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Pupils’ Attendance and Absence Policy 
Featherstone Primary School, with full support from the Governing Board, place a high priority 
on achieving excellent standards for all pupils and feel that pupil attendance and punctuality 
are essential. In order for pupils to achieve their full potential, it is important that they are 
highly motivated to learn and keen and eager to attend school.  
 
Regular and punctual attendance will establish good habits that will support them throughout 
their lives. To achieve this, the Governors and staff are committed to working in partnership 
with parents to ensure that the school achieves a minimum of 97% attendance throughout the 
school.  
 
We understand the link between Attendance, Safeguarding and Attainment.  
 
Featherstone Primary School has a duty to: 

• Celebrate good attendance- 96.1% and above.  

• Ensure that all children attend school regularly and are on time for school.  

• Ensure that all absences are explained and that evidence is provided when required. 

• To consider the safety of absent children and take measures to verify this.  

• Act upon and pursue consequence for cases of persistent absence/ lateness.  

• To communicate clearly the attendance procedure and expectations of the school. 

• Have appropriate registration processes in place using DFE coding. 

• Inform parents/carers of what constitutes authorised and unauthorised absences. 

• To have systematic and consistent daily records which chart absence and lateness. 

• To report to the Government on attendance three times a year. 

• To consistently and correctly administer the school’s internal attendance procedures. 

 
Education Act 1996 Section 444 (1) 
 
‘If a child of compulsory school age fails to attend school regularly, the parent is guilty of an 
offence.’ 
 
Punctuality 
The school bell rings to start the school day at 8.55am. If a child arrives after the bell, they are 
late and will be marked accordingly on the register. These late marks will be monitored and 
children who are frequently late will be referred to the school’s Attendance Officer.    
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The Education (Pupil Registration) (England) Regulations state that code ‘U’ should be used for 
a pupil who is late after the registers have closed.  Prior to registers closing, the code to use for 
lateness would be an ‘L’.    
 
Definitions:  
Regular attendance 
At Featherstone Primary School, attendance is regular if a child’s good attendance is 
interrupted only by unavoidable absences caused by genuine illness which means they cannot 
attend.   
 
Parents 
A child’s main carer(s). This could be mother, father, foster carers, special guardian, 
grandparents, mother’s partner (may or may not be married), father’s partner (may or may not 
be married), etc. They can be living at the same address or different addresses, but MUST have 
an influence on the child’s attendance.  
 
Compulsory School Age 
A child becomes compulsory under the following criteria: 
 

Child turns five before: Compulsory from 

31st December 1st January 

31st March 1st April 

31st August 1st September 

 
Celebrating good attendance (96.1% and above) 
At the end of each term (key dates to be announced), every child’s attendance will be 
calculated. If their attendance falls in to one of the brackets below, they will be given an  
 
Attendance Shop Voucher.  Pupils will be able to exchange their voucher in the Attendance 
Shop, where a variety of items will be available.   
 

Attendance Attendance Shop! 

  

At the end of each term (key dates to be announced), every child’s 

attendance will be calculated. If their attendance falls into one of the 

brackets below, they will be given an Attendance Shop Voucher.  Pupils 

will be able to exchange their voucher in the Attendance Shop, where a 

variety of items will be available.   

100% Attendance Voucher to choose a prize from Table 1 

99.0 to 99.9% Attendance Voucher to choose a prize from Table 2 

98.0 to 98.9% Attendance Voucher to choose a prize from Table 3 

97.0 to 97.9% Attendance Voucher to choose a prize from Table 4 

96.6 to 96.9% Attendance Certificate 
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Other circumstances taken into consideration: 
As part of calculating the pupil attendance for each award, consideration will be given for 
individual pupil’s circumstances (out of the child’s control) that may have had a detrimental 
impact upon their attendance percentage. 
 
The table below gives some examples of possible circumstances but is not exclusive: 
  

Circumstance Example of  

Children with medical conditions 
–under the care of a consultant 
or hospital team (Diabetes, Cystic 
Fibrosis, physical disabilities etc) 

Medical appointments/hospitalisations will be taken into 
account and added to overall absence. 

Children who live beyond the 
statutory walking distance (2 
miles for KS1 and 3 miles for KS2) 

Any lates plus U codes given due to transport issues out of 
their control will be taken into consideration. 

Vulnerable children with 
extenuating circumstances (at 
the discretion of the attendance 
team) 

Percentage thresholds may be adjusted due to specific 
needs or circumstances.   Any lates and ‘U’ Codes will be 
taken into consideration. 

