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Introduction
Attendance at Leeds City Academy is the collective responsibility of everyone, 
We all have a part to play whether you are a teacher, form tutor, support staff 
or a Senior Leader. At Leeds City Academy we acknowledge that attendance 
plays a crucial role in our student’s academic progress and social skills, therefore 
we seek opportunities to intervene and support so each student has the best 
possible outcome. We believe that securing ‘good’ attendance supports 
students to achieve better results and creates unique opportunities. Research 
shows that parental involvement is a key factor of securing the best outcomes & 
at Leeds City Academy Working In Partnership with parents is absolutely essential 
in supporting students to secure the very best outcomes & personal attributes 
as they move into their Post-16 studies & destinations. This relationship between 
the academy, parents/carers & students is affectionately referenced as the LCA 
Golden Triangle, emphasising the rewards that can be gained through strong 
relationships, partnership & trust.

The Leeds City Academy Working Together to Improve Attendance Strategy 
2023/2024 is designed to support our students from all areas of our academy, 
creating a culture of warmth and support where students attend school 
because they want to be here and have good relationships with staff and  
their peers.

Richard Chattoe
Principal
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Tier 1: Universal school wide strategies to create a positive culture
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Whole Staff Create a culture where 
students feel safe and secure.

Model the traits you want 
students to exhibit: Resilience, 
respect, caring, tolerance 
and professionalism. 

Greet students with a smile 
and acknowledge when 
passing during all transitions 
throughout the day.

Ensure all staff step out during 
transitions to warmly welcome 
students to lessons and 
establish a safe environment 
in the corridors.

Practice and implement any 
training strategies delivered 
through CPD such as 
relational practice, trauma 
training or de-escalation 
techniques. 

Promote a culture of mutual 
respect.

Consistent application of the 
Behaviour Policy – warm strict 
approach.

All staff to attend duties on 
time and be vigilant whilst on 
duty.

Academy to provide a wide 
range of extra-curricular 
activities through the Peak 
Performance Timetable

Create opportunities to 
experience activities in and  
beyond the academy.

Ensure toileting areas are 
clean and provide students 
with resources if required eg 
sanitary towels.

Acknowledge whole 
academy attendance % 

Acknowledge the update 
on attendance through the 
weekly bulletin.

Monitor the impact of 
student engagement and 
identify trends /patterns eg 
attendance to each Peak 
Performance activity- Is 
attendance higher on specific 
days?

Actively listen and respond to 
any requests from students, for 
example, “can I speak to you 
Sir/Miss?” 

Allow students to express their 
emotions and report any 
concerns to a relevant staff 
member.

Conduct regular student 
voice activities, ‘you said we 
did?’ 

Create a forum where 
students can express their 
opinions on pupil absence. 
“Why do you think people do 
not attend?” “What would 
incentivise students with 
persistent absence to attend 
regularly?”  

Distribute key information 
relating to potential risk 
factors in a timely manner.

Share any concerns with 
Year Managers/Attendance 
Welfare Officers who have the 
capacity to facilitate support.

If first aid trained, respond to 
first aid calls and respond to a 
timely manner

See Tiers 2–4

https://whiteroseacademies.sharepoint.com/:x:/g/lca/lcastaff/EVLvyEvLbKtCnJPlhRjPjyABGE5lzE5ix5LKXUq_e2oRmw?e=B0AwJ6
https://whiteroseacademies.sharepoint.com/:x:/g/lca/lcastaff/EVLvyEvLbKtCnJPlhRjPjyABGE5lzE5ix5LKXUq_e2oRmw?e=B0AwJ6
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Tier 1: Universal school wide strategies to create a positive culture
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Form Tutors Meet and greet students as 
they walk in.

Welcome absent students 
back with a warm and 
welcoming approach.

Encourage form group 
to hold/maintain good 
attendance – eg not 
highlighting poor attendance 
of individuals.

Celebrate individual 
successes both in and out of 
the academy.  

Deliver Personal Development 
curriculum, which addresses 
current issues.

Avoid the use of negative 
language “late again”, “ 
You’re never here”.

Ensure attendance tracker 
stickers are in student 
planners.

Acknowledge any patterns of 
absence and collaborate 
with allocated Year Manager/
Attendance Welfare Officer.

Respond to patterns that 
have been identified through 
a warm and child centred 
approach “I have noticed 
you have not been in on 
the past three Mondays, is 
everything okay?”, “your 
attendance is improving, well 
done”.

