
 

                                        Page | 1 

 

 

 
 
 

 

Banks Road Primary School 
 

 
 

Attendance Policy 
 
 

Provenance/ 
Author 

Person(s) 
Responsible 

Version Reviewers  Effective Date Recommended 
Review Date 

Distribution  

LA Headteacher V1 Governors September 
2024 

September 2025 All Staff 

LA Headteacher V2 Governors September 
2025 

September 2026 All Staff 

LA / Deputy 
Headteacher 

Headteacher V3 Governors January 2026 January 2027 All Staff 

 
 

 



 

                                        Page | 2 

 

 

 

 
1.0 Introduction 
Banks Road Primary School recognises the link between the attendance and attainment of pupils. The 
aim of this policy is to encourage the highest possible levels of attendance and punctuality for pupils 
within Banks Road Primary School to support learning and achievement. 
 
The importance of attendance and punctuality is underpinned by an awareness of safeguarding. It is 
important to see our children every day and provide an educationally safe and secure environment. 
 
To gain the greatest benefit from their education it is vital that all pupils attend regularly and on time. 
Pupils should attend every day that the school is open.  As a school we set a target for all pupils to aim 
for 100% attendance, with the expectation all pupils achieve at least 97%.  

 
As a school we define regular attendance as 97% or above.  
 
As a school we recognise that attendance is a matter for the whole school community. Our 
Attendance Policy should not be viewed in isolation; it is a strand that runs through all aspects of 
school improvement, supported by our polices on admissions, safeguarding and behaviour and 
inclusion.  

 
This policy demonstrates our commitment to meeting the requirements laid out in the Department for 
Education statutory guidance “Working Together to Improve School Attendance” (Statutory Guidance 
from August 19, 2024). 
 
2.0 Aims 

• Provide a framework to support building strong relationships with families to ensure pupils have 
the support in place to attend school. 

• Raise the profile of attendance and punctuality amongst the school community 

• Set high expectations for the attendance and punctuality of all pupils  

• Reduce the number of pupils who are persistently absent (90% or below) or severely absent (50% 
or below) 

• Ensure every pupil has access to a full-time education  

• Have clear procedures for the maintenance of accurate registration for all pupils. 

• Ensure a systematic approach to gathering, analysing and acting upon attendance data is 
in place 

• Ensure there is a proactive whole school approach that embeds consistency of practice. 

• Continue to promote effective partnerships with the Local Authority, Children’s Services, School 
Health and other partner agencies. 

 
3.0 Legal Framework 
This policy is based on the Department for Education statutory guidance ‘Working Together to Improve 
School Attendance.” The guidance is based on the following legislation: 
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• The Education Act 1996 

• The Education and Inspections Act 2006 

• School Attendance Pupil (Pupil registration) Regulations 2023 
 

4.0 Roles and Responsibilities 
 
4.1 Governance 
The Governing Board is responsible for:  

• Making sure leaders fulfil expectations and statutory duties  

• Ensuring that the school has high aspirations  

• Regularly analysing attendance data and reviewing the school’s performance 

• Ensuring all staff receive adequate training on their role in supporting pupil attendance  

• Holding the headteacher to account for the implementation of the attendance policy  
 
4.2 Senior Attendance Champion – Jamie Wilson 

In line with DfE statutory guidance (August 2024), the Senior Attendance Champion is a member of the 

Senior Leadership Team responsible for: 

• Setting the strategic direction for improving attendance across the school. 

• Ensuring a whole-school culture that promotes the benefits of good attendance. 

• Overseeing attendance systems, daily processes and data analysis. 

• Leading attendance staff, including the Designated Attendance Lead. 

• Ensuring pupils and families receive appropriate support and intervention. 

• Leading formal meetings with parents where attendance causes concern. 

• Working with the Local Authority’s School Attendance Support Team, including attending 

Targeting Support Meetings. 

• Reporting attendance data, patterns and strategic actions to governors. 

