
 
 
Attendance and Punctuality Policy.   
 

   Our Vision 
All things are possible with God. 

Matthew 19-26 

 

At Little Bloxwich Church of England Primary School we see that 
everyone is unique and they are valued for this. Together we flourish 

socially, emotionally and academically .We are part of God's family 
and everyone is expected to treat each other with kindness and 

respect as Jesus taught us to. 

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 attend school.  
 
Our Attendance Policy reflects the adjustments needed to respond to COVID-19 
and has the health and welfare of your child at its centre. The policy will be 
regularly reviewed and changed, as required.  
 
Punctuality  
 
Punctuality is crucial during this period and, importantly, it sets important 
lifelong habits.  
 
We are implementing a staggered start and end time to the school day.  
 

CLASS START TIME END TIME 
RECEPTION CLASS 9am 3.20pm 
YEAR 1 9am 3.20pm 
YEAR 2 8.55am 3.15pm 
YEAR 3 8.55am 3.15pm 
YEAR 4 8.45am 3.10pm 
YEAR 5 8.55am 3.15pm 
YEAR 6 8.45am 3.10pm 

 
All pupils should be in school by their allotted times.  
 



If arriving late, all pupils must enter school via the school office, accompanied by 
a parent/carer. 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. Parents/carers will then give 
pupil’s details to the Parent Support Advisor (PSA) or school office, along with a 
reason for lateness. 
 
The school has a legal duty to mark complete an accurate register and record 
the attendance of every child on its roll and to specifically ‘code’ which pupils are 
absent or late and why. 
 
Late arrivals will be ‘coded’ as (L) on the pupils’ registration certificate (register), 
along with the amount of minutes late and any reason given for the lateness by 
the PSA or by the school office.    
 
All pupils should be collected from school by their allotted times. 
 
If you are going to be late collecting your child, please ensure you have 
contacted the school office to tell us the reason and expected time of arrival.  
 
Routines for monitoring and improving punctuality and timekeeping: 
 

• PSA is at the school gate every morning. 
• A late book is kept in the school office keeping a record of those who 

arrive late. 
• (L) and (U) codes are reviewed by the school Attendance Officer 

fortnightly. 
• Persistent lateness (L) or (U) codes will be discussed with the parent/carer 

and PSA. Agreed actions will be made to improve punctuality and 
timekeeping.  

• Any further instances of arriving late will be discussed by the PSA and 
School Attendance Officer and action taken, if needed. 
 

Absence   
 
In the event of your child being absent from school, it is essential that we are 
informed so that we can account for your child’s whereabouts and keep an 
accurate register. 
 
Please telephone us before 9:00am. on each day of your child’s absence. 
 
PLEASE GIVE DETAILS FOR THE REASON OF YOUR CHILD’S ABSENCE 
INCLUDING IF YOUR CHILD IS DISPLAYING COVID-19 SYMPTOMS:- 
 
TEMPERATURE – CONTINOUS/PERSISTANT COUGH – LOSS OF 
TASTE/SMELL.  
 
We take any unexplained absence seriously and our Duty of Care requires us to 
take action, if no call is received.  
 
Response to Unexplained Pupil Absence 
 



- Telephone call to parent/carer, by 10:00am. 
 

- Text to parent/carer, by 10:30am. 
 

- Repeat telephone call to parent. 
 

- Telephone call to second named contact for pupil. 
 

- Home visit to parent/carer by School Attendance Officer. 
 
If we cannot make contact with a parent/carer and are duly concerned about a 
pupils’ safety or wellbeing, we shall contact the Police and Social Care. 
 
For those pupils with an allocated social worker, we will notify the social worker 
of any unexplained or unauthorised pupil absence and proportionate action will 
be taken by the school in agreement with the social worker. 

 
We publish our attendance statistics on the school website (see school 
newsletter). We fully support all initiatives from our Local Authority and comply 
with all of Walsall Children’s Services guidance and expectations.  
 
 
Routines for managing and improving attendance: 
 

• Mrs Davies, Parent Support Advisor is at the school entrance every 
morning.  