Share any concerns with 
Year Managers/Attendance 
Welfare Officers who have the 
capacity to facilitate support.

Ensure students are equipped 
and ready for the day ahead 
eg uniform and equipment to 
ensure there are no barriers to 
learning. 

Ensure attendance assemblies 
are followed up by purposeful 
discussion in the form room.

Make positive calls home to 
parents to highlight pockets of 
success.

n/a n/a

https://whiteroseacademies-my.sharepoint.com/:x:/g/personal/manners_a_whiteroseacademies_org/ESrAsT15MCNEpfmsL6AaNkUBc7h4GANhIIsJxYaBtzkxHw?e=seacGA&wdLOR=cFBFA4F0F-F746-2140-BEE9-27D683B35AEB


  5 
of 10

Inclusive Attendance 
Strategy 2025/2026

Leeds City Academy
—

LeedsCityAcademy.org.uk info@leedscityacademy.org.uk 0113 284 4260

Tier 1: Universal school wide strategies to create a positive culture
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Quality of 
Education

Meet and greet at the door 
as students walk in.

Learn the names of the 
students in your class and the 
correct pronunciation. 

Give a warm welcome to 
students who return after 
absence.

Adapt teaching to support 
students with lost learning. 

Teaching staff to use IPMs 
and strategic seating plans to 
acknowledge pupil needs in 
relation to SEND etc to ensure 
wave 1 teaching is delivered. 

Follow the LCA Behaviour 
Policy, including recording BFL 
grades.

Adapt teaching for students 
with lost learning to close the 
gap in long term absence 
and monitor the progress in 
lessons. 

Teachers to regularly upload 
lesson resources to the Class 
Teams so that students with 
long term absence can 
access lost learning. 

Analysing data to highlight 
the impact of attendance on 
progress.

Analyse data to utilise the 4i 
model. 

Identifying patterns of lesson 
avoidance this could be 
linked to a specific topic.

Discuss lost learning in line 
management with WLG.  

Attend parents evening and 
show willingness to support 
both the child and family.

Respond to students who 
express they are finding the 
work given difficult. 

Hold Restorative 
conversations with students 
where a removal/incident 
occurs

Share any concerns with 
Year Managers/Attendance 
Welfare Officers who have the 
capacity to facilitate support.

Positive calls home in relation 
to success in lessons/ areas of 
improvement.

Teacher to update Form Tutor 
and attendance team on 
gaps in student knowledge 
due to absence and what has 
been implemented to support 
and close the gap, through a 
centralised document. 

Observe students who 
have lost learning when 
in the classroom, are they 
struggling? do they need 
extra attention during that 
lesson? are there specific 
areas of the subject that the 
student is struggling with? 

Identify gaps in knowledge 
and ensure the student has 
resources that supports the 
lost learning.

Provide knowledge organisers 
to use to bridge the gap. 

Support/contribute to the 
Emotional Based School 
Avoidance (EBSA) process.

Make positive calls home to 
parents to highlight pockets of 
success.

Arrange parental meetings 
for students who are showing 
areas of concerns within their 
subject areas.

Highlight to the parent the 
area of concern and what 
they could do to help and 
support their child at home.

n/a
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Tier 2: Individualised Strategies: Utilising data to target key cohorts of demographics to implement support
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Pastoral 
Staff

Understand the context of 
their year group. 

Attend assemblies and 
promote successes/ areas of 
improvement.

Creating a positive culture 
of high expectations and 
support. 

Promote academy 
experience eg Peak 
Performance/ Catch. 

Ensure all suspended students 
are back to school on the 
correct day regardless of a 
re-admit meeting.

Be present at social times to 
interact with Year Group and 
resolve any issues that occur.

Support supply staff to 
ensure they understand the 
demographic of the school/ 
behaviour policy and can 
access the IT systems.

Identify key groups of 
students whose attendance 
is presenting as a concern, 
using the whole academy 
data tracker (days). These 
groups will be personalised 
to each year group and may 
have a different focus such as 
GRT boys, PP females etc.

Utilise data to identify trends 
and patterns. Who is always 
absent on a particular day? 

Senior Year Manager 
to discuss absence of 
students/key groups in line 
management. 

During parent, agency or 
student meetings, always 
discuss and consider the 
attendance of the student as 
part of their overall profile. 

Daily engagement with 
students and follow up on 
absence.

Attend parent’s evening and 
support with the attendance 
to parents evening.

Regular meeting, coaching, 
and interventions to support 
the student and parent 
improve their attendance.