 
4.3 The Headteacher – Jamie Wilson 
The headteacher is responsible for:  

• Implementation of this policy  

• Reporting school level performance data to governors 

• Ensuring effective communication between school and the local authority  

• Ensuring effective communication with *parents for all pupils where there are barriers to 
attendance 
 

* Section 576 of the Education Act 1996, the definition of a parent under education law defines 
“parent” as:  

(a) All natural (biological) parents, whether they are married or not;  
(b) Any person who, although not a natural parent, has parental responsibility for a child or young 

person;  
(c) Any person who, although not a natural parent, has care of a child or young person. 
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4.4 The role of the Designated Attendance Lead - Karen Barnes 
The designated attendance lead is responsible for:  

• Leading attendance across the school 

• Offering a clear vision for attendance improvement  

• Ensuing all staff are aware of their role in supporting pupil attendance  

• Evaluating the effectiveness of the school’s process and procedures for managing attendance 

• Implementing specific strategies to address poor attendance identified through the analysis of 
data 

• Coordinating targeted intervention and support to pupils and families  
 
5.0 Promoting regular attendance at Banks Road Primary School: 
This is everybody’s responsibility, all members of staff, parents and pupils. To help us all focus on this, 
Banks Road Primary School will ensure: 
• There is a designated attendance lead (DAL) for championing and improving attendance.  
• Effective strategies are in place to support all pupils to arrive on time for school.  
• An engaging curriculum is provided 
• High quality teaching and learning is delivered throughout the school 
• Pupils are provided with appropriate support from school and partner agencies to ensure 

regular attendance at school 
• Pupils who experience difficulties in attending school are provided with effective support at 

the earliest opportunity and attendance is monitored rigorously 
• Effective partnerships with parents are encouraged through regular contact and 

communication 
• Parents are kept informed of pupil attendance and punctuality through the school’s 

attendance procedures, termly progress reports, individual letters and meetings when 
required 

• Good attendance and punctuality is rewarded through regular individual pupil incentives 
• Attendance and punctuality is regularly discussed with children in assemblies 
• Attendance roles and responsibilities are clearly defined and all staff should ensure that these 

are followed 
 
6.0 Safeguarding  
A child not attending school, persistent lateness, or children missing from education may be considered 
a safeguarding issue if this places the child at risk of harm. Therefore, information about the cause of any 
absence from school is required. 

 
To safeguard all the children in our care, it is important that parents provide the school with their current 
contact details and provide additional contact numbers in case of an emergency. 

 
More information on safeguarding and the protection of children can be found in the schools 
Safeguarding and Child Protection Policy. 
 
7.1 Expectations of Parents 
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• Ensuring your child’s regular attendance at school is a parent’s legal responsibility (Section 444 of the 
1996 Education Act) and permitting absence from school that is not authorised by the school creates 
an offence in law. 

• Ensure your child arrives for school on time. 
• Telephone school if your child is going to be late. 
• Routine non-emergency medical and dental appointments should be made whenever possible 

outside of school hours. Confirmation of the appointment should be provided. 
• Contact school by 8:30am on the first day of absence if your child is unable to attend, giving an 

indication of the expected duration and return date to school. 
• If a text message/phone call is made by the school due to your child’s absence it is important that 

you respond to ensure your child is appropriately safeguarded. 
• Contact the school office if the reason for absence requires a more personal discussion. 
• In case of emergency, school must have up to date contact numbers.  Please ensure you inform us 

of any changes especially to mobile telephone numbers. (As a school we request a minimum of three 
emergency contact details be provided) 

• Requests for exceptional circumstances leave of absence must be in writing to the headteacher and 
can only be authorised by the headteacher. Reasons such as a close family bereavement or taking 
part in a significant religious event would be acceptable for short absences. Unacceptable reasons 
for missing school, include general holidays, weddings, shopping, concerts and birthdays. 

