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1. Policy Statement
Blackpool Skills Academy believes that excellent attendance is fundamental to educational achievement, safeguarding, personal development and successful preparation for adulthood.
Regular attendance enables pupils to access a broad and ambitious curriculum, build positive relationships, develop resilience and establish the routines expected within employment, further education and adult life.
The Academy recognises that many pupils join Blackpool Skills Academy with historically low attendance, disrupted educational experiences, social, emotional and mental health needs, emotionally based school avoidance (EBSA), or other significant barriers to engagement. Our approach therefore combines consistently high expectations with early identification, personalised support and effective partnership working with parents, carers, commissioning schools, Local Authorities and external agencies.
Attendance is everyone's responsibility. The Academy is committed to identifying and removing barriers to attendance wherever possible whilst maintaining high expectations for all pupils. Attendance is viewed not simply as a measure of presence, but as an essential foundation for safeguarding, academic progress, wellbeing and positive life outcomes.
The Academy promotes a whole-school culture in which attendance is valued, celebrated and supported. Accurate attendance recording, prompt communication, consistent procedures and timely intervention ensure that every pupil is accounted for throughout the school day and that safeguarding responsibilities are fully met.
Attendance recording forms an integral part of the Academy's safeguarding systems. Attendance information is recorded using Bromcom, which is the Academy's official attendance management system and single source of truth. Operational procedures supporting this policy are set out within the Academy's Attendance Procedures, Attendance Workflow, Staff Attendance Guidance and Student Sent Home Protocol.
2. Legislative and Regulatory Framework
This policy has been developed with reference to:
• Education Act 1996 • Working Together to Improve School Attendance (Department for Education) • Keeping Children Safe in Education (KCSIE) • Working Together to Safeguard Children • Independent School Standards Regulations • Children Missing Education Guidance • Behaviour in Schools Guidance • Equality Act 2010 • Children and Families Act 2014 • Data Protection Act 2018 and UK GDPR, where applicable to attendance records.
This policy should be read alongside the Academy's:
• Safeguarding and Child Protection Policy • Behaviour Policy • Positive Behaviour Support Policy • SEND Policy • Admissions Policy • Missing Child from Education During the School Day Policy • Student Sent Home Protocol • Attendance Procedures • Attendance Workflow Procedure • Staff Attendance Recording Guidance • Data Protection Policy.
3. Aims
The Academy aims to:
• Promote excellent attendance and punctuality across the Academy.
• Safeguard pupils through accurate attendance recording and effective attendance monitoring throughout the school day.
• Ensure attendance information is recorded promptly, consistently and accurately using the Academy's Management Information System.
• Identify attendance concerns, patterns of absence and punctuality issues at the earliest opportunity.
• Work collaboratively with parents, carers, commissioning schools, Local Authorities and external agencies to improve attendance.
• Remove barriers to attendance wherever possible through early intervention and personalised support.
• Reduce persistent and severe absence through a graduated programme of support and intervention.
• Support successful reintegration following periods of absence or reduced attendance.
• Promote positive attitudes towards attendance, punctuality and engagement in learning.
• Prepare pupils for the attendance expectations of further education, employment and adult life.
• Ensure attendance procedures support the Academy's wider safeguarding responsibilities and enable staff to know where every pupil should be throughout the school day.
4. Roles and Responsibilities
Proprietor and Governors
The Proprietor and Governors will:
• Receive regular attendance reports.
• Monitor attendance trends, persistent absence and vulnerable groups.
• Provide challenge and support to senior leaders.
• Ensure statutory attendance responsibilities are fulfilled.
• Monitor the effectiveness of the Academy's attendance strategy.
Headteacher and Attendance Champion
The Headteacher is the Academy Attendance Champion and has strategic responsibility for attendance.
The Headteacher will:
• Lead attendance improvement across the Academy.
• Monitor attendance data, trends and emerging concerns.
• Ensure attendance procedures are implemented consistently.
• Ensure appropriate support and intervention strategies are in place.
• Liaise with Local Authorities, commissioning schools and external agencies where appropriate.