Follow up any concerns/
complaints made by students.

If a staff member says, “go to 
your lesson, I’ll speak to you 
later”, ensure this happens. 
Ensure all assigned CPOMS 
referrals are completed/ 
closed and staff frequently 
check in on the child in 
question.

Attend and deliver parental 
meetings to identify barriers to 
positive school experience. 

Engage with Early Help plans/ 
safeguarding meetings.

Make relevant referrals to 
external agencies.

Supporting financial worries/
concerns.

Support with transport and 
uniform when possible. 

Attend key stage meetings. 
Support with bullying and 
friendship problems through 
restorative practice.

Ensure that any student 
who is suspended from the 
academy is given work so 
there is no lost learning. 

Organise a package of 
support for students with low 
attendance or persistent 
absentees to ensure anxieties 
around missed learning is not 
a barrier for their attendance.

Support/contribute to the 
Emotional Based School 
Avoidance (EBSA) process.

Make positive calls home to 
parents to highlight pockets of 
success. 

Attend reintegration 
meetings.   

Attend Attendance Panel 
Meetings. 

Where needed, attend 
Early Help Meetings and Link 
meetings. 

n/a
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Tier 2: Individualised Strategies: Utilising data to target key cohorts of demographics to implement support
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Safeguard-
ing 

Promote safeguarding 
through platforms such as the 
Principal bulletin.

Promote safeguarding 
through platforms such as 
briefing and CPD.

Promote safeguarding 
team through assemblies so 
students know where to find 
them.

Creating positive relationships 
with external providers/
agencies to support students’ 
and families to engage with 
school and attend regularly.

Provide students with updates 
in relation to external support 
groups etc.

Prioritise attendance in all 
aspects of safeguarding.

Track and monitor students 
who are on plans and ensure 
progress is being made. Make 
relevant links with colleagues 
such as pastoral/attendance 
team and subject teachers.

In collaboration with the 
attendance team, review the 
vulnerable group for home 
visits, are there any changes? 

Work closely with all 
agencies involved to support 
an increase in students’ 
attendance.  

Open door policy to students 
who can talk to someone 
they feel comfortable with.

Ensure a concern/worries box 
is available for students.

Students can report concerns 
via the school website. 

Engage with external 
providers/ agencies to 
address the needs of 
students to remove barriers to 
attendance.

Facilitate home visits in 
collaboration with the 
attendance team.

Scheduled safeguarding 
meetings that discuss all.

Bi- weekly attendance and 
safeguarding supervision 
meeting. 

Utilisation of the time Family 
Support Worker

Child Protection Plans
Child in Need Plans
Early Help Plans. 

DSL to ensure all professionals 
and partner agencies are 
aware of any attendance 
concerns and work together 
to overcome barriers in stu-
dents attending regularly.  This 
is then discussed and minute 
in meetings.

Input everything on CPOMS.  

Contribute to the summary of 
the prosecution referral. 

Refer for police welfare 
checks if needed. 

Refer to social care. 

Request for CME.
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Tier 3: Higher Need Strategies
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

The Link   Key Link staff are assigned to 
understand & track & monitor 
the attendance & individual 
needs of all of the SEND & 
specifically their caseloads. 

Understand and be aware 
of the barriers to learning for 
SEND students.
Implement effective 
support strategies to ensure 
attendance rates are in line 
with expectations

Morning check-ins are 
personalised & completed for 
identified students to support 
transition into the academy.

All Link staff greet students 
requiring support with a 
positive attitude and are 
ready to listen to their 
concerns. Include in above 
‘check-in’

Staff positively greet students 
following absence & 
complete a return to school 
interview/discussion & action 
plan.

Ensure all supply staff are 
aware of the SEND/medical 
needs of students in the 
lessons they are covering and 
what to do if those students 
need support.

Staff complete daily & weekly 
monitoring & assessment 
of the attendance of 
individual students based 
on relationships, history & 
understanding of student/
family.

Key Link staff collaborate with 
teachers and pastoral teams 
in triangulate attendance, 
academic & behaviour. 
(regularity & forum to 
complete this)

Staff listen carefully to student 
concerns or challenges 
regarding specific lessons / 
days.
Staff actively work with 
students to unpick barriers to 
attendance and learning and 
work with student, families 
and staff to overcome these 
barriers.

Attend weekly Key Stage Link 
meetings to discuss students 
of concern and collaborate 
to develop strategies to 
support attendance.

SEND staff to support in 
Attendance Panel Meetings.