 
7.2 If a pupil is absent, we will: 
• Telephone and text parents on the first day of absence if we have not heard from them by 9:00am. 
• If no response is received, a member of school staff will conduct a home visit. If there are 

safeguarding concerns, contact will be made with the family as soon as possible. 
• If a pupil’s absence continues, the parent will be invited to meet the Attendance Lead and any 

barriers to the child attending school can be discussed and support put in place. This may include:  
  - reintegration support packages  
  - Early Help assessment or referral to appropriate support services 
  - Attendance Contracts  
  - Attendance report cards 
  - time limited reduced timetable  

• If the parent does not attend the meeting or engage in any support the school has offered and the 
pupil has accrued 10 sessions of unauthorised absence in a 10 week rolling period, the parents may 
be issued with a Notice to Improve, in accordance with the Liverpool City Council’s Penalty Notice 
Local Code of Conduct and in agreement with the Education Welfare Service.  

• If unauthorised absences persist the Attendance Lead will discuss actions with the school’s Education 
Welfare Officer. 

 
8.0 Understanding types of Absence 
Banks Road Primary School must legally record the reason for all individual pupil absence. Therefore, it 
is important for parents to directly inform school of the reason for absence, on the first day of absence. 
 
8.1 Authorised Absence 
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Authorised absence - the school accepts the explanation offered as satisfactory. If no explanation is 
received, absences cannot be authorised. It is the headteacher, not parents who make the decision to 
authorise absence from school. 
 
8.2 Unauthorised Absence 
Unauthorised absence - when the school has not received a reason for absence or has not 
approved a child’s leave of absence following a parental request. This includes but is not exclusive to: 
• Parents giving their children permission to be off school unnecessarily, such as for shopping, 

birthdays, to look after siblings. 
• Truancy before or during the school day. 
• Absences which have not been explained. 
• Pupils who arrive late after the close of registration.  

 
This type of absence may lead to the use of penalty notices or other legal interventions from the Local 
Authority. Banks Road Primary School, in agreement with the Education Welfare Service, may issue a 
Notice to Improve to parents (in accordance with the National Framework for Penalty Notices and the 
Local Authority Code of Conduct) where their child has accrued 10 sessions of unauthorised absence 
in a 10-week rolling period. 
 
The Notice to Improve period will cover 20 school days. If the child has any unauthorised absence 
during this time, the school will refer the case to the Local Authority requesting a penalty notice be 
issued.  
 
8.3 Persistent Absence 
Pupils are defined as persistent absentees by the Department for Education (DfE) if their attendance 
falls below 90%. This is for any absence whether authorised or unauthorised. The DfE expects schools 
to intervene early to prevent pupils becoming a persistent absentee (PA) 
 
Whilst we understand that pupils can be absent from school because they are ill, sometimes they may 
be reluctant to attend. If a pupil is reluctant to attend or a parent has concerns, it is important that 
contact is made with the school at the earliest opportunity to gain support and to work together to 
gain a resolution.  
 
Parents are asked to contact the Attendance Lead in the first instance. 
 
8.4 Severe Absence 
Pupils who miss 50% or more of school are classified as being severely absent by the Department for 
Education (DfE). This cohort of pupils are a priority group for Banks Road Primary School and additional 
support may be required from the Local Authority and partner agencies to support your child and 
improve their attendance. It is essential that parents work in partnership with school and its partners, to 
ensure their child receives the support they require to overcome any barriers that are preventing them 
from attending school. 
 
8.5 Dual Registration, Off-Site Education and Attendance Codes 
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Banks Road Primary School follows the School Attendance (Pupil Registration) (England) Regulations 
2024 and the DfE’s statutory guidance Working Together to Improve School Attendance (2024) when 
recording attendance for pupils who receive education off-site or are registered at more than one school. 
 
Dual Registration (Code D) 
Some pupils are lawfully registered at more than one school (e.g. attending a pupil referral unit, 
hospital school, or another school as part of a phased placement). 
In line with DfE guidance (para 343–345): 

• The school where the pupil is scheduled to attend must record their attendance using appropriate 
codes. 

