. 

• Arrive on time. 

• Engage positively with support offered by the school. 

• Work with staff to overcome barriers to attendance. 

6. Reporting Absence 

Parents/carers must notify the school on the first day of absence and on each subsequent 

day unless a longer absence has already been agreed. 

Absences should be reported before 9.15am. After this time, calls home will be made. 

Parents/carers should provide: 

• The reason for absence. 

• The expected date of return where known. 

Medical evidence will only be requested where appropriate and in accordance with 

attendance guidance. However, all medical, hospital and dental appointments taking 

place during the school day must be supported by confirmation of the appointment. 

Evidence should be sent to the school office via email. Where confirmation is not 

provided, the absence may be recorded as unauthorised unless sufficient evidence is 

subsequently received. 

Parents/carers should arrange appointments outside school hours wherever possible. 

7. First Day Response and Home Visits 



Where a pupil is absent and the school has not received an explanation: 

• The school will attempt to contact parents/carers. 

• The school may contact emergency contacts where necessary. 

• Safeguarding concerns will be escalated appropriately. 

• A welfare visit may be conducted. 

Reception Pupils 

Due to the age and vulnerability of Reception children: 

• If no contact has been received by 10.00am, the school may undertake a welfare 

visit following attempted telephone contact. 

• Where there has been no contact from parents/carers and the child remains 

absent on a second consecutive day, a further welfare visit may take place. 

• Further safeguarding action may be taken where appropriate. 

Home visits may be completed by members of the Senior Leadership Team, Attendance 

Lead and/or Safeguarding Team. The purpose of the visit is to establish contact with the 

family, ensure the welfare of the child and offer support where necessary. 

The school reserves the right to complete a welfare visit for any pupil in school where 

safeguarding concerns exist. 

8. Attendance Monitoring 

Attendance is monitored daily and reviewed regularly by the Attendance Lead, 

Headteacher and Safeguarding Team. 

Attendance data is analysed to identify: 

• Attendance concerns. 

• Persistent absence. 

• Severe absence. 

• Attendance trends. 

• Vulnerable groups. 

• Emerging safeguarding concerns. 

• Pupils requiring additional support. 

 

9. Persistent and Severe Absence 

Persistent Absence 

A pupil is considered persistently absent when they miss 10% or more of their possible 

sessions. 

Severe Absence 

A pupil is considered severely absent when they miss 50% or more of their possible sessions.  



The school will not wait until pupils become persistently absent before intervening and 

offering support. 

10. Attendance Support and Intervention 

Where attendance concerns arise, the school will adopt a graduated response. 

Stage 1 – Monitor and Support 

• Attendance concern identified via close monitoring 

- If a child’s attendance drops to 92%, a first letter is sent reminding parents of the 

importance of attending school. 

- If attendance falls below 90%, a second letter is sent to identify any underlying 

reasons for the decline in attendance. A monitoring period of four weeks will follow. 

• Letter sent to parents to inform them that their child’s attendance must improve. 

• Support offered where appropriate. 

Stage 2 – Attendance Meeting 

Where attendance concerns continue (attendance does not improve or continues to 

decline during the 4 week monitoring period): 

• Parents/carers will be invited to a formal attendance meeting via the second letter. 

• Attendance targets will be agreed. 

• An attendance support plan may be implemented. 

Stage 3 – Multi-Agency Support 

Where attendance still does not improve or continues to decline: 

• Regular communication will take place with the Local Authority Attendance 

Officer. 

• Family Help services may be involved. 

• Bradford Attendance Services may be consulted. 

• Additional support and intervention will be explored. 

• Other agencies may be involved where appropriate. 

Stage 4 – Legal Intervention 

Where support has not been successful or engagement is poor: 

• Legal interventions may be considered by the Local Authority in accordance with 

statutory guidance and Bradford attendance procedures.  

Please see the school’s Attendance Strategy 2026-2027 for further information on school 

support each week, half term, term and annually. This is in appendix A. 

Appendix B breaks down the school’s attendance procedure even further. 

