MARSH HILL PRIMARY SCHOOL
Attendance and Punctuality Policy
Mission
To provide a caring, respectful, tolerant environment in which all individuals are
enabled to fulfil their full potential through a creative and enjoyable curriculum.
“Central to raising standards in education and ensuring all pupils can fulfil their full potential is an
assumption so widely understood that it is insufficiently stated – pupils need to attend school regularly to
benefit from their education. Missing out on lessons leaves children vulnerable to falling behind. Children
with poor attendance tend to achieve less in both primary and secondary school”
School Attendance: Statutory guidance and departmental advice, DFE, 5TH January 2017
Marsh Hill expects the highest attendance and punctuality from all pupils, at all times. We support pupils
and their families to ensure that excellent attendance is achieved.
Regular and punctual attendance at school is essential for a pupil’s education and establishes a positive
working ethos early in life. School education lays the vital foundations of a child’s life. Research clearly
demonstrates the link between regular attendance and educational progress and attainment.
Parents/carers and the school staff should work in partnership in making education a success and in
ensuring that all children have full and equal access to all the school has to offer. At Marsh Hill, we
encourage parents and carers to ensure that their child achieves the maximum possible attendance and
that any problems that prevent this are identified and acted on promptly. It is parent’s responsibility to
ensure that their children arrive at school and return home safely. 100% attendance is certainly possible,
but in the event of your child being away from school it is essential that you, the parent inform the school
of the reasons for absence.
Marsh Hill’s Attendance and Punctuality Policy applies to all children registered at this school and this
policy is made available to all parents/carers of pupils on our school website.
This policy has been devised in consultation with the School Community.
This policy has been written to adhere to the relevant Children Acts, Education Acts, Regulations and
Guidance from the Department for Education, in addition to guidance from the Local Authority.

Aims
Our attendance and punctuality policy aims to:
 Support pupils and their parents/carers in the establishment of the highest possible levels of
attendance and punctuality;
 Ensure that all pupils have full and equal access to the best education that we can offer in order
to increase learning;
 Enable pupils to progress smoothly, confidently and with continuity through the school;
 Make parents/carers aware of their legal responsibilities;
 Ensure attendance meets Government and Local Authority targets
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Objectives





Meet the Government attendance targets set for us
Create a clearly understood attendance procedure that is effectively communicated to, and
understood by, parents /carers.
Ensure pupils are in school for the maximum number of days.
This policy is designed to help all concerned adults to enable children to attend school regularly
and thus be offered the most consistent access to learning as is possible.

School Responsibilities

















Provide a welcoming atmosphere
Provide a safe learning environment
Provide a sympathetic response to any child or parental concerns
Keep regular and accurate records of AM and PM attendance and punctuality, and monitor
individual child’s attendance and punctuality
Contact parents when a child fails to attend and where no message has been received to explain
the absence
Follow up all unexplained absences to obtain explanations from parents. Although parents may
offer a reason, only the school can authorise the absence. In the case of long term or frequent
absence due to medical conditions, verifications from a GP or other relevant body will be
requested.
Encourage good attendance and punctuality through a system of reward and recognition.
Regularly inform parents of the attendance percentage of all pupils.
Make initial enquiries regarding pupils who are not attending regularly.
The School’s Attendance Team will monitor and support school attendance and punctuality.
The School’s Attendance Team will utilise the FAST Track system, including the offer of Early
Help Support. Failure by the family to comply with the planned support will result in further
actions, e.g. Penalty Notice, Parental Prosecution.
The School’s Attendance Team will call daily to ascertain the reason for the child’s absence.
The School’s Attendance Team may make a home visit to ascertain the safety of the child and
family if no response is received following the daily telephone call.
The School’s Attendance Team will follow the Child Missing Education procedures as advised by
the Department for Education.

Parent/Carer Responsibilities







Ensure regular school attendance and be aware of their legal responsibilities.
Ensure that their child arrives at school punctually and prepared for the school day.
Ensure that they contact school for each day of absence or, if known in advance, whenever their
child is unable to attend school.
Contact school promptly whenever any problem occurs that may keep their child away from
school.
Notify the school of any home circumstances that might affect the behaviour and learning of their
child.
Notify school immediately of any changes to contact details.