• Code D is used by the school where the pupil is not expected to attend during that session. 
• Both schools must ensure robust communication to follow up any unexpected absence. 

 
Off-Site Educational Activity (Codes B, P, V, W) 
Where pupils take part in supervised and approved educational activity off the school site, including: 

• school-arranged educational visits or trips (Code V) 
• approved sporting activity (Code P) 
• work experience (Code W) 
• other approved educational activity (Code B) 

Banks Road will: 
• Authorise such attendance only where the activity has an educational purpose. 
• Ensure the pupil is supervised by an appropriately trained adult. 
• Require the provider to notify school of any non-attendance immediately. 

(DfE paras 297–313). 
These sessions are counted as attendance, not absence. 
 
Education Arranged by the Local Authority (Code K) 
Where a pupil attends provision arranged by Liverpool Local Authority under section 19 of the Education 
Act 1996 or an EHCP (e.g. hospital education, alternative provision), the school will record attendance 
using Code K, and also record the nature of the provision. 
 
Part-Time Timetables (Code C2) 
If a temporary part-time timetable has been agreed (paras 65–70): 

• the sessions a pupil is not expected to attend are recorded as Code C2 
• timetables must be time-limited, reviewed regularly, and never used for behaviour management 

 
Non-Compulsory School Age Pupils (Code X) 
Pupils who are not of compulsory school age may have sessions they are not required to attend (Code 
X). 
This must only be used where the timetable does not require attendance, not for authorised absence. 
 
Attendance and Absence Codes 
Banks Road Primary School uses all national attendance and absence codes as set out in Regulation 10 
and the DfE guidance (Chapter 8). These include: 
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• Codes for attendance (/, , L) 
• Codes for approved off-site activity (B, P, V, W, K, D) 
• Authorised absence codes (C, I, M, R, T, E, S, J1, C1, C2) 
• Unauthorised absence codes (G, N, O, U) 
• “Unable to attend” codes (Q, Y1, Y2, Y3, Y4, Y5, Y6, Y7) 

 
8.6 Supporting Pupils with Mental Health Needs, SEND or Long-Term Medical Conditions 
Banks Road Primary School recognises that some pupils face additional barriers to attendance, including 
mental health difficulties, special educational needs and disabilities (SEND), and long-term physical or 
mental health conditions. In line with DfE statutory guidance Working Together to Improve School 
Attendance (2024), the school will: 
 
Understanding Individual Needs 

• Work in partnership with pupils and their families to understand the specific barriers preventing 
regular attendance. 

• Consider the sensitivity and complexity of mental health needs and aim to ensure school remains 
a place of safety and support. 

Pastoral, Curriculum and In-School Adjustments 
• Provide appropriate pastoral support to reduce anxiety and help pupils feel ready and able to 

attend school. 
• Make reasonable adjustments under the Equality Act 2010 where a pupil has a disability. 
• Consider adjustments to routines, timetables, transition arrangements, uniform expectations, 

lunchtime arrangements or access to safe spaces. 
Use of Part-Time Timetables 

• Only use a temporary part-time timetable where it is in the pupil’s best interests and agreed with 
parents. 

• Ensure part-time timetables have clear review dates, a planned end date, and are never used as 
a behaviour management tool. 

Support from External Agencies 
Where additional support is required, school will: 

• Seek guidance or support from external professionals (e.g. CAMHS, Mental Health Support Team, 
School Nurse, GP, SEND services). 

• Make referrals to Early Help where a whole-family response is needed. 
SEND-Specific Support 

• Ensure provision in a pupil’s Education, Health and Care Plan (EHCP) is accessed and reviewed 
where attendance concerns relate to SEND needs. 

• Work with Liverpool LA to review or amend an EHCP if current provision is not adequately 
supporting regular attendance. 

