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1. Purpose, ethos and aims
At St Columba's, attendance is rooted in our Catholic mission and our belief that every child is created in the image and likeness of God. Every pupil should be known, loved, welcomed and enabled to flourish. Regular attendance is both a safeguarding priority and the foundation for attainment, wellbeing, belonging and future life chances.
This policy implements the Blessed Christopher Wharton Catholic Academy Trust (BCWCAT) Attendance Policy and incorporates the Inclusive Attendance approach. It balances high expectations with dignity, reasonable adjustment, pastoral care and early, evidence-informed support. Attendance is everyone's responsibility and absence is treated first as a possible sign of unmet need or barriers, not simply as misconduct.
Our aims
create a calm, safe, inclusive school in which pupils want to attend, connect, belong and thrive;
set clear, consistent expectations for attendance and punctuality while recognising individual circumstances;
use accurate data to identify emerging patterns early, including for vulnerable cohorts and young carers;
listen to pupils and families, remove in-school barriers and help families access wider support;
apply a graduated, support-first response and use formal or legal intervention only when appropriate;
meet all duties concerning registers, safeguarding, information sharing and children missing education.
2. Legal and statutory framework
This policy has regard to the Department for Education's statutory guidance Working together to improve school attendance (July 2026). It should be read with the Trust policy and the local authority's current code of conduct for penalty notices.
Education Act 1996, particularly sections 7, 19, 437–447;
Education Act 2002, including section 175;
Education and Inspections Act 2006;
School Attendance (Pupil Registration) (England) Regulations 2024;
Education (Penalty Notices) (England) Regulations 2007, as amended in 2024;
Equality Act 2010 and the duty to make reasonable adjustments;
DfE statutory guidance on children missing education and Keeping Children Safe in Education;
DfE guidance on supporting pupils with medical conditions, education for children unable to attend because of health needs, suspensions and exclusions, alternative provision, remote education and mental health-related attendance difficulties.
For this policy, ‘parent’ has the meaning in education law and includes natural parents, anyone with parental responsibility and anyone who has day-to-day care of the child.
3. Inclusive Attendance: our model of practice
St. Columba’s uses an inclusive, relational and recognition-based approach. Improvement is sustained through professional learning, shared language, consistent routines and annual review of practice. Recognition focuses on effort, improvement, belonging and collective success; it will not stigmatise pupils whose absence is linked to disability, illness, disadvantage, faith observance or other protected or sensitive circumstances.

Multi-tiered system of support
	Tier
	Purpose
	Typical provision

	1 – Universal
	Positive culture and prevention for every pupil
	Warm welcome; clear routines; engaging curriculum; attendance education; accurate registers; regular communication; staff training; sensitive recognition.

	2 – Targeted
	Early help where patterns or barriers emerge
	Named adult; pupil/parent meeting; barrier analysis; reasonable adjustments; short review cycle; mentoring; pastoral/SEND/health support; attendance or reintegration plan.

	3 – Intensive
	Coordinated response to persistent, severe or complex absence
	Senior Attendance Champion oversight; multi-agency plan; local authority support; Early Help/social care where appropriate; formal support or legal intervention when support is unsuccessful, unsuitable or not engaged with.


4. Attendance and punctuality expectations
	Item
	School expectation

	Doors open
	8:45am

	Morning register
	Taken at 8:55am for all pupils; closes at 9:20am

	Afternoon register
	Taken at 12:30pm (EYFS) and 1:00pm (KS1/KS2); closes 20 minutes later

	End of day
	3:00pm

	Unexpected absence
	Parent must notify the school by 8:30 am on day one and on every subsequent day, unless another arrangement is agreed.