SEND staff to review 
interventions/support that has 
been in place and identify 
gaps of intervention that 
could be implemented.  

SENDCO to ensure there 
is collaboration between 
the SEND team and quality 
of Education to ensure 
academic progress of 
students. 

Attend reintegration meetings 
following exclusions.

Support/contribute to the 
Emotional Based School 
Avoidance (EBSA) process.

Make positive calls home to 
parents to highlight pockets of 
success.

Support with Early Help Plans, 
Child in Need plans and 
Child Protection plans where 
required.
Attend reintegration meetings 
and panel meetings where 
required.

Penalty Notice 

Students 
with EHCPs

Create a plan that meets the 
needs of students with EHCP’s. 
This will include meeting the 
section F of the EHCP plan to 
ensure the outcomes are met 
in section E. 

Create a positive culture in 
The Link to support students 
with EHCP’s.

SENCO to lead on the 
monitoring of student’s 
attendance (weekly 
attendance reports) with 
EHCP’s.

Ensure the students’ needs 
are being met holistically 
through lesson observations, 
and social time observations 
and monitor through (Tracking 
documents)

Hold annual reviews(to be 
done Termly) with all parties 
(SENDCo, Careers, Parents, 
Local Authority, Learner, 
External agencies) involved 
to ensure the EHCP plan is up 
to date.

Arrange parental meetings 
for students who are not 
attending schools with EHCP’s

Offer shared support in lessons 
(IPMs).

Laise with the pastoral team, 
teaching staff, and SLT to 
ensure everyone is aware of 
the support that is required.

Look for different provision 
if the current provision is not 
working. 

Arrange meeting with the 
LA to formalise the support 
to ensure the child is having 
access to education.

Meeting LA to discuss meeting 
the need of the child.

Look for different provision 
if the current provision is not 
working.

https://whiteroseacademies.sharepoint.com/:x:/g/lca/lcastaff/ESYo0kKGGUJHns2WQFVxGlIB3AsOjWfD9Qe25KEic9AKkg?e=KTrC4e&wdLOR=cB0F2CD30-E180-AF44-B408-14C798AFAE1E
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Tier 4: The Legalities of Attendance
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Fast Track    Students with 10 sessions 
of unauthorised absence 
are identified for the local 
authority Fast Track Initiative, 
Letter 4 FT1.docx is sent home. 

Attendance team to utilise 
the LCA Trigger Letter System.
docx before starting the Fast 
Track initiative

Tracking and monitoring of 
the Fast Track Initiative.

Progress is reviewed after 10 
school days if student does 
not progress Letter 5.docx is 
sent home. 

If no progress is made student 
will progress to stage 2 and 
Letter 6 FT2.docx is sent out 

Check in with student in 
relation to their progress and 
wellbeing.

Update child on their 
progress. 

Respond to any student 
feedback 

Attendance team to arrange 
Attendance Student Panel 
Meetings in collaboration 
with the parent to agree a 
convenient date and time. 

The facilitation of the below if 
required:

Early mini bus pick ups

Check in check out service.

RAG of student timetable.

Use of reduced timetables.

Positive calls home 

Single person contact for the 
family. 

Utilisation of school internal 
resources.

Utilisation of external 
providers.

Utilisation of the Emotional 
Based School Avoidance 
package of support.  

Progress to stage 3 if no 
progress is made and parent 
is not responding to support 
put in place, parent will 
receive Letter 7 FT3.docx 
outlining the expectation of 
this stage of the Fast Track.

Penalty notice issued for 
sustained poor attendance.

Legal 
Interven-
tion (Case 
work)

Students with attendance of 
a concern are identified as 
case work to implement the 
4i model.

Attendance Welfare Officers 
are expected to track and 
monitor their year group 
utilising the data and identify 
students who would benefit 
from case work. 

Attendance Welfare 
Officers to meet with 
students to discuss barriers 
for not maintaining good 
attendance. 

AWOs should collaborate 
with other key colleagues to 
address the needs of students.

An additional parental 
meeting will be arranged if 
progress is not made and 
parent is not engaging with 
the support put in place.

The potential implementation 
of an Education Supervision 
Order or Parenting is discussed 
with the parent.  

Review of the Emotional 
Based School Avoidance 
intervention and identify next 
steps if the intervention has 
not been successful. 