• Evaluate the effectiveness of attendance strategies.
• Report attendance outcomes to the Proprietor and Governors.
Designated Safeguarding Lead
The Designated Safeguarding Lead (DSL) will:
• Monitor attendance as part of the Academy's safeguarding arrangements.
• Identify pupils whose attendance may indicate safeguarding concerns.
• Coordinate safeguarding responses where attendance concerns arise.
• Work collaboratively with attendance staff, pastoral staff and external agencies.
• Ensure attendance information informs safeguarding decision making.
Reception Staff
Reception staff will:
• Record late arrivals and early departures in accordance with Academy procedures.
• Update Bromcom immediately when pupils arrive late or leave during the school day.
• Maintain sign in and sign out records.
• Verify the identity of adults collecting pupils where appropriate.
• Notify safeguarding or senior staff immediately where concerns arise.
• Maintain paper attendance records where required as an emergency or audit backup.
Administration Staff
Administration staff will:
• Monitor attendance registers throughout the school day.
• Check Today's Missing Registers and follow up incomplete registers.
• Contact parents and carers regarding unexplained absences.
• Apply and amend attendance codes in accordance with Department for Education guidance.
• Monitor and clear temporary N codes promptly once reasons for absence have been confirmed.
• Produce attendance reports for senior leaders.
• Carry out daily attendance compliance checks.
Teaching Staff
All teaching staff will:
• Promote good attendance and punctuality.
• Complete morning registration and lesson-by-lesson attendance registers promptly.
• Report missing pupils or safeguarding concerns immediately.
• Follow Academy attendance procedures consistently.
• Support pupils returning following periods of absence.
• Contribute to attendance improvement through positive relationships and high expectations.
• Not amend attendance records after registers have been submitted unless directed through Academy procedures.
Parents and Carers
Parents and carers are expected to:
• Ensure regular attendance wherever possible.
• Notify the Academy promptly when a pupil is absent.
• Attend meetings where attendance concerns arise.
• Work collaboratively with the Academy to overcome barriers to attendance.
• Support agreed attendance improvement plans.
Pupils
Pupils are expected to:
• Attend regularly.
• Arrive punctually.
• Engage positively with learning.
• Inform staff if they experience barriers to attendance.
• Work positively with staff to improve attendance where required.
5. Attendance Strategy
Blackpool Skills Academy adopts a graduated attendance strategy based upon early identification, personalised support, effective intervention and partnership working.
The Academy recognises that improving attendance is most successful when barriers are understood and addressed promptly. Attendance strategies are therefore tailored to the individual circumstances of each pupil whilst maintaining consistently high expectations.
Universal Attendance Culture
The Academy promotes excellent attendance through:
• Positive relationships between staff and pupils.
• High-quality teaching and engaging learning experiences.
• A safe, welcoming and inclusive environment.
• Clear attendance expectations communicated to pupils and families.
• Recognition and celebration of excellent and improving attendance.
• Consistent attendance recording procedures across the Academy.
• Lesson-by-lesson attendance monitoring.
• Prompt response to unexplained absence.
• Effective communication between teaching, administration, pastoral and safeguarding staff.
• Early intervention where concerns arise.
Early Identification
Attendance concerns are identified through:
• Daily attendance monitoring.
• Lesson-by-lesson attendance information.
• Weekly attendance analysis.
• Punctuality monitoring.
• Safeguarding reviews.
• Communication with parents and carers.
• Liaison with commissioning schools and external agencies where appropriate.
Early identification enables the Academy to intervene before attendance concerns become entrenched.
Support
Where attendance concerns are identified, the Academy will work collaboratively with pupils, parents, carers, commissioning schools and external agencies to understand and address barriers.
Support may include:
• Attendance meetings.
• Pastoral support.
• Mentoring.
• Safeguarding intervention.
• SEND support.
• Reasonable adjustments.
• Wellbeing support.
• EBSA support.
• Reintegration planning.
• Flexible transition arrangements.
• Referrals to external agencies.
Intervention
Where attendance does not improve despite support, further intervention may include:
• Attendance Support Plans.