	Day-to-day contact
	School office via telephone or Arbor: 01274 681961

	Senior Attendance Champion
	Mrs. Thomas



Pupils arriving after the register is taken but before it closes are recorded as late (L). Arrival after closure is recorded as unauthorised absence (U) unless another absence code properly applies. The school will work with families where lateness is repeated and may escalate where support does not lead to improvement.
5. Roles and responsibilities
Trust Board and BCWCAT
set Trust-wide expectations and ensure consistency, fairness and inclusion;
monitor attendance across schools, share effective practice and provide support and challenge;
ensure schools fulfil statutory duties and appropriately resource attendance improvement.
Local Academy Council
promote attendance through the school's ethos and policies;
hold the Headteacher to account; review whole-school and cohort data, trends, gaps and intervention impact;
ensure staff receive suitable training and pupils with the greatest need are prioritised.
Headteacher and Senior Attendance Champion
lead the attendance strategy and implementation of this policy;
maintain effective systems for prevention, early identification, support, escalation and evaluation;
oversee register accuracy, daily follow-up, data analysis, safeguarding and statutory returns;
work with families, the Trust, local authority and partners; approve leave of absence and any part-time timetable;
ensure SEND, disability, health and equality duties are considered before formal action;
report regularly to the Local Academy Council and Trust.
Attendance staff, office staff and teachers
teachers take accurate registers at the required times and promptly report concerns;
office/attendance staff record reported reasons, complete first-day contact, amend codes lawfully and maintain an audit trail;
all staff welcome pupils, notice changing patterns, listen without judgement, pass safeguarding concerns immediately to the DSL and contribute to agreed plans.
Parents and pupils
parents ensure regular, punctual attendance, notify absence promptly, provide at least two current emergency contacts, avoid appointments in school time where possible and engage with offered support;
pupils attend every day and on time, speak to a trusted adult about barriers and take part in support or reintegration plans appropriate to their age and understanding.
6. Recording attendance and daily safeguarding
The school keeps electronic admission and attendance registers. The attendance register is taken at the start of the first session and once during the second session, at the same time for all pupils in the relevant phase. Each pupil is recorded using the statutory national code as present, attending an approved educational activity, absent, or unable to attend because of an unavoidable cause.
Any amendment retains the original entry and records the amended entry, reason, date, and name and position of the person making it. Attendance register entries are retained for six years from the date made. The school makes the required electronic returns and grants the DfE access to attendance data through its management information system.
Unexpected and unexplained absence
Parents report the reason by 8:30am. The school records the information and decides the correct code; parents do not authorise absence.
If no reason is received, the school contacts the parent via Arbor App Message on the first morning. If no reason is received after this, the school then contacts the parent and emergency contacts on the second morning. Contact continues each day that the absence remains unexplained. If the absence remains unexplained, a home visit will be conducted on the third day of absence.
If contact cannot be made, or risk is indicated, staff consider siblings' schools, known professionals, a welfare/home visit and referral to children's social care or police, proportionate to the circumstances and the pupil's vulnerability.
The reason and correct code are established as soon as possible and no later than five working days after the missed session. Code N is changed once the reason is known; if it remains unknown, code O is used.
All safeguarding decisions and attempts to contact are recorded. Repeated or prolonged absence is reviewed for neglect, exploitation, county lines, mental ill health, domestic abuse and children-missing-education risks.
Illness and medical evidence
Physical or mental illness is normally authorised. Medical evidence is not routinely required. It may be requested only where the school has genuine and reasonable doubt, where absence is prolonged or repeated, or where evidence is needed to identify appropriate support. The school will accept proportionate evidence such as appointment information, prescriptions or correspondence and will not place unnecessary burdens on families. Where evidence is not provided, the school will speak with the family and consider all available information before deciding the code.
7. Leave of absence and other absence
All requests must be made in advance to the Headteacher, preferably at least two school weeks before the proposed absence, using the school's form and with supporting information where relevant. The Headteacher considers every request individually. The school will not operate a blanket policy that automatically grants leave. Retrospective leave cannot normally be granted.
Leave may be granted only in the specific circumstances permitted by the 2024 Regulations: regulated performance or regulated employment abroad; interview; study leave; a temporary part-time timetable; or exceptional circumstances. A family holiday is not an exceptional circumstance and will not normally be authorised. The Headteacher determines whether circumstances are exceptional and, if leave is granted, the number of sessions authorised.
Other authorised reasons may include illness, unavoidable medical or dental appointments, a day exclusively set apart for religious observance by the relevant religious body, travelling for occupational purposes where the statutory conditions are met, and suspension/permanent exclusion where no alternative provision is made. Approved off-site education is recorded using the appropriate attendance code and requires the school to be satisfied about approval, supervision and safeguarding.
8. Supporting attendance: graduated response
The school follows the DfE sequence: expect; monitor; listen and understand; facilitate support; formalise support; enforce. Support becomes more intensive as absence increases. Decisions are child-centred, documented, regularly reviewed and informed by the pupil's voice.
Identify: review attendance, punctuality and contextual information at pupil and cohort level; notice patterns before they become entrenched.
Listen and assess: meet the pupil and parent to understand barriers at home, in school and in the wider community, including bullying, curriculum access, transport, housing, faith, caring responsibilities, health and SEND.
Agree support: remove in-school barriers, make reasonable adjustments, identify a consistent trusted adult and agree actions, owners, measures and a review date.
Coordinate: where needs are wider, work with Early Help, health, SEND, social care, Virtual School, youth justice, housing or the local authority School Attendance Support Team. Do not wait passively for a service; consider interim support.
Formalise: if voluntary support is unsuccessful or not engaged with, consider an attendance contract, Education Supervision Order or Notice to Improve with the local authority.
Enforce: use a penalty notice or prosecution only when lawful and appropriate, after considering support, individual circumstances and Equality Act duties.