11. Medical Appointments 



Parents/carers should arrange appointments outside school hours wherever possible. 

Where appointments must take place during the school day: 

• Confirmation of the appointment must be provided to the school office via email. 

• Pupils should attend school before and/or after the appointment wherever possible. 

• Any absence will be recorded using the appropriate attendance code in line with 

statutory guidance.  

• Extended periods of absence before and / or after appointments may be recorded 

as ‘unauthorised’. 

• The school may request further information if attendance is already a concern (less 

than 90%). 

The school recognises that pupils may occasionally need to attend medical, hospital, 

dental or specialist appointments during the school day and will work with families to 

minimise the impact on learning. 

12. Leave of Absence During Term Time 

There is no automatic entitlement to leave of absence during term time. 

Leave of absence will only be authorised in exceptional circumstances. No holidays 

during term time will be authorised by the Headteacher. 

Requests must: 

• Be made in advance. 

• Be submitted using the local authorities Leave of Absence Request Form: Term-Time 

Child/children Absence Request Form 

• Be authorised by the Headteacher. 

Unauthorised leave may result in referral to the Local Authority for consideration of legal 

action. 

13. Attendance and Safeguarding 

Poor attendance may be an indicator of safeguarding concerns. 

The school will pay particular attention to pupils who: 

• Have a social worker. 

• Are looked after or previously looked after. 

• Have SEND. 

• Have medical needs. 

• Are experiencing mental health difficulties. 

• Are young carers. 

• Are subject to safeguarding plans. 

• Are at risk of becoming children missing education. 

https://onlineforms.bradford.gov.uk/ufs/SchoolLeaveRequest.eb?ebd=0&ebz=1_1784658541520
https://onlineforms.bradford.gov.uk/ufs/SchoolLeaveRequest.eb?ebd=0&ebz=1_1784658541520


Attendance concerns will always be considered alongside wider safeguarding 

information and concerns. 

14. Attendance and Illness 

The school recognises that pupils will sometimes be absent due to genuine illness. 

The school will: 

• Work sensitively with families. 

• Avoid unnecessary requests for medical evidence. 

• Support pupils returning after illness. 

• Work with health professionals where appropriate. 

Where absence due to illness becomes prolonged or frequent, the school may meet with 

families to consider appropriate support and reasonable adjustments. 

15. Attendance Information for Parents 

 

 

 

 

 

 

 

Did you know? 

Being only a few minutes late each day can have a significant impact on a child's 

education. A child who arrives 15 minutes late every day could miss the equivalent of 10 

school days of learning over the course of a year. 

Good attendance and punctuality are essential for children's academic progress, 

wellbeing and sense of belonging. Please help us by ensuring your child arrives at school 

on time every day. 

16. Record Keeping 

The school will: 

• Maintain accurate attendance registers. 

• Keep attendance records in accordance with statutory requirements. 

• Record attendance using authorised attendance codes. 

• Maintain records of attendance meetings, interventions and support plans. 

• Record attendance information using Arbor and CPOMS. 



Record attendance concerns, safeguarding concerns and attendance interventions on 

CPOMS where appropriate. 

The school will communicate regularly with Bradford Local Authority Attendance Services 

and other relevant agencies where attendance concerns are identified. 

Attendance information will be reviewed regularly by the Headteacher, Attendance 

Lead and Safeguarding Team to identify trends, barriers to attendance and pupils 

requiring additional support. 

17. Monitoring and Review 

This policy will be reviewed annually or sooner if: 

• Legislation changes. 

• National guidance changes. 

• Local Authority procedures change. 

• School attendance data identifies a need for review. 

• A significant safeguarding or attendance concern occurs. 

Related Policies 

• Safeguarding and Child Protection Policy 

• Behaviour Policy 

• Supporting Pupils with Medical Conditions Policy 

• SEND Policy 

• Communication Policy 

• Children Missing Education Procedures 

• First Aid Policy 

Appendix A: Idle CE Primary School, Attendance Strategy 2026-2027 

Priorities 

1. Reducing Persistent Absentees 

• The school is committed to reducing the number of persistent absentees by 

implementing proactive measures and interventions aimed at improving overall 

attendance rates. 