• ‘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 
classroom that has won the trophy, 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 treat which is paid for by the school. 

• Termly 100% attendance certificates are awarded in addition to Silver 
(98% attendance) and Bronze Certificates (96% attendance). 

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

 
 
Government Policy 
 
Policy now places a great deal of emphasis on maintaining high levels of 
attendance in UK schools.  
 
The main points of this policy are highlighted below:- 
 

• All pupils should attend school from September 2021. 
• Any exceptions to this, related to COVID-19, should be discussed and 

agreed prior to September 2021 with Mrs Taylor, Head Teacher. 
• Head Teachers should not grant any leave of non Covid-19 related 

absence during term time for any purpose unless there are exceptional 
circumstances.  



• Parent(s)/carers who choose to remove their children from school for a 
period of four or more days of unauthorised leave of absence (incl. term 
time holidays) will result in a referral to Walsall Council Education Welfare 
Service to issue a fixed penalty fine. 

• Fixed Penalty Fines are issued at £60.00 per parent, per child and MUST 
be paid within 21 days with the charge rising to £120.00 per parent, per 
child to be paid within 28 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. 

 
What are authorised absences? 
 
Authorised absences involve children having time out of school for ‘exceptional 
circumstances’ for example: significant or recurring illness and with medical 
‘evidence’, urgent/emergency medical appointments, attendance at funerals, 
religious observance or visits to new schools. 
 
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.  
 
Please bring an appointment card/letter into the school office in good time when 
arranging to collect children in order for relevant preparations to be made and to 
keep disruption to classroom practice to a minimum. A copy of the letter may be 
taken and held on the child’s school file. 
 
If a child has a re-occurring health problem and isn’t under the care of a health 
professional a discussion will be held with parents to consider making a referral 
to School Health Services. 
 
Planned Absence Requests Forms are available from the school office. These 
should be filled in and returned to school, in a timely manner, to give school 
time to consider and give decision about authorising the request. Authorised 
absence is coded as ‘G’ on the pupil’s registration certificate.  
 
What are unauthorised absences? 
 
Unauthorised absences involve pupils 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. 
 
Planned Absence Requests Forms are available from the school office and should 
be filled in and returned to school in good time if they are to consider 
authorising the child’s absence. If the Head Teacher does not authorise the 
request, and leave of absence is still taken, this will be classified as 
‘unauthorised’ leave. Unauthorised absence is coded as ‘O’ on the pupil’s 
registration certificate.   
 



Unauthorised absence of four or more continuous days will lead to the 
Educational Welfare Service issuing a Fixed Penalty Fine. Please note this is 
regardless of your child’s attendance level. 
 
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.  
 
 
Poor school attenders and persistent absentees. 
 
Any child who has an attendance level that drops to 96% is at risk of not making 
expected progress 
 
Any child who has an attendance level that drops to 94% is at risk of becoming a 
‘poor attender’ or ‘persistent absentee‘.  
 
Any child who has an attendance level that drops below 92% is known as a ‘poor 
attender’.  
 
Any child who has an attendance level that drops below 90% is known as a 
‘persistent absentee’.  
 
Any child who is at risk of becoming a poor school attender, is a poor school 
attender or persistent absentee will be supported by the Parent Support Advisor 
and School Attendance Officer via a tiered system. 
 
Attendance below 94% 
Parent/carer will receive initial contact (text or telephone call) from the school 
informing them that their child’s attendance level has dropped below this figure 
and is being closely monitored by the PSA.  
 
Attendance below 92% 
Parent/carer will receive a second contact (letter) from the school informing 
them that their child’s attendance is being jointly monitored by the PSA and 
Local Authority Attendance Officer. 
 
Parent/carer will be invited by PSA and/or school Attendance Officer to discuss 
interventions to deal swiftly with any attendance issues, in a proportionate 
manner.  
 
Any absence through illness will not be authorised without medical evidence 
such as an appointment card, copy of prescription, etc. 
 
The Educational Welfare Service will issue Fixed Penalty Notices due to 
unauthorised absence. 
 
 
Date Implemented: September 2021. 
Date for review: September 2022. 