Persistent and severe absence
Persistent absence means missing 10% or more of possible sessions. Severe absence means missing 50% or more. Pupils approaching either threshold receive early support; severely absent pupils receive top priority for a jointly owned, multi-agency plan. The DSL is involved whenever absence presents or may present a safeguarding risk.
Mental or physical ill health, SEND and emotionally based barriers
The school will not diagnose or treat emotionally based absence as a disciplinary choice. Staff will work sensitively with pupils, parents, the SENCO, health professionals and other agencies; review whether needs and provision are being met; make reasonable adjustments; and build a time-limited reintegration plan with realistic steps. Where a pupil has an EHC plan and attendance falls, or barriers relate to need, the school will inform the local authority and seek an early review where appropriate.
Part-time timetables and remote education
Every pupil of compulsory school age is entitled to full-time education. A part-time timetable is used only in very exceptional circumstances, as a short-term measure within a plan to return to full-time attendance. It requires Headteacher approval, parent agreement, safeguarding and SEND consideration, a clear end date and at least fortnightly review. The school records agreed non-attendance with code C2. Remote education is used only as a last resort, for a limited period and as part of an agreed reintegration plan; it does not replace the duty to secure suitable education or accurately record attendance.
9. Attendance data, monitoring and improvement
Attendance and punctuality are monitored daily and analysed at least weekly operationally, half-termly strategically, and termly and annually for governance. The school compares its data with national, regional, local authority and Trust data, while considering cohort size and context.
whole school, year group, class and individual pupils; authorised and unauthorised absence; lateness and session patterns;
pupils with SEND/EHC plans, disadvantaged pupils, looked-after and previously looked-after children, pupils with a social worker, young carers, ethnic groups, pupils with English as an additional language and other locally significant cohorts;
pupils at risk of persistent absence, persistently absent or severely absent; repeated, prolonged or unexplained absence and possible safeguarding indicators;
the reach, timeliness and impact of support, including whether gaps between groups are closing and whether adjustments are effective.
Information is shared lawfully and proportionately with the Trust, DfE, local authority, other schools and relevant partners. The Local Academy Council receives a termly report including trends, cohort gaps, barriers, support, legal action, anonymised impact evidence and priorities for improvement.
10. Formal support and legal intervention
The school and local authority use the least intrusive intervention likely to secure improved attendance, while protecting the child's right to education. Options include an attendance contract, Education Supervision Order, parenting order, school attendance order, penalty notice and prosecution. Formal action does not replace continuing support.
National Framework for penalty notices
The national threshold is 10 sessions of unauthorised absence within a rolling period of 10 school weeks. Weeks may span terms and school years, and sessions need not be consecutive.
When the threshold is met, the school must consider whether a penalty notice is appropriate. It is not automatic. The school considers support, whether a Notice to Improve is suitable, whether legal action is likely to change behaviour and any Equality Act obligations.
A first notice to the same parent for the same pupil is £160, reduced to £80 if paid within 21 days; otherwise £160 within 28 days.
A second notice to the same parent for the same pupil within three years is £160, payable within 28 days, with no discounted rate.
A third penalty notice cannot be issued to the same parent for the same pupil within three years of the first; another intervention, including prosecution, must be considered.
Notices are issued and administered in accordance with Bradford local authority's current code of conduct. A Notice to Improve will normally specify a three-to-six-week improvement period, unless support is inappropriate or another exception in the framework applies.
A penalty notice may also be considered if a parent permits a pupil to be in a public place during school hours without reasonable justification during the first five school days of a suspension or permanent exclusion, after the parent has been notified of the duty.
11. Admission register, removal from roll and elective home education
The school maintains the admission register and makes additions and deletions only on a ground permitted by the 2024 Regulations. It must not remove a pupil merely because of non-attendance. Required notifications and returns are made to the local authority, including when a pupil fails to attend on the expected first day, has irregular attendance, is added or deleted at non-standard transition points, or may be missing education.
Parents may choose elective home education, but the school will not encourage it as a solution to attendance, SEND or behaviour difficulties. The Headteacher will offer a meeting to understand the reasons, explain implications and identify support. If a parent confirms in writing that the child will receive education otherwise than at school, the school follows the statutory deletion ground and notifies the local authority. For a pupil at a special school under arrangements made by the local authority, deletion for home education requires the local authority's consent.
12. Child leaving the site without permission
If a child attempts to leave or leaves the site without permission, staff prioritise immediate safety and safeguarding. A senior leader and DSL are alerted; supervision or visual contact is maintained where safe; parents are contacted promptly; and police or other agencies are contacted according to the risk assessment. Staff follow the school's Positive Handling and Safeguarding procedures and do not use physical intervention unless lawful, necessary and proportionate to prevent harm. The incident, decisions and timings are recorded, followed by a supportive return conversation, updated risk assessment and multi-agency or SEND/pastoral planning where needed.
13. Training, communication, policy review and complaints
All staff receive attendance training at induction and regular updates. Staff with specialist attendance roles receive appropriate development in register law, coding, data analysis, inclusive practice, safeguarding and legal intervention. The policy is published on the school website and expectations are communicated in accessible formats.
Concerns should first be raised with the school office or Senior Attendance Champion. Complaints are managed under the Trust complaints policy. This policy is reviewed annually and sooner following a material change in law, DfE guidance, Trust policy or local arrangements. Approval rests with the Local Academy Council within the Trust framework.
Related policies
BCWCAT Attendance Policy; Child Protection and Safeguarding; Children Missing Education; SEND and Accessibility; Supporting Pupils with Medical Conditions; Behaviour and Positive Handling; Exclusions; Complaints; Data Protection and Records Retention; Equality information and objectives.
Appendix 1 – Statutory attendance codes
The current statutory meanings must always be used. Staff should consult the July 2026 DfE guidance and the school's MIS coding notes where facts are unclear.
	Code
	Meaning

