
 
 
Attendance and Punctuality Policy.         
 
 
Introduction. 
 
At Little Bloxwich C of E Primary School, good attendance and punctuality is a 
high priority. We want motivated enthusiastic learners who arrive at school on 
time, ready to learn establishing good habits for lifelong learning. Parents and 
carers have a legal responsibility to make sure that children come to school 
regularly and on time. The school has a legal duty to mark the register and 
record the attendance of every child on its roll and to specifically code which 
children are absent or late and why. There is now a statutory requirement that 
schools publish statistics about their attendance rates. We fully support all 
initiatives from our Local Authority and comply with all of Walsall Children’s 
Services guidance and expectations. We have challenging targets set each year 
against both local and national averages. Absences fall into two groups, 
authorised and unauthorised. 
 
 
What are authorised absences? 
 
Authorised absences involve children having time out of school for approved 
reasons, for example: illness, urgent medical appointments, attendance at 
funerals, religious observance or visits to new schools. 
 
The school will need an explanation from parents or guardians (a note, 
telephone call or message in person) if they are to authorise the child’s absence. 
This is then coded in the register.  
 
Every effort should be made to arrange routine dentists and GP appointments 
outside school hours. However, it is understood that specialist hospital or clinic 
appointments may have to be made during school hours.  
 
If a child has a re-occurring health problem and isn’t under the care of a health 
professional a discussion will be help with parents to consider making a referral 
to School Health Services. 
 
It is essential that the school office is informed before a parent collects a child in 
order for relevant preparations to be made and to keep disruption to classroom 
practice to a minimum. 
 
 
What are unauthorised absences? 
 
Unauthorised absences involve children having time out of school without any 
Explanation offered, or where the reason for absence is one that the school 
cannot authorise, for example: holidays, shopping, birthdays, baby-sitting for 
younger children, too tired, late night due to birthday, not realising term had 
started or because other members of the family are ill. 



 
If the Head Teacher does not authorise ‘exceptional leave’ in term time, and 
leave of absence is still taken, this will always classified as unauthorised.  
 
Unauthorised absence may lead to penalty notice being served. 
 
Penalty notices are fines of £60/£120 imposed on each parent per child. They 
are an alternative to the prosecution of parents for failing to ensure that their 
child of compulsory school age regularly attends the school where they are 
registered or at a place where alternative provision is provided.  
They can only be issued by a Head Teacher or someone authorised by the Head 
Teacher, i.e. Deputy or Assistant Head, Local Authority Officer or the Police. 
All schools and the police must send copies of penalties issued to the local 
authority.  
Penalties can only be used where the pupil’s absence has not been authorised by 
the school.  
Penalty notices can be issued to each parent liable for the attendance offence or 
offences. 
Penalty notices may also be issued where parents allow their child to be present 
in a public place during school hours without reasonable justification during the 
first five days of a fixed period or permanent exclusion.  
The parents must have been notified by the school at the time of the exclusion 
of this and the days to which it applies. 
 
Routines for managing and improving attendance: 
 

• Our PSA is at the school entrance every morning. The bell is rung 
promptly at 9am. 

• At every Friday assembly ‘The Attendance Cup is awarded to the class 
with best attendance as measured as a percentage of the week. This 
has proved highly motivating to children. The winning class keep the 
cup in the class that has won the trophy in their class for the 
remainder of the week 

• The class that has won the trophy on the most occasions over the 
academic year is rewarded with a trip and paid for by the school. 

• Termly 100% attendance certificates are awarded in addition to Silver 
and Bronze Certificates. 

• Children who achieve 100% attendance over the academic year are 
rewarded with a certificate and small prize. 

• A clear and consistent message is given at all times by all members of 
staff; 

• Every morning at 9.30am checks on all class registers are made and 
parents are contacted if absences remain unexplained. Our approach is 
to be direct, relatively informal with a ‘follow up’ as soon as possible. 

 
 
Holidays taken during Term Time. 
 
There is no entitlement to holiday in term-time, and holidays in term 
time will not be authorised by the school. Unauthorised absence may 
lead to a penalty notice being served. 
 



Any child who has an attendance level that drops below 90% as a result of being 
taken out of school on holiday will be asked to attend a meeting with the 
Attendance Officer at school. This will highlight the impact of time missed at 
school and deter parents from taking their child out of school for future holidays. 
 
We strongly discourage missing school. Children miss out on crucial work and 
Friendships. They may also lose their sense of engagement and involvement 
with school life. 
 
Requests to the Head Teacher need to be made before any planned absence is 
taken. (forms are available at school reception). 
 
Government now place a great deal of emphasis on maintaining high levels of 
attendance in UK schools and unlike previous guidelines, the policy is extremely 
robust yet providing clear transparency.  
 
The main points of this policy are highlighted below:- 
 

• The 2006 Pupil Registration Regulations remove any reference to ‘family 
holidays and ‘extended leave’.  