Monitoring and Escalation 
• Monitor attendance closely for pupils with SEND and health needs and review data with 

governors and the Local Authority through Targeting Support Meetings. 
• Submit a statutory “sickness return” to the Local Authority if a pupil is expected to miss 15+ days 

due to illness (consecutive or cumulative) in line with DfE expectations. 
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9.0 Why regular attendance is important 
Any absence affects education and regular absence will seriously affect pupils’ learning. 
Pupils who have regular time off often find it difficult to catch up and do well. 
 
90% attendance is equivalent to a pupil missing one half day per week or approximately 118 lessons per 
year. 
 
Ensuring your child’s regular attendance at school is your legal responsibility and permitting your child 
to have any absence without a good reason from school is an offence in law (The Education Act 1996) 
and may result in legal action. 
 
10.0 The Education Welfare Officer (EWO) 
The Education Welfare Officer (EWO) will work with parents to support their child in overcoming any 
barriers in attending school, The EWO will always try to resolve any issues by working in partnership 
with the school and family. If a resolution cannot be achieved to improve the pupil’s attendance and 
where unauthorised absence persists and the parent has refused or not engaged with support that has 
been offered, the local authority will be required to consider the instigation of legal proceedings.   
 
Penalty Notices:  
• Liverpool City Council (LA) will issue a Penalty Notice to parents for the unauthorised absence of 

their child.  
 
Before issuing a penalty notice the LA will consider:  
• If the national threshold for considering a penalty notice has been met, 10 sessions of unauthorised 

absence in a rolling 10-week period 
• If issuing a penalty notice is the best available tool to improve the attendance of the pupil 
• If appropriate support has been put in place  
• Consideration of the obligations that the school has under the Equality Act 2010 that would make 

issuing a penalty notice inappropriate 
• Each parent who is liable can be issued with a penalty notice, but this will usually be the parent 

who allowed the absence 
• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if 

paid within 28 days. This will be reduced to £80 if paid within 21 days.  
• A second penalty notice issued to the same parent in respect of the same pupil in the rolling 3-year 

period is charged at £160 if paid within 28 days. There is no opportunity to pay a reduced amount. 
 

A third penalty notice cannot be issued to the same parent in respect of the same child within 3 years of 
the date of issue of the first. In a case where the national threshold is met for a third time (or subsequent 
times) within those 3 years, alternative action will be taken. This will often include considering 
prosecution but may include other tools such as one of the other attendance legal interventions. The 
Local Penalty Notice Code of Conduct is published on Liverpool City Council’s website. 

 
11.0 Leave of absence in Term Time 
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In accordance with the School Attendance (Pupil Registration) (England) Regulations 2024 and DfE 
statutory guidance Working Together to Improve School Attendance (2024), Banks Road Primary School 
may only grant a leave of absence during term time where: 

• an application is made in advance by a parent with whom the pupil normally lives; and 
• the Headteacher is satisfied that the request meets the threshold of exceptional circumstances 

as defined by the DfE. 
 
Definition of Exceptional Circumstances 
Exceptional circumstances are rare, significant, unavoidable and short-term events, where the event: 

• cannot reasonably be scheduled outside term time, 
• is outside the control of the family, and 
• requires the child to be absent from school. 

The following may be considered exceptional: 
• Close family bereavement. 
• Participation in a significant religious observance set by a religious body (not determined by the 

family). 
• Attendance at a ceremony or event of unique and one-off importance. 
• Armed forces return from duty or pre-deployment leave. 
• Time-limited and evidenced crises where other agencies are involved. 

 
Circumstances that are not exceptional 

• The DfE is clear that the following do NOT meet the threshold for exceptional circumstances 
Family holidays or trips abroad. 

• Weddings and celebrations (unless the pupil has a defined role that cannot be rescheduled). 
• Shopping, birthdays, or days out. 
• Vacations linked to parental work rotas, shift patterns or cheaper travel costs. 
• Visiting relatives overseas when travel is traditionally cheaper. 
• Extending a weekend, bank holiday or school break. 
• Protests or political demonstrations (DfE 2024 explicitly states these are not legitimate reasons, 

para 38). 
 