• Individual Learning Plan reviews.
• Multi-agency meetings.
• Early Help referrals.
• Attendance contracts.
• Enhanced safeguarding monitoring.
• Regular review meetings with parents and carers.
• Reintegration meetings following repeated absence or periods away from education.
• Monitoring of patterns of pupils being sent home during the school day.
• Reduced timetable reviews where appropriate.
6. Registration and Attendance Recording
Attendance registers will be completed using the Academy's Management Information System (Bromcom) in accordance with statutory requirements and Department for Education guidance.
Bromcom is the Academy's official attendance management system and serves as the single source of truth for attendance recording and reporting.
Teachers are responsible for completing:
• The morning registration.
• Attendance registers at the beginning of every lesson throughout the school day.
Registers must be completed promptly to ensure that attendance information accurately reflects which pupils are on site and available for learning.
Reception staff are responsible for recording late arrivals and early departures. Any pupil arriving after registration has commenced must be recorded immediately within Bromcom using the appropriate attendance code. Paper late arrival and sign in/out records may be maintained as an emergency contingency and audit trail but do not replace the official electronic attendance record.
Administration staff will:
• Monitor Today's Missing Registers.
• Chase incomplete registers promptly.
• Apply appropriate attendance codes.
• Monitor and resolve temporary N codes as soon as sufficient information becomes available.
• Carry out attendance compliance checks throughout the day.
Teachers should not amend attendance registers after submission unless this forms part of the Academy's agreed attendance procedures.
Attendance records will be:
• Accurate.
• Contemporaneous.
• Securely maintained.
• Monitored throughout the school day.
• Retained in accordance with statutory requirements and the Academy's Data Protection Policy.
Accurate attendance recording forms an essential part of the Academy's safeguarding arrangements and enables staff to know where every pupil should be throughout the school day.
7. First Day Response
Where a pupil is absent and no explanation has been received, the Academy will make every reasonable effort to establish the pupil's whereabouts on the first day of absence.
This will normally include:
• Contacting parents or carers promptly following completion of the morning register.
• Checking emergency contact details.
• Liaising with commissioning schools where appropriate.
• Reviewing any known safeguarding concerns.
• Applying a temporary N code where the reason for absence has not yet been established.
• Updating attendance records immediately once appropriate information has been received.
• Notifying the Designated Safeguarding Lead where concerns exist.
Where a pupil cannot be located, repeated attempts to establish contact are unsuccessful, or safeguarding concerns arise, appropriate safeguarding procedures will be implemented without delay in accordance with the Academy's Safeguarding and Child Protection Policy.
8. Attendance and Safeguarding
Attendance is a key safeguarding indicator and forms an integral part of the Academy's safeguarding systems.
Poor attendance, persistent absence, severe absence, unexplained absence or unexpected absence from an individual lesson may indicate safeguarding concerns including neglect, exploitation, child criminal exploitation, child sexual exploitation, domestic abuse, mental health difficulties, emotionally based school avoidance (EBSA) or children missing education.
Attendance information is considered alongside behaviour, wellbeing, safeguarding records, pupil voice and information from external agencies to identify emerging risks at the earliest opportunity.
Unexpected absence from a lesson, unexplained movement around the site or discrepancies between attendance records and a pupil's known whereabouts will be treated as safeguarding concerns until satisfactorily resolved.
Attendance concerns will be shared promptly with the Designated Safeguarding Lead and managed in accordance with the Safeguarding and Child Protection Policy.
Where attendance gives rise to safeguarding concerns, the Academy will work closely with parents, carers, commissioning schools, Local Authorities, Children's Social Care and other relevant agencies to ensure appropriate support and protection is provided.
9. Persistent and Severe Absence
The Academy closely monitors attendance to identify pupils who may require additional support.
Persistent Absence
Persistent absence is normally defined as attendance below 90%.
Severe Absence
Severe absence is normally defined as attendance below 50%.
Pupils identified within either category will receive enhanced monitoring and a personalised programme of support designed to improve attendance and remove identified barriers to engagement.