	/  \
	Present at morning / afternoon session

	L
	Late before the register closes

	K
	Attending education provision arranged by the local authority

	V
	Educational visit or trip

	P
	Approved supervised sporting activity

	W
	Work experience

	B
	Any other approved educational activity

	D
	Dual registered and attending the other school

	C1
	Regulated performance or regulated employment abroad

	M
	Medical or dental appointment

	J1
	Interview

	S
	Study leave

	X
	Non-compulsory school-age pupil not required to attend

	C2
	Temporary part-time timetable

	C
	Leave of absence for exceptional circumstances

	T
	Parent travelling for occupational purposes

	R
	Religious observance

	I
	Illness (physical or mental health)

	E
	Suspended or permanently excluded with no alternative provision

	Q
	Unable to attend because access arrangements were not made

	Y1
	Transport normally provided is unavailable

	Y2
	Widespread disruption to travel

	Y3
	Part of premises closed

	Y4
	Whole school unexpectedly closed

	Y5
	Criminal justice detention

	Y6
	Public health guidance or law

	Y7
	Any other unavoidable cause

	G
	Holiday not granted by the school

	N
	Reason not yet established

	O
	Absent in other or unknown circumstances

	U
	Arrived after the register closed

	Z
	Prospective pupil not yet on admission register

	#
	Planned whole-school closure


Appendix 2 – School attendance escalation guide
	Stage
	Trigger (professional judgement applies)
	Core response

	Universal
	All pupils
	Welcome, clear expectations, accurate registers, accessible communication, curriculum and pastoral inclusion.

	Early concern
	Emerging absence/lateness pattern or contextual concern
	Contact; pupil and parent voice; barrier check; adjustments/support; named adult; review date.

	At risk of PA
	Trajectory suggests 10% absence
	Senior oversight; written attendance/reintegration plan; wider services where needed; frequent review.

	Persistent absence
	10% or more sessions missed
	Intensify and coordinate support; local authority collaboration; formal meeting; safeguarding review.

	Severe absence
	50% or more sessions missed
	Top-priority multi-agency plan; DSL and LA involvement; consider social care where risk is present; ensure suitable education.

	Formal/legal
	Support unsuitable, unsuccessful or not engaged with
	Attendance contract/ESO/Notice to Improve; penalty notice or prosecution only where lawful and appropriate.


Appendix 3 – Sources and version control
Department for Education, Working together to improve school attendance: statutory guidance (July 2026), last updated 9 July 2026: https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
School Attendance (Pupil Registration) (England) Regulations 2024: https://www.legislation.gov.uk/uksi/2024/208/contents
Education (Penalty Notices) (England) (Amendment) Regulations 2024: https://www.legislation.gov.uk/uksi/2024/210/contents
BCWCAT Attendance Policy 2026 and Inclusive Attendance Example School Attendance Policy 2026 (source documents supplied by the school).

Page 1
image1.jpg