Implementation of 
Educational Supervision 
Order/Parenting Order.

https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/ESpD3wEzS3BFjyGnHph3yR8BrYiUaR2DYCKREFcVMDRrWw?e=FxnkZw&wdLOR=c8549AD50-0A3C-3B49-9A24-48570B27F10C
https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/EWyp-1CJpj9BuodvDileh5IB8y_AMusakx_Yj1m-iC0UGQ?e=FkOj2x&wdLOR=c2DC07A12-9B60-D74B-8ADE-C0BA199619A3
https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/EWyp-1CJpj9BuodvDileh5IB8y_AMusakx_Yj1m-iC0UGQ?e=FkOj2x&wdLOR=c2DC07A12-9B60-D74B-8ADE-C0BA199619A3
https://whiteroseacademies.sharepoint.com/:w:/g/lca/lcastaff/EXvWuNTTzR5PsQoKoYor9hMBQ11uLmga1tildfhL6PWVxw?e=R43EGh&wdLOR=c0A87B4C1-067E-1745-A688-9250CF329C64
https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/Ec4OVQXYo9pEg8iZTl1gVzwBeszIhQtP30XgoOmWgmM79Q?e=SbACie&wdLOR=c5B221FBF-3DF6-5843-AAB6-DDFE5B333DCA
https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/EUUfU_2J-3xOpuFCIZdNp6UBXNlqYZAxGkkUOJG0HjYlFw?e=qYzsiT&wdLOR=c4704B0E8-93BC-4546-A21C-DE7E03052192
https://whiteroseacademies-my.sharepoint.com/:x:/g/personal/manners_a_whiteroseacademies_org/ESrAsT15MCNEpfmsL6AaNkUBc7h4GANhIIsJxYaBtzkxHw?e=GWFID1&wdLOR=cF3D45E04-762D-B041-9BBF-632E106E40A7
https://whiteroseacademies-my.sharepoint.com/:x:/g/personal/manners_a_whiteroseacademies_org/Ec3ozoORnlVDjhWa1ydJ3lcBNRGtxzU76M9rltrDj5A57Q?e=QYoQ7E&wdLOR=c28155B3C-8BF5-C34C-A186-CFD292FB1B86
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Tier 4: The Legalities of Attendance
Expect Monitor Listen & Understand Facilitate Support Formalise Support Enforce

Penalty 
Notices Un-
authorised 
holidays

Reminding parents that it is 
illegal to take their child out of 
school to attend a holiday.

Remind parents of the 
academic calendar and 
when families can take their 
children on holiday.

Texts to be sent during half 
term breaks to remind parents 
of the return to school dates. 

Use the MIS Arbor to identify 
those who have taken time of 
school to attend a holiday. 

Use the Holiday Fine letters 
sent.xlsx tracker to monitor the 
facilitation of this. 

Review any requests made 
to the Principal for time out 
of the academy to attend 
holidays and consider reasons 
for extreme circumstances.

Extreme Circumstances 
supported and authorisation 
out of academy is agreed. 

Parent informed why the 
request has been authorised.  

Family encouraged to catch 
up on work missed.

Inform parent that they are 
at risk of a penalty notice if 
they take their child out of the 
academy.

Letter 11 Holiday denied.docx 
sent out to any parent whose 
request has been denied.

Letter 12 Not applied.docx 
sent out to parents who have 
taken their child out of the 
academy and not declared 
it.

Submit penalty notice.

https://whiteroseacademies-my.sharepoint.com/:x:/g/personal/mladenovic_j_whiteroseacademies_org/EUOk5M5FBo1Dv3P1g_yej4MBbJpxT1gODwvjKtFv6O9DQw?e=geBYPD&wdLOR=c503E2E1F-F416-8E4A-90ED-BE4BB3BE56D9
https://whiteroseacademies-my.sharepoint.com/:x:/g/personal/mladenovic_j_whiteroseacademies_org/EUOk5M5FBo1Dv3P1g_yej4MBbJpxT1gODwvjKtFv6O9DQw?e=geBYPD&wdLOR=c503E2E1F-F416-8E4A-90ED-BE4BB3BE56D9
https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/EenlAs3_My5NqJV20hMHnHEBdk4gnGFDRZRsiz4GJq4gvw?e=DiNu0C&wdLOR=c43FE5C75-0174-F34A-AD8B-6124A4359D4D
https://whiteroseacademies-my.sharepoint.com/:w:/g/personal/manners_a_whiteroseacademies_org/EQzkA8SFj-RHiEa32CnGf_kBm0P-_P0A-iGI_fpqmuuGvA?e=WBzeRX&wdLOR=c54EE5CFD-A201-9440-B994-B047A603DA5F