The Academy recognises that sustained improvement over time is often a more meaningful indicator of success than attendance percentages alone, particularly for pupils with historically poor attendance or significant additional needs.
10. Attendance Interventions
Attendance interventions are designed to support pupils in overcoming barriers to regular attendance whilst maintaining high expectations and promoting successful engagement with education.
Interventions are tailored to individual circumstances and may include:
• Attendance meetings with pupils and parents or carers.
• Attendance Support Plans.
• Individual Learning Plan reviews.
• Pastoral mentoring.
• Safeguarding assessments.
• Early Help referrals.
• Multi-agency meetings.
• SEND support and reasonable adjustments.
• EBSA support planning.
• Reintegration plans following periods of absence.
• Daily contact arrangements.
• Attendance contracts.
• Attendance panels.
• Monitoring following students being sent home during the school day.
• Referrals to external support services where appropriate.
The Academy recognises that sustained improvement is most often achieved through supportive relationships, consistent expectations and coordinated multi-agency working.
11. Students Sent Home During the School Day
Where a pupil leaves the Academy before the end of the school day, Blackpool Skills Academy will follow the Student Sent Home Protocol to ensure that all decisions are safe, consistent, appropriately authorised and fully recorded.
Sending a pupil home is a safeguarding decision and not simply an attendance matter. Pupils will only leave the Academy following appropriate approval, contact with a parent or carer and suitable arrangements for safe collection or return home.
Where a pupil is sent home, the Academy will ensure that:
• The reason for leaving is clearly recorded.
• Appropriate authorisation has been obtained.
• Parents or carers have been contacted and informed.
• The pupil leaves site safely.
• Bromcom is updated immediately using the appropriate attendance code.
• Relevant safeguarding, pastoral, SEND or attendance staff are informed where appropriate.
• Follow-up support and reintegration arrangements are made where required.
Patterns of pupils being sent home will be monitored by the Attendance Lead, Designated Safeguarding Lead and Senior Leadership Team to identify any emerging attendance, wellbeing or safeguarding concerns requiring additional intervention.
12. Alternative Provision and Commissioned Placements
Blackpool Skills Academy recognises that many pupils arrive with historically poor attendance, disrupted educational experiences, social, emotional and mental health needs or other significant barriers to engagement.
Attendance expectations remain high for every pupil. However, success will be measured not only through overall attendance percentages but also through sustained improvement, successful re-engagement with education and reduced barriers to attendance.
For pupils who are dual registered, attendance monitoring will be undertaken in partnership with the commissioning school, with attendance information shared regularly to ensure a coordinated approach.
For pupils who are solely registered at Blackpool Skills Academy, the Academy will fulfil all statutory attendance responsibilities and work closely with the Local Authority where appropriate.
Where pupils access alternative provision, vocational placements or work-related learning, attendance will be monitored collaboratively with the provider to ensure safeguarding responsibilities continue to be met. Appropriate attendance codes will be applied in accordance with Department for Education guidance and attendance information will be verified with providers where required.
13. Leave of Absence
Parents and carers should avoid requesting leave of absence during term time wherever possible.
Requests for leave of absence must be submitted in writing to the Headteacher in advance and will only be authorised in exceptional circumstances, in accordance with current legislation and Department for Education guidance.
Each request will be considered individually, taking account of:
• The reason for the request.
• The pupil's attendance record.
• The impact upon learning.
• Safeguarding considerations.
• Any exceptional circumstances presented.
Unauthorised leave may result in referral to the Local Authority for consideration of enforcement action where appropriate.
14. Penalty Notices
Blackpool Skills Academy will work in partnership with Local Authorities regarding Penalty Notices in accordance with current legislation and statutory guidance.
A Penalty Notice may be considered where a pupil accumulates ten sessions (equivalent to five school days) of unauthorised absence within a rolling ten-school-week period, or where other statutory criteria are met.
Before enforcement action is considered, the Academy will normally ensure that:
• Attendance concerns have been identified.
• Appropriate support has been offered.
• Barriers to attendance have been explored.