 
Persistent Absence 
The Department for Education has stated the persistent absence threshold has changed from 
15% to 10% from September 2015.   That means that attendance below 90% falls into this 
criteria.  
 
Persistent absence at 10% is equivalent to missing the number of sessions indicated below: 

Half-term  10 per cent (3approx.) 

Half-term 1  7 or more sessions  

Half-term 1-2 (Autumn term)  14 or more sessions 

Half-term 1-3  20 or more sessions  

Half-term 1-4 (Autumn term and Spring term combined)  25 or more sessions  

Half-term 1-5  31 or more sessions  

Half-term 1-6 (full academic year)  38 or more sessions  

 
Authorised Absence  

• An absence is classified as authorised when a child has been away from school for a 

legitimate reason and the school has received notification from a parent/carer. For 

example, if a child has been unwell and the parent/carer telephones the school to 

explain the absence and has suitable evidence that medical advice has been sought 

(school may request this for any absence, if required).  

• Only the school can make an absence authorised. Parents/carers do not have this 

authority. Consequently not all absences supported by parents/carers will be classified 

as authorised.  

 
Unauthorised Absence (UA) 

• If a child is away from school without good reason or reoccurring illness but no medical 

evidence provided.  
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• An absence is classified as unauthorised when a child is away from school without the 

permission of both the school and a parent/carer. Therefore the absence is 

unauthorised if a child is away from school without good reason, even with the support 

of a parent/carer.  

 

Internal Attendance Procedures 
 
Registration 
Each day at school is made up of two sessions (am and pm). The school is required to mark the 
attendance register twice each day; once at the start of the day and once during the afternoon 
session. Classroom based staff are legally responsible for completing the attendance registers 
correctly.  
 
Categorising absence 
Using DFE coding (School Attendance, November 2016), a mark will be made for each child 
during registration. Any child who is not present at this time will be marked as an unauthorised 
absence unless leave has been granted by the school in advance or the reason for absence is 
already known and accepted by the school as legitimate.  
 

• Where a reason for absence is given and accepted by the school at a later stage, the 

register will be amended if necessary. 

• If absence is frequent or continuous, and except where a child is clearly unwell, staff 

have a duty to challenge parents about the need and reasons for their child’s absence 

and will encourage them to keep absences to a minimum.  

• A note or explanation from a pupil’s home does not mean an absence becomes 

authorised. The decision whether or not to authorise an absence will always rest with 

the school. 

• If no explanation about an absence is received by the school, the absence will remain 

unauthorised. 

 
Term-time absence will only be authorised in the following exceptional circumstances: 

• death of parent/carer or sibling of the pupil or life threatening or critical illness of 

parent or sibling of the pupil 

• parent/carer recuperation and convalescence from critical illness or surgery (leave 

request to be made within 6 months of recovery and medical evidence required) 

• leave for armed forces personnel who are prevented by operational duties to take their 

leave at any other time 

• leave of absence already granted by a previous school or local authority (granted within 

the last six months and supported by documentation from the previous school) 

• where the school is satisfied that the child is too ill to attend and medical evidence is 

provided (school may request this for any absence, if required). 

• where the pupil has a medical appointment (although parents should be encouraged to 

make these out of school hours wherever possible, and to return their child to school 

immediately afterwards – or send him / her to school beforehand) 

• the absence occurs on a day exclusively set aside for religious observance by the 

religious body to which the pupil’s / student’s parents belong. 
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Some examples of reasons for not authorising absence would be: 

• no explanation has been given by the parent; 

• the pupil is absent for unexceptional reasons, e.g. a birthday/shopping; 

• family holidays; 

• cheaper cost of holiday; 

• availability of the desired accommodation;  

• illness if the child could be well enough to attend, (i.e. sore throat); 

• Featherstone Primary School will NOT authorise holidays during term time.   

• There is a pattern in absences, eg Fridays or Mondays.  

 
Medical Evidence that can be accepted by school: 

• Copy of prescription 

• Slip with date, pupil’s name and surgery stamp, signed by receptionist.  

• Medical appointment card with one appointment recorded on it.  

• Letters concerning hospital appointments.  

• Print screen of medical notes. 

• Doctor’s medical certificate. 

• Doctor’s letter. – with caution.  

• Medication prescribed by doctor.  

• Letter from a professional.  

• Any other relevant evidence.  