2. Improving Daily Punctuality 

• Every effort is made to ensure that all children are punctual on a daily basis, 

recognizing the importance of starting the school day on time for both learning and 

routine. 

• The school aspires to achieve attendance of 96% or above. 

3. Supporting Families  



• The school actively works with and supports families to improve attendance, 

offering guidance, resources, and interventions to help overcome any barriers to 

regular school attendance. 

Weekly: 

• A high priority is placed on attendance and punctuality to ensure that children 

consistently attend school and arrive on time, fostering a strong learning environment. 

• ‘Soft starts’ are provided where appropriate to ensure children are supported to start 

their day at school with regulation and allow staff to check-in with vulnerable children.  

• Weekly attendance data is displayed on the Headteacher’s weekly newsletter. 

• The school tracks and monitors attendance patterns, including lateness and absences, to 

identify trends and intervene where necessary. This data is shared by the Inclusion Team 

with SLT weekly.  

• Following weekly tracking meetings, a letter is sent to parents of children whose 

attendance falls below 92%, informing them of the concern and outlining the 

importance of improving attendance. 

• For any vulnerable child or a family with a social worker, a home visit will be conducted 

on Day 1 of an unexplained absence to ensure the child’s welfare. 

• Absences are recorded as unauthorised if no reason is provided or if there is no prior 

authorisation given for holidays during term time. 

• Home visits are also conducted, where possible, following any 3-day absence to ensure 

the child’s well-being and address any attendance barriers. 

Half Termly: 

• For children whose attendance does not improve following initial communication, 

meetings are arranged to offer support, discuss any challenges and develop strategies to 

address the issue. 

• A letter of recognition is sent to parents when there is a significant improvement in their 

child's attendance or punctuality, encouraging continued progress and reinforcing 

positive behaviour.  

• The school communicates regularly with the Attendance Team in the local authority to 

share best practices, discuss attendance data and collaborate on strategies to improve 

attendance across the wider community. 

Termly: 

• Children who demonstrate improved attendance, resilience and commitment to 

attending school will be recognised through the school's values and celebration systems. 

• Attendance will be a key discussion point during learning review meetings, ensuring that 

academic progress is considered alongside attendance data. 

• Regular meetings with the Attendance Officer from the Local Authority will be 

conducted to discuss families of priority concern, ensuring that appropriate interventions 

and support are in place. 

Yearly: 

• Children who demonstrate improved attendance, resilience and commitment to 

attending school will be recognised through the school's values and celebration systems. 

 

 

 

 

Appendix B – Attendance Procedures 2026-2027 



Daily/Weekly: 

Attendance and 

Safeguarding Procedures 

 

Half Termly/Termly: 

Attendance Monitoring and 

Parent Engagement  

Ongoing: 

Attendance and Lateness 

Monitoring 

 

Morning Registers 

• All class registers must 

be taken promptly at 

9:10AM each day. 

Absence Monitoring and 

Parent Communication 

• If a child is absent and 

no reason has been 

provided by the 

parent, the school will 

attempt to contact 

them via telephone 

from 9:15am. 

• For children in EYFS or 

where there are 

safeguarding 

concerns, a home visit 

will be conducted if 

there is no response 

from parents by 10am. 

• For all other children, if 

no reason for absence 

is provided by day 2, a 

home visit will be 

arranged. 

• In cases of frequent 

absences, the 

Attendance Team 

reserves the right to 

conduct a home visit 

before the 3-day 

period if deemed 

necessary. 

• Any absences without 

reason will be recorded 

as unauthorised at the 

end of each day if no 

contact is made with 

parents. 

Safeguarding Measures 

• If there is no contact 

with parents and the 

school identifies a 

potential safeguarding 

risk, a police welfare 

check may be 

requested. 