• Where previous guidance has referred to Head Teachers discretion to 
authorise up to 10 school days leave, the new amendments make it clear 
that Head Teachers should not grant any leave of absence during term 
time for any purpose unless there are exceptional circumstances. (In 
such circumstances it will be for The Head Teacher to determine the 
number of school days a child can be away from school). n.b. there is no 
definition of ‘exceptional circumstances’. 

• Should parent(s)/carers choose to remove their children from school for a 
period of unauthorised Leave of Absence (incl. term time holidays) it may 
result in a referral to Walsall Council Education Welfare Service. 

• Fixed Penalty Payment thresholds have also changed. Payment of £60.00 
per parent, per child MUST be paid within 21 days (changed from 28 
days) with the charge rising to £120.00 per parent, per child to be paid 
within 28 days (changed from 42 days) to avoid prosecution. For example, 
should the parents of two children attending the school take a vacation 
during Term Time then the Fixed Penalty payment would be £60.00 x 4, 
i.e. £240.00 payable within 21 days. 

• The criteria for issuing penalty notices remain unaffected. Parenting 
Contracts, Parenting Orders and Penalty Notices are interventions 
available to promote better school attendance and behaviour.  

 
Where considered appropriate such absences will be referred to Walsall Council 
Education Welfare Service.  
 
Referrals will also include circumstances where it is found that parents/carers 
have removed their child/children from school on the pretext of illness yet when 
in reality they have taken them on vacation. 
 
Requests to the Head Teacher need to be made before any planned absence is 
taken. (forms are available at school reception). 
 
 



Exceptional Authorised leave. 
 
Parents who wish to take their children out of school for any other reason during 
school time are asked to make this request to the Head Teacher, in writing or in 
person. It is important to make the request in good time before the period of 
requested leave; it is not acceptable to tell the school afterwards. The 
school will respond quickly either by phone, letter, E-mail or in person. 
Each request for ‘exceptional’ leave will be considered on its own individual merit 
and the Head Teacher’s decision will take into account the following, as 
contained in the DFE Circular: 
 
• The reason for the leave and why it could not be taken in school holidays; 
• The number of days requested; 
• Previous requests for leave during term-time; 
• The child’s attendance and punctuality record (broadly speaking we would  
   expect a pattern of attendance consistently around 95% for the current and 
   previous year); 
• The age of the child; 
• The child’s stage of education, any additional needs they may have,  
   current attainment, levels of progress and any impact the leave will have 
   on their learning. 
 
 
Punctuality 
 
Punctuality is very important and sets important lifelong habits. At Little 
Bloxwich Primary, all children should be in school by 9.00am, at which time the 
main gate is locked. After this time all pupils who arrive at school are recorded 
as late by the PSA. Late arrivals will be marked as such by the Parent Support 
Advisor or by the School Office.  
 
Children arriving after 9.30, i.e. 30 minutes after registration closes, and 
who do not have a good reason for doing so are marked as an ‘unauthorised 
absence’.  
 
On entering the school via the office, Reception Children will be taken to the 
class by a member of staff and not the parent. Staff in the office area will ensure 
all other children safely enter the school via the internal electronic door. 
 
Routines for monitoring and improving Punctuality: 
 

• Our PSA is at the gate every morning. 
• The bell will ring promptly at 9am;  
• Late marks are issued after 9.00am. There is a great emphasis on 

consistency between classes.  
• A late book is kept in the school office keeping a record of those who 

arrive late. 
• Persistent lateness will result in letters being forwarded to parents. 

 
We are committed to reducing the number of persistent absences in school. 
It is important for us to identify such patterns, offering support, to both 
pupils and families; thereby ensuring attendance is above 90%. 



 
For registration purposes, children will be expected to be in school by 9.00 
am. 
 

 
Attendance Issues and Procedures: 
 
 
Stage One: 
 
Contact will be made with parents/carers when a problem is first identified in 
order to deal swiftly deal with any issues arising. If our Parent Support Advisor 
has been unable to contact a parent either by telephone or a Home Visit, a note 
will be left at the home address requiring explanation for the child’s absence. A 
reminder will also be given to the parent regarding future absences.  
 
 
Stage Two: 
 
If there is no improvement following the initial contact and no satisfactory 
explanation for absences, a letter should be forwarded to the parents/carers, 
indicating that future absences may not be authorised with the potential that the 
matter may ultimately be referred to the EWS. 
 
Stage Three: 
 
With no improvement after stages 1 and 2, then the parents should be invited to 
attend a formal meeting at school where attendance and punctuality targets may 
be set. (The Education Welfare Officer will also be invited to attend). 
 
The Education Welfare Officer will make contact with the parents, fully 
exploring the reasons for non-attendance, with a view to removing any 
obstacles. 
Ultimately, if there is a lack of co-operation by the parents and the individual 
child fails to maintain regular attendance at school, the Education Welfare 
Service may take legal action. 
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