• NOT SICK NOTE (these are not given to children by doctors, they are only intended for 

adults) 

 
Systems and strategies for celebrating good attendance 
Attendance has a very high profile at Featherstone Primary School and is regularly discussed at 
assemblies and in classes. Parents are regularly reminded by newsletters, text messages, 
emails, the school website and school meetings about the importance of good attendance and 
its links to attainment, and attendance figures are published in school reports and shared at 
Parent evenings. 
 
Children who achieve 97%+ attendance every term are given an Attendance Certificate at a 
special assembly. At the end of the academic year those with 97% attendance are given a 
special reward. Parents receive a printout of their child’s attendance registration every term to 
highlight the importance of school attendance.  
 
First-day calling/text. 
Featherstone Primary School has in place a system of first-day calling/text. This means that 
parents will be telephoned or sent a SMS text when a pupil is absent without explanation to 
establish a reason for the absence. This helps to identify at an early stage pupils who do not 
have a good reason for absence or who may be absent without their parents’ knowledge.  
 
When your child is absent, school may contact you during the day for an update on your child’s 
condition. Where it is not possible to make contact with parents or where the child’s absence is 
a concern, the school will need to carry out a welfare visit to the child’s address to see the child.  
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Absences from school are closely monitored and school will do all it can to support families 
when attendance becomes a concern or where there are patterns of illness. We ask that 
parents provide accurate reasons for absence when notifying school.   
 
The Process for Monitoring Attendance  
Levels of attendance are a key indicator of a school’s overall performance and all schools are 
now required to set annual attendance targets. Schools are also required not just to improve 
levels of overall attendance but to reduce the numbers of persistent absentees (a persistent 
absentee being defined as a child whose attendance rate is below 90%). 
 

Levels of Attendance Risk School action 

96%-100% Attendance No concern Celebration! 

94-95.9% Attendance Monitoring  Weekly Monitoring of attendance 

90-93.9% Attendance Concern -Risk of 
Underachievement 

Fast-Track  
Meeting with school staff to discuss reasons for 
low attendance. School to offer support using 
Early Help offer. 

Below 90% 
Attendance (Persistent 
Absence) 

Concern -Severe 
risk of 
underachievement 

Persistent Absence  
Daily monitoring  
Formal monitoring of attendance  Fast-Track 
Court action 

 
 
When does the school take action to improve attendance?  
Featherstone Primary School has a duty to ensure that every child receives the full time 
education they are entitled to. In the event that a child’s attendance becomes a concern we 
have two options: 
 
Fast-Track to Prosecution 
 
Or 
 
Leave in Term Time (Penalty Notice) Process 
 
These two approaches have different criteria but the consequence of each is the same – if leave 
in term time is taken or if families (who are on the Fast-Track to Prosecution process) do not 
improve attendance. It is possible that a family could meet the criteria for both, resulting in 
cases proceeding for both. The court would use this information to decide how to proceed with 
prosecution. This decision would not lie with the school.  
 
We will always attempt to contact parents to communicate our concerns and the actions we 
will take. We always seek to support our families where possible to ensure that all pupils have 
access to a high standard of education on a regular basis. Where parental engagement is sought 
and a partnership is established, we can often put in measures to improve attendance, avoiding 
having to take the case further. Where we are unable to engage with the parents, however, the 
process towards prosecution would be accelerated.  
 
Fast-Track to Prosecution 
Featherstone 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.  
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The school office will log instances of absence and lateness. The Head Teacher, Deputy Head 
and other DSLs discuss matters relating to attendance daily/weekly. Where issues persist, the 
following Fast-Track procedures would be followed. 
 

Stage 1: 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. 

Stage 2: If the Early help is refused and the attendance does not improve or the Early Help 
is ineffective in improving attendance, parents will be invited to a School 
Attendance Review Meeting (SARM).  

Stage 3: If there continues to be no improvement in attendance the family will be issued a 
Final Notice Letter (which is a standard LA approved letter) and an up to date 
attendance print out.  

Stage 4: Any further absences will result in the case being referred to court. The case will 
be considered by the court and the parents will be notified directly. If the court 
deem 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 a family is 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. 

 
Featherstone Primary School Early Help Offer 
 
At Featherstone Primary School we want to support families to improve their child’s 
attendance. We work in partnership with families and outside agencies to bring about change. 
Below is a list of support we can offer. 

• School nurse referral will be made automatically without the need for parental consent, 

where illness is the reason for low attendance.   

• Support with referrals to other medical professionals. 

• Individual Health Care Plan. 

• Support with finance/ housing/ health. 