Term Dates and Holiday 

Scheduling 

• The school ensures that 

term dates and training 

days are 

communicated to 

parents as early as 

possible to encourage 

family holidays to be 

taken during school 

holidays, rather than 

term time. 

Attendance Monitoring for 

Children Below 90% 

• If there is no 

improvement in 

attendance after the 

initial four-week 

monitoring period, the 

attendance team will 

speak with the family to 

address concerns and 

offer support via a 

face-to-face meeting. 

• If attendance does not 

improve, a further 

meeting will be 

arranged to discuss 

further interventions, 

complete an 

attendance contract 

and to offer support. 

Governors 

• Attendance data is 

reviewed and 

discussed by governors 

throughout the year. 

• The school’s approach 

to attendance is also 

included in the 

Headteacher’s report 

at governing body 

meetings. 

Unauthorised Absences 

• Any child with 10 or 

more unauthorised 

Attendance and Lateness 

Tracking 

• Attendance and 

lateness patterns of all 

children, as well as key 

groups within the 

school, are closely 

monitored on a regular 

basis to identify any 

areas of concern. 

Meetings for Persistent 

Absentees 

• For children identified 

as persistent absentees, 

meetings with parents 

are held to discuss and 

identify barriers to 

regular attendance. 

• These meetings are 

recorded on CPOMS to 

ensure accurate 

documentation and 

follow-up actions. 

Internal Attendance 

Monitoring 

• Regular attendance 

meetings are 

conducted between 

key staff members to 

review and address 

attendance concerns 

across the school. 

Cluster Support 

• The school participates 

in regular attendance 

meetings with the local 

authority to share best 

practices and 

collaborate on 

strategies for improving 

attendance across the 

community. 

Collaboration with the Local 

Authority 



• Parents may not always 

be notified of 

impending home visits 

to ensure the welfare 

of the child. 

Support for Returning Pupils 

• Upon the child's return 

to school, if no reason 

for the absence was 

provided, the Inclusion 

Team will conduct a 

catch-up session with 

the pupil. 

Attendance Tracking and 

Follow-Up 

• Attendance rates for 

students falling below 

90% or showing 

consistent lateness, will 

be tracked on a 

weekly basis.  

• If a child’s attendance 

begins to fall towards 

90%, a letter will be sent 

to parents. This will offer 

support should they 

need it and make 

parents aware that 

their child’s 

attendance must 

improve. 

• Any concerns related 

to attendance or 

safeguarding will be 

documented on 

CPOMS (Child 

Protection Online 

Monitoring System). 

 

Attendance Monitoring for 

Children Below 90% 

• If a child's attendance 

falls below 90%, a 

second letter will be 

sent to parents to 

identify any underlying 

reasons for the decline 

in attendance. 

• A monitoring period of 

four weeks will follow. 

 

absences within a 12-

week period will be 

referred to the 

Attendance Team in 

the local authority for 

additional support and 

intervention. 

Lateness Monitoring 

• Lateness is monitored 

daily but is 

communicated to 

parents at the end of 

the year, unless a child 

has an increase of late 

marks. 

• If a child records 6 or 

more late marks, a 

letter will be sent to 

parents informing them 

of the concern and 

offering support. 

Non-Engagement and Further 

Actions 

• In cases where a family 

is not engaging with 

the school to address 

attendance concerns, 

the school will liaise with 

the Attendance Team 

at Bradford 

Metropolitan District 

Council or further 

support and action. 

 

 

• Ongoing conversations 

and collaboration with 

the Local Authority are 

maintained to ensure 

the best possible 

support for improving 

school attendance and 

addressing persistent 

issues. 



Communication and 

Reporting 

• Attendance data will 

be shared through the 

Headteacher’s weekly 

newsletter. 

• Reports to SLT (Senior 

Leadership Team) will 

be made regularly, 

with attendance-

related supervision 

taking place each 

fortnight with members 

of the Attendance 

Team, Inclusion Team 

and the Senior 

Leadership Team. 

 

 

 

 


