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ATTENDANCE POLICY 
 

Temple Meadow Primary School 
 
Introduction 
We are a good school and we aim to create an environment which enables and encourages all members of our school 
community to reach out for excellence. For our children to gain the greatest benefit from their education it is vital that they 
attend regularly and your child should be at school, on time, every day that the school is open unless the reason for the 
absence is unavoidable. 
 
It is very important therefore that you make sure that your child attends regularly and this Policy sets out how together we 
will achieve this. 
 
Key people responsible for attendance matters at Temple Meadow 
Local Authority: School Attendance Support Services  
Headteacher: Ms C Walsh 
Deputy Headteacher: Miss Dale  
Pastoral Support Keyworkers: Ms Daniels, Mrs Blount and Mrs Sprigg  
School Office: Mrs Pritchard and Mr Hayward 
School Business Manager: Mr Maton-Collingbourne  
 
Legal Framework: 
This policy has due regard to the following legislation and guidance, including, but not limited to: 

• Keeping Children Safe in Education 2023 
• The Education Act 1996 
• The Equality Act 2010 
• The Education (pupil Registration) (England) Regulations 2006 
• DfE School Attendance 2019 
• DfE (2013) ‘Ensuring a good education for children who cannot attend school because of health needs’ 
• DfE (2015) ‘Supporting pupils at school with medical conditions’ 
• Opportunity for all: strong schools with great teachers for your child (2022) 
• Working together to improve school attendance: guidance for maintained schools, academies, independent schools 

and local authorities (2022) 
 
Why regular attendance is so important 
Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their learning. Any pupil’s 
absence disrupts teaching routines so may affect the learning of others in the same class. Ensuring your child’s regular 
attendance at school is your legal responsibility and permitting absence from school without a good reason creates an 
offence in law and may result in prosecution. 
 
Promoting regular attendance 
Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and all members of school 
staff. 
 
To help us all to focus on this we will: 

• Share our attendance leaflet regularly. (See appendix 4) 
• Report to you on your child's class attendance and the school’s overall attendance, in the regular newsletter.  
• Reward good attendance through certificates and outings/events at the end of every term. 
• Reward parents by entering them into a prize draw if their child has 100% attendance.  
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Understanding types of absence 