Registers and Punctuality
Punctuality to school is crucial. Lateness into school causes disruption to the individual’s learning and to
that of other pupils in the class. It is paramount therefore that all pupils arrive at school on time. The
school doors open at 8.40am until 8.50am.
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By Law, schools must take a morning and afternoon register and record the attendance or
absence of every pupil.
Registration takes place at 8.50am and pupils who arrive after 9.00am will be recorded as late to
school.
Registers close at 9.20am and after this lateness is recorded as an unauthorised absence and
can be subject to prosecution by the local authority.
Afternoon registration is taken at 12.45pm in Key Stage One and at 1.00pm in Key Stage Two.
Persistent lateness by a pupil will be dealt with through the School’s Attendance Team and may
result in being referred to Education Welfare Court Section.
Pupil’s attendance and punctuality is recorded on their report and will be passed on to future
schools as necessary.

Any child who is absent from school at the morning or afternoon registration period must have their
absence recorded as being authorised, unauthorised or as an approved educational activity [attendance
out of school]. Only the head teacher or a member of staff acting on their behalf can authorise absence.
If there is no known reason for the absence at registration, then the absence must be recorded in the
first instance as unauthorised.

Examples of authorised and unauthorised absences are as follows:
Authorised Absences






Genuine illness of the pupil;
Emergency hospital/dental/doctor’s appointment for the pupil; (Proof of appointment required)
Major religious observances;
Visits to prospective new schools;
External exams or educational assessments.

Unauthorised absences






Shopping / day trip / visit to a theme park;
A birthday treat;
Oversleeping due to a late night;
Looking after other children / other family member;
Appointments for other family members

Pupils Leaving During the School Day
During school hours the school staff are legally in loco parentis and therefore must know where the
pupils are during the school day.







Pupils are not allowed to leave the premises without prior permission from the school.
Parents should try to arrange medical and other appointments outside of school time.
Parents are requested to confirm in writing the reason of any planned absence, the time of
leaving and the expected return time.
Pupils must be signed out on leaving the school and be signed back in on their return.
Where a pupil is being collected from the school, parents must report to the school office before
the pupil is allowed to leave the site.
If a pupil leaves the school site without permission their parents will be contacted. Should the
school be unable to make contact with the family it may be appropriate, in certain circumstances,
to contact the Police and register the pupil as a missing person.

Absences during Term Time
The school holiday dates and end of Key Stage Assessment dates are published a year in advance and
leave of absence will not be authorised during these assessment periods. INSET days are published as
soon as the school have agreed these, but may be subject to change.
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In line with the Government’s amendments to the 2006 regulations (appendix 1), holidays during term
time will NOT be authorised. Amendments to the 2006 regulations remove references to family holiday
and extended leave as well as the statutory threshold of ten school days. The amendments make clear
that head teachers may not grant any leave of absence during term time unless there are exceptional
circumstances. Head teachers should determine the number of school days a child can be away from
school if the leave is granted.

The Head teacher and Governors have determined that:











In exceptional circumstances permission may be granted to take a child out of school for a
maximum of five days of holiday providing your child has a good (95% or higher) attendance
record over the previous three terms.
Where leave of absence in term time is due to exceptional circumstances, an application form
must be requested from the school office and submitted for consideration by the Head teacher on
behalf of the school governors, as soon as the parent is aware of the potential absence.
Consideration will then be given to the pupil’s previous school attendance
The time requested must not exceed five days in any one academic year.
If leave is taken without prior authorisation by the school, it will be recorded as an unauthorised
absence and the FAST Track process will be followed.
If the school decides not to agree to the request and the parents/carers take their child on
unauthorised leave, the ‘Leave in Term Time (Penalty Notice) Process’ will be followed in the
first instance. Where children do not attend school, but unauthorised leave in term time is
suspected (parents have not made a request for example) the usual school absence procedures
will be followed. School will then follow the Children Missing Education procedures, for
safeguarding purposes, jointly making reasonable enquiries to try to locate the pupil.
Where a child has unauthorised term time leave but does not meet the criteria for ‘FAST-track’,
schools can use an ‘add on’ legal process, the ‘Leave in Term Time (Penalty Notice) Process’.
Guidance and the letter templates are available on the website:
https://www.birmingham.gov.uk/school-attendance. This process enables the Local Authority to
issue a penalty notice for removing their child from school for an unauthorised leave of absence
in term time.
If the Leave in Term Time (Penalty Notice) Process is followed, parents may be issued with a
penalty notice for taking their child on two weeks unauthorised leave in term time with no
previous unauthorised absence. Parents may also be issued with a penalty notice for taking their
children out of school for a week of unauthorised leave as long as there are at least 10 sessions
(5 days) of unauthorised absence over the previous 12 calendar months. This could include
registration codes ‘O’, ‘G’ or ‘U’.