• Reasonable adjustments have been considered where appropriate.
• Parents or carers have been given opportunities to engage with attendance improvement strategies.
The Academy believes that enforcement should be used only where supportive interventions have been unsuccessful or where legislation requires formal action.
15. Rewards and Recognition
Blackpool Skills Academy promotes a positive culture of attendance through recognition, encouragement and celebration of both excellent and improving attendance.
Attendance may be recognised through:
• Attendance awards.
• Ambition Points.
• Certificates.
• Reward lunches.
• Celebration assemblies.
• Recognition of improved attendance.
• Tutor and pastoral recognition.
• Positive communication with parents and carers.
The Academy recognises that for many pupils, improving attendance represents a significant personal achievement. Success will therefore be celebrated not only through consistently high attendance but also through sustained improvement, resilience and successful re-engagement with education.
16. Monitoring and Evaluation
Attendance information is monitored continuously to ensure accurate recording, prompt intervention and effective safeguarding.
Daily operational monitoring will be undertaken by Administration staff and will include:
• Completion of all attendance registers.
• Monitoring Today's Missing Registers.
• Following up unexplained absences.
• Recording and monitoring late arrivals.
• Recording and monitoring early leavers.
• Reviewing off-site attendance codes.
• Monitoring temporary N codes and resolving them promptly.
• Reporting attendance concerns to safeguarding staff where appropriate.
Weekly monitoring by the Senior Leadership Team will include:
• Whole-school attendance.
• Persistent absence.
• Severe absence.
• Attendance trends.
• Punctuality.
• SEND and EHCP attendance.
• Vulnerable pupils.
• Child in Need and Child Protection attendance.
• Safeguarding concerns linked to attendance.
• Accuracy of attendance coding.
• Attendance relating to pupils accessing commissioned provision or dual registration.
Attendance information will be used to evaluate the effectiveness of attendance strategies, identify emerging concerns, inform safeguarding practice and shape future school improvement priorities.
17. Success Measures
The effectiveness of the Academy's attendance strategy will be evaluated through a range of quantitative and qualitative measures.
These include:
• Overall attendance rates.
• Persistent absence rates.
• Severe absence rates.
• Punctuality.
• Successful reintegration following absence.
• Re-engagement of vulnerable pupils.
• Effectiveness of attendance interventions.
• Safeguarding outcomes linked to attendance.
• Parent and pupil feedback.
• Commissioning school and Local Authority feedback.
• Compliance with statutory attendance requirements.
The Academy recognises that many pupils join with historically low attendance and significant barriers to education. Success will therefore be measured not only through attendance percentages but also through sustained improvement, increased engagement with learning, improved wellbeing and successful participation in Academy life.
18. Related Policies
This policy should be read alongside the following Academy policies and procedures:
• Safeguarding and Child Protection Policy.
• Behaviour Policy.
• Positive Behaviour Support Policy.
• Admissions Policy.
• SEND Policy.
• Supporting Pupils with Medical Conditions Policy.
• Missing Child from Education During the School Day Policy.
• Student Sent Home Protocol.
• Attendance Procedures.
• Attendance Workflow Procedure.
• Staff Attendance Recording Guidance.
• Curriculum Policy.
• Personal Development Policy.
• Data Protection Policy.
19. Review
This policy will be reviewed annually by the Headteacher or sooner where changes to legislation, statutory guidance or Academy practice make this necessary.
The effectiveness of this policy will be evaluated through:
• Attendance data and trends.
• Safeguarding audits.
• Quality assurance activities.
• Pupil outcomes.
• Stakeholder feedback.
• Local Authority feedback.
• Commissioning school feedback.
• Internal compliance monitoring.
• The Academy's Self Assessment Report (SAR).
• The School Improvement Plan.
Blackpool Skills Academy is committed to ensuring that every pupil attends regularly, feels safe, receives appropriate support to overcome barriers and is able to achieve their full potential. Through high expectations, accurate attendance recording, strong relationships and effective partnership working, the Academy aims to ensure that attendance supports positive educational, personal and lifelong outcomes for every learner.
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