Decision-making process 
When considering an application for leave: 

• The Headteacher will consider the specific facts and supporting evidence of each case. 
• The Headteacher will determine both whether the circumstances are exceptional and the number 

of days authorised. 
• Decisions will be recorded and communicated in writing to parents. 
• Leave cannot be granted retrospectively. 

 
Unauthorised leave 
Any unauthorised absence of 10 sessions or more in a rolling 10-week period may result in a Notice to 
Improve or a Penalty Notice, in line with the National Framework for Penalty Notices (2024). 
 
12.0 Lateness 
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Poor punctuality is not acceptable. If a pupil misses the start of the day, they can miss work and late 
arriving pupils disrupt lessons. It can be embarrassing for the pupil arriving late and can encourage future 
absence. 
 
12.1 How we manage lateness 
The school day starts and registers are taken at 8:50am by the class teacher and pupils receive a late 
mark if they are not in their class by that time. School recommends that pupils arrive by 8:30am. 
 
• If a pupil arrives late to school parents will receive a text message/telephone call to inform them of 

their child’s late arrival. 
• Late arrival to school following the close of registers is classified as an absence (Code U). If a pupil is 

persistently late after the official close of the register and there are no barriers preventing the child 
from arriving on time, the school may request the local authority issue a penalty notice.  

• The official close of registration for Banks Road Primary School is 9:20am. 
 
If a parent has any problem getting their child to attend school on time, they should contact the 
Attendance Lead/Pastoral Lead who will offer support to resolve the problem. 
 
12.2 Registration Times (Statutory Requirement) 
In line with the School Attendance (Pupil Registration) (England) Regulations 2024 and DfE guidance 
Working Together to Improve School Attendance (2024), Banks Road Primary School sets the following 
registration times: 

• The school day begins at 8:50am. 
• The morning register opens at 8:50am and closes at 9:20am. 
• Pupils arriving after 8:50am but before 9:20am will be recorded as late (Code L). 
• Pupils arriving after 9:20am will be recorded as late after registration closes (Code U), which is 

classified as an unauthorised absence unless an acceptable reason is provided. 
• The afternoon register will be taken at the start of the afternoon session and will remain open for 

no longer than 30 minutes, in line with statutory guidance. 
 
12.3 Part-Time Timetables (Statutory Requirements) 
In line with the School Attendance (Pupil Registration) (England) Regulations 2024 and DfE statutory 
guidance Working Together to Improve School Attendance (2024), Banks Road Primary School is 
committed to ensuring that all pupils of compulsory school age receive a full-time education. 
 
A part-time timetable will only ever be used in very exceptional circumstances, where: 

• it is in the best interests of the pupil; 
• it forms part of a time-limited, structured support plan; 
• it is designed to support reintegration following illness, trauma, SEND-related barriers, or a 

significant period out of school; 
• it is agreed jointly with a parent with whom the pupil normally lives. 

 
Key principles 
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• A part-time timetable must never be used as a long-term solution or as a behaviour management 
tool. 

• A part-time timetable must include:  
o a clear written rationale 
o a start date and planned end date 
o review dates (at least fortnightly, and always within six weeks) 
o specific objectives and arrangements for support 

• At the end date, pupils are expected to return to full-time education unless a review formally 
agrees continued temporary support. 

 
Recording attendance 

• Sessions a pupil is not expected to attend as part of an agreed temporary part-time timetable 
must be recorded using Code C2. 

• Code C2 must only be used when the timetable is:  
o agreed with parents, 
o clearly time-limited, 
o formally recorded in school systems. 

• Part-time timetables must not be coded as illness unless medically evidenced. 
 
Monitoring and safeguarding 

• All part-time timetables require a risk assessment and are overseen by the Senior Attendance 
Champion. 

• Where a pupil has an EHCP, the Local Authority SEND team must be informed and involved (DfE 
para 69). 