Changing Schools
It is important that if parents/carers decide to send their child to a different school that they inform Marsh
Hill Primary School as soon as possible.
A pupil will not be removed from the school roll until the following information has been received and
investigated:





The date the pupil will be leaving the school and starting the next
The address of the new school
Confirmation of acceptance from the pupil’s new school
A new home address if appropriate

The pupil’s school records will then be sent to the new school. In the event that the school has not been
informed of the above information, the family will be referred to the Children Missing Education Team.
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Attendance Codes
The School uses a E-Portal and CMIS computerised registration system for keeping the school
attendance records. The following national codes are used to record attendance information.

CODE
/
\
B
C

DESCRIPTION
Present AM
Present PM
Educated off site (NOT Dual registration)
Other Authorised Circumstances (not
covered by another appropriate
code/description)

MEANING
Present
Present
Approved Education Activity
Authorised absence

D

Dual registration (i.e. pupil attending other
establishment)

Approved Education Activity

E
F
G

Excluded (no alternative provision made)
Extended family holiday (agreed)
Family holiday (NOT agreed or days in
excess of agreement)
Family holiday (agreed)
Illness (NOT medical or dental etc.
appointments)

Authorised absence
Authorised absence
Unauthorised absence

J
L
M
N
O

Interview
Late (before registers closed)
Medical/Dental
No reason yet provided for absence
Unauthorised absence (not covered by
any other code/description)

Approved Education Activity
Present
Authorised absence
Unauthorised absence
Unauthorised absence

P
R
S
T
U
V
W
X

Approved sporting activity
Religious observance
Study Leave
Traveller absence
Late (after registers closed)
Educational visit or trip
Work experience
Untimetabled sessions for noncompulsory school-age pupils

Approved Education Activity
Authorised absence
Authorised absence
Authorised absence
Unauthorised absence
Approved Education Activity
Approved Education Activity
Not counted in possible attendances

Y
Z
#

Enforced and partial enforced closure
Pupil not yet on roll.
School closed to pupils

Not counted in possible attendances
Not counted in possible attendances
Not counted in possible attendances

H
I

Authorised absence
Authorised absence
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Fast-track –
Details of FAST Track process and guidance are available on the website:
www.birmingham.gov.uk/school_attendance_and_absence
Marsh Hill Primary School uses Fast-track to Prosecution which is an Early Help Model approach
recommended by Birmingham Local Authority. Its aim is to improve attendance. This is a formal legal
system, which involves fining parents for their child’s poor attendance over a specified period of time. All
families are formally written to by the school, outlining the Fast-Track process. Formal meetings are held
after a specified period of time, for pupils with continued poor attendance. Targets are set and
attendance is monitored for a further period of time. Education Welfare court section issues fines to
families, whose pupils fail to improve their attendance.
The school office will log instances of absence and lateness. Where issues persist, the following FastTrack procedures are followed.
If a child’s attendance becomes a concern because they are not attending school
regularly (whether the absences are authorised or not) or they are frequently late, they
will be identified on the internal attendance monitoring. Parents will be invited to
school and offered support through the Early Help Offer.
If the Early help is refused and the attendance does not improve or the Early Help is
Stage 2
ineffective in improving attendance, parents will be invited to a School Attendance
Review Meeting (SARM).
If there continues to be no improvement in attendance the family will be issued a Final
Stage 3
Notice Local Authority standard and an up to date attendance print out.
Any further absences will result in the case being referred to court. The case will be
Stage 4
considered by the court and the parents will be notified directly. If the court deems that
there is a case where the parents are guilty of an offence, the family will receive a
Penalty Notice. Failure to pay this could result in the case being heard in court and the
parents having a criminal record.
In the event of a family being repeatedly referred or if the case is serious enough, the case could go
straight to court under Section 444 (1A) Education Act 1996. These cases would deem higher fines or
imprisonment

Stage 1

Strategies for promoting / rewarding excellent attendance:
Aims:



Attendance and Punctuality above 97% is promoted, and supported and remains a high profile
across school.
To achieve high levels of attendance and punctuality above 97% through acknowledging good
attendance and punctuality.

Weekly School Newsletter
Each week, the school newsletter is used to highlight the importance of good attendance and
punctuality. It regularly includes sections reminding parents of our school attendance target and what
that means in terms of number of days absent. It also includes information about any initiatives, which
the school is using, to promote attendance and punctuality.

School Attendance Board
The board includes attendance information and information about classes with the highest attendance
and punctuality. Details of how parents can support the school by improving their child’s attendance and
punctuality, is also included.

Breakfast Club
Daily Breakfast Club costs £1.30 every day. If your child is entitled to Free School Meals, then Breakfast
Club is free. The Breakfast Club supports parents by allowing them to drop their children off at school
from 8.10am, ensuring they are on time for school. The club is supervised by three members of staff.
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