• Family Support (ie, routines/ behaviour/ sleep/ diet, etc). 

• Emotional Wellbeing Support for pupils and their parents.  

• Right Help Right Time. 

 
Leave in Term Time (Penalty Notice) Process 
Featherstone Primary School uses the Leave in Term Time process which is recommended by 
Birmingham Local Authority.  
 
The Leave in Term Time Penalty process allows the Local Authority to prosecute parents for 
removing their child from school for an unauthorised leave of absence during term time. This is 
different to the Fast-Track to Prosecution process because it focuses only on leave taken in 
term time which is not due to illness.  
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Stage1: Any parents who wish to take their child out of school during term time must 
complete an application form (available from the school office) no less than 3 
weeks before the leave is due to take place. 

Stage 2: The parents will be invited to school to meet the Headteacher/ Deputy 
Headteacher to discuss the application. This meeting is an opportunity for 
school staff to get a full understanding of the reasons for the leave request. 
The decision to authorise or not authorise will not be made at this meeting.  

Stage 3: The request will be considered by the Headteacher. A decision will be sent 
out by letter to all parents individually, using a standard LA letter.  
Head Teachers are within their rights to turn such applications down and 
refuse authorisation for parents/carers to take their children out of school 
during term time.  

Stage 4: On the rare occasions where this leave is granted, the Headteacher will draw 
up a contract with the parents prior to the leave being taken. This must be 
completed for the leave to be authorised. A copy will be held on file.  

Stage 5: If the school decides not to agree to the request and the parents/carers take 
their child(ren) on unauthorised leave, the school will refer the case to court- 
if it meets the thresholds below.  

 
Leave in Term Time- Thresholds for Penalty Notice 
 

Absence Legal Consequence 

10 days Leave in Term Time (G code) or more 
 
Regardless of other attendance 

Penalty Notice 

5 days Leave in Term Time (G code) plus 
5 other days of unauthorised absence U, O 
during the previous 12 calendar months 

Penalty Notice 

 
Legal consequences of Leave in Term Time Process and Fast-Track to Prosecution 
Section 444A(1) of the Education Act 1996 (as inserted by section 23(1) of the Anti-Social 
Behaviour Act 2003) and the Education (Penalty Notices) (England) Regulations 2007, 
empowers designated Local Authority Officers, Head Teachers and the Police to issue a penalty 
notice to the parents/carers of pupils who have UA (Unauthorised Absence) from school.   
 
£60 per parent per child- up to 21 days. 
£120 per parent per child- up to 28 days.  
 
If payment is not received or the level of offence is too great to issue a PN, the case will be 
prosecuted under section 444 (1) of the 1996 Education Act.  
 
Up to £1000 fine per parent (level 3 fine). This results in a criminal record.  
 
For pupils who have taken unauthorised leave in term time for four weeks or more, penalty 
notices may not be issued as cases may proceed straight to court. Decisions as to whether a 
penalty notice is to be issued or the matter proceeds straight to court lie with the Education 
Legal Intervention Team. The Headteacher cannot make this decision.  
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Where children do not attend school, but unauthorised leave in term time is suspected (parents 
have not followed the application process), the usual school absence procedures must be 
followed. Schools must then follow the Children Missing in Education procedures, for 
safeguarding purposes, jointly with the Local Authority making reasonable enquiries to try to 
locate the pupil (see below for further information on CME).  
 
Please note: In circumstances where the parents/carers do not apply for authorisation prior to 
departure, retrospective authorisation of leave in term time by the Head Teacher is not 
permitted under the regulations set by the Local Authority.  
 
Children Missing from Education (CME) 
 
A child going missing, particularly repeatedly, can act as a vital warning sign of a range of 
safeguarding risks, including abuse and neglect, which may include sexual abuse or exploitation; 
child criminal exploitation; mental health problems; substance abuse and other issues. Early 
intervention is necessary to identify the existence of any underlying safeguarding risks and to 
help prevent the risk of them going missing in future.  
  
Work around attendance and Missing from Education will be coordinated with safeguarding 
interventions.  
 
TAKING CHILDREN OFF ROLL  
 
No child shall be taken off roll until the school is satisfied that they are safe and accounted for.  
This will mean that we have confirmation of them starting a new school/education 
establishment or we have notified the appropriate authorities that they are not on roll in an 
education establishment.   
 