• If the pupil has a social worker, they must be notified and included in reviews (DfE para 68). 
• If the arrangement extends beyond a short period, school will request additional multi-agency 

involvement (DfE para 20). 
 
Local Authority notification 
Banks Road Primary School will inform Liverpool Local Authority’s School Attendance Support Team of 
all pupils placed on a temporary part-time timetable, in line with DfE expectations for monitoring and 
safeguarding (2024). 
 
13.0 People Responsible for Attendance at Banks Road Primary School 
All school staff, parents and pupils need to work as a team to support the attendance and achievement 
of pupils. This continued support therefore is vital in making every pupil’s journey through school a 
success. 
 
See attached appendices. 
 
14.0 Removal from Roll   
From the 1st of September 2016 changes were introduced to the Pupil Registration Regulations 2016. 
These amendments affect all non-standard transitions; this is whenever a child of compulsory school age 
leaves a school before completing the school’s final year.  
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As a school we are now required to:  

• Inform the LA in every circumstance when deleting a pupil’s name from the admission register.  

• Inform the LA of the pupil's destination school and home address if the pupil is moving to a new 
school.  

All schools must complete an Exit form and submit to the CME@liverpool.gov.uk inbox. 
 
All schools must provide information to the LA when registering new pupils, including the pupil's address 
and previous school. 

 
If your child is leaving our school parents are asked to: 
• Provide the attendance officer with comprehensive information about their plans, including, any date 

of a move, new address and telephone numbers, your child’s new school and the start date when 
known. This should be submitted to school in writing. 

• If a pupil leaves and we do not have the above information, then your child may be considered to be 
a child missing in education. This requires schools and local authorities to carry out investigations to 
try to locate your child, which may include liaising with Children’s Services, the Police and other 
agencies. By giving us the above information, these investigations can be avoided. 

 
15.0 Statutory Data Sharing With the Local Authority 
In accordance with the School Attendance (Pupil Registration) (England) Regulations 2024 and DfE 
statutory guidance Working Together to Improve School Attendance (2024), Banks Road Primary School 
will share the following information with Liverpool Local Authority: 

New Pupil Returns 
The school will notify the Local Authority within 5 days of adding a pupil’s name to the admission 
register outside the normal transition point, providing all required details (Regulation 13(1)–(3)). 

Deletion Returns 
The school will notify the Local Authority when a pupil’s name is deleted from the admission register for 

any lawful reason under Regulation 9, providing the full required information (Regulation 13(4)–(6)). 

Monthly Attendance Returns for Unauthorised Absence 
At least once each calendar month, the school will provide the Local Authority with the names and 
addresses of all pupils of compulsory school age who: 

• fail to attend regularly, or 
• have been absent for 10 consecutive school days with unauthorised codes (G, N, O, or U), 

as required by DfE guidance (2024). 

mailto:CME@liverpool.gov.uk
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Sickness Returns 
The school will notify the Local Authority when a pupil is recorded as absent due to illness (Code I) and 
is expected to miss 15 or more days (consecutive or cumulative) in the school year. 

Sharing Attendance Data for Safeguarding and Targeted Support 
The school will share relevant attendance information with the Local Authority and other partners 
(including the School Attendance Support Team) where a pupil’s absence is at risk of becoming 
persistent or severe, or where safeguarding concerns arise. 

Where appropriate, and in line with DfE guidance, the school will also share attendance information 
with youth offending teams, Children’s Social Care, and other agencies involved in the pupil’s 
education, safety, or welfare. 

16.0 Policy Review, Publication and Accessibility 
In line with the Department for Education statutory guidance Working Together to Improve School 
Attendance (2024), Banks Road Primary School commits to the following: 
 
Publication 

• This Attendance Policy is published on the school website and is accessible to all parents, carers, 
governors and staff. 

• Parents are directed to this policy when their child joins the school and whenever the policy is 
updated. 

 
Annual Review 

• The policy is reviewed at least annually, or sooner if national guidance or local authority 
requirements change. 

• As required by DfE guidance (para 30), the school will review the policy to ensure it reflects 
current barriers to attendance, changes in legislation, and the views of parents and pupils. 

 
Consultation and Approval 

• The review process involves consultation with:  
o the Governing Board, 
o the Senior Attendance Champion, 
o the Designated Attendance Lead, and 
o Liverpool Local Authority’s School Attendance Support Team (where appropriate). 

• The governing board is responsible for approving the policy annually in line with its statutory 
duties. 

 
Communication with Parents 

• Parents and carers are reminded of attendance expectations and the availability of this policy at 
the beginning of each academic year, and whenever significant changes occur. 
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Appendix 1: Attendance and Punctuality Roles & Responsibilities 
This appendix summarises who does what, and when, to ensure excellent attendance at Banks Road 
Primary School. 
 
1. Daily Responsibilities 
Pupils 

• Arrive on the school site by 8:30am 
• Be in class by 8:50am for morning registration 

Class Teachers 
• Complete AM/PM registers promptly on the MIS 
• Maintain a strong profile of attendance within the classroom 
• Discuss absence with returning pupils 

Pastoral Staff 
• Check registers have been completed and support staff with queries 
• Input accurate attendance codes into MIS 
• Identify missing pupils by 9:00am 
• Log parent messages (voicemail, text, email) 
• Speak to late-arriving pupils and update MIS 
• Send text messages to parents who have not contacted school 
• Make first-day absence calls and follow up non-responses 
• Liaise with SLT and class teachers regarding concerns 
• Log pupils signing in/out for appointments 
• Liaise with off-site providers to confirm attendance 
• Produce daily SA/PA reports for the Designated Attendance Lead 

Curriculum Leaders 
• Speak to identified pupils regarding attendance concerns 
• Liaise with class teachers on actions needed for specific pupils 

Education Welfare Officer (EWO) 
• Conduct safeguarding home visits 
• Provide casework support for PA/SA pupils 
• Phone calls and home visits as needed 
• Initiate legal processes where appropriate 
• Track interventions and feed back to Pastoral Staff 

Designated Attendance Lead (DAL) 
• Monitor completion of registers (safeguarding compliance) 
• Work with EWO, Pastoral and Curriculum Leaders on targeted support 

 
2. Weekly Responsibilities 
Class Teachers 

• Ensure pupils know their attendance percentage and the school target 
• Follow up absence patterns and contact parents where necessary 
• Update attendance displays 

Pastoral Staff 
• Inform SLT/EWO about concerning attendance patterns 
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• Provide weekly attendance figures for DAL, teachers and rewards 
• Discuss punctuality concerns with pupils and parents 
• Organise weekly rewards for attendance and punctuality 

Curriculum Leaders 
• Provide support and catch-up work for pupils who have missed learning 

Designated Attendance Lead 
• Monitor register completion 
• Liaise with EWO and Pastoral staff on pupils causing concern 
• Set weekly priority actions 

 
3. Half-Termly Responsibilities 
Designated Attendance Lead 

• Maintain a high profile of attendance as a driver of achievement 
• Use data to identify vulnerable pupils and plan intervention 
• Ensure teachers incorporate attendance awareness into routines and practice 
• Plan next half-term’s priority attendance actions 

Pastoral Staff 
• Monitor SA/PA action plans 
• Meet with EWO to coordinate support and agree joint actions 

 
4. Termly Responsibilities 
Designated Attendance Lead 

• Ensure attendance remains a safeguarding priority, including for off-site pupils 
• Conduct termly attendance review with EWO 
• Support SLT to drive improvement through strategic planning 
• Ensure policy implementation and effective systems across school 
• Report attendance trends and concerns to SLT 
• Ensure attendance is promoted in school publications 
• Ensure attendance features in all parents’ evenings 
• Identify priority actions for next term 

Headteacher 
• Maintain attendance as a high-priority school improvement focus 
• Monitor attendance data alongside SLT and governors 
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Appendix 2: Banks Road Attendance Support Process 

 