The school will notify the Local Authority of any pupil who is to be deleted from the admission 
register because s/he:  

• Has been taken out of school by their parents and is being educated outside the school 
system (e.g. home education)  

• Has ceased to attend school and no longer lives within a reasonable distance of the 
school at which s/he is registered (moved within the city, within the country or moved 
abroad but failed to notify the school of the change)  

• Displaced as a result of a crisis e.g. domestic violence or homelessness  

• Has been certified by the school medical officer as unlikely to be in a fit state of health 
to attend school before ceasing to be of compulsory school age, and neither s/he nor 
his/her parent has indicated the intention to continue to attend the school after ceasing 
to be of compulsory school age  

• Has been permanently excluded  
 
Where it is not possible to verify where a child is, Children Missing from Education (CME) at the 
local authority will be informed and a child will only be taken off roll once they give 
authorisation.  
 
CME procedures- Compulsory School Age 
In addition to the school’s day to day attendance procedures, if a child has been absent for 5 
days and we have not been able to make contact with the adults on that child’s records to 
verify the safety and whereabouts of the child, we will carry out the following actions: 

• Conduct a further visit to the last known address. 
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• Send a letter to the last known address.  

• Telephone calls to all numbers held on file. 

• Enquire with friends/ neighbours to see whether they know the whereabouts of the 

child.  

• Make enquiries with other professionals who may have contact with the child.  

 
The school will complete and submit a CME referral to notify the Local Authority of any pupil 
who fails to attend school regularly after making reasonable enquiries, or has been absent 
without the school’s permission for a continuous period of 5 days or more.    
 
The CME team will then acknowledge the referral. They will then work with the school to 
complete checks/ reasonable enquiries with social services, CASS and the police.  
 
CME- Not compulsory School Age (4 year olds)  
In line with legislation, we will inform the Early Years Duty Line if we are unable to verify the 
safety and whereabouts of a child who is not compulsory school age after 2 weeks.   
 
CME – Internal Procedures 
Attendance and absence is monitored daily. Children who are absent for more than one day, 
without contact from parents are quickly identified and action is taken to contact parents.   
 
There is a register of CME referrals, which are tracked to ensure that the children are safe and 
on roll in a school. The register is updated and signed by the Head Teacher.  
 
 
Roles and Responsibilities 
 
Head Teacher  

• To be responsible for the overall management and implementation of the Attendance 
policy.  

• To manage the Fast-Track to Prosecution procedure in line with Local Authority 
guidance.  

• To manage requests for Leave in Term Time in line with Local Authority policies and 
procedures. 

 
Deputy Head Teacher  

• To support the Headteacher in delivering the policy on a day-to -day basis.  

• To manage internal attendance procedures.  

• To meet with the Attendance Officer regularly to monitor the systems and structures, 
ensuring they are having an impact on pupil attendance and punctuality.  

• To manage the Early Help offer and liaise with outside agencies where necessary.  

• To ensure that rewards and incentives for attendance and punctuality are being used.  

• Work with the SLT and teachers to plan for the reintegration of pupils after long term 
absence.  

• To ensure that termly Local Authority Returns are accurate.  
 
Teaching/Class based Support Staff  

• To ensure quality first teaching every day; with lessons that are well planned and 
resourced so that they challenge, inspire and meet their learner’s needs.  
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• To keep accurate and up-to-date daily records of pupil attendance through the SIMS 
register system.  

• To regularly remind children and parents about the importance of good attendance.  

• To log any communication with parents relating to pupil absence on SIMS.  

• To feed back to parents about pupil attendance & punctuality regularly and at Parents 
Evenings. 

 
Office Based Staff 

• To check the school answer phone and take messages from parents/carers about pupil 
absence, (record reasons for absence on SIMS). 

• To record the names and the reasons of pupils arriving late on SIMS.  

• To carry out and record the response to first day calls on SIMS. 

• To oversee the admission and induction of new pupils.  

• To complete CME referrals.  

• To liaise with the SLT with regards to pupil attendance and punctuality.  
 
Parents  

• To be responsible for making sure their children attend school regularly and arrive on 
time.  

• To contact the school in the morning if their child is unable to attend that day.  

• To ensure that the school has up-to-date contact details.  

• To work in partnership with the school and external agencies to promote good 
attendance and punctuality. 

 
Governors 

• The Governing Board of a maintained school shall make arrangements for ensuring that 
their functions relating to the conduct of the school are exercised with a view to 
safeguarding and promoting the welfare of children who are pupils at the school. 

• Governors have a duty to ensure that the school implements this Attendance Policy with 
rigour.  

• Governors agree attendance targets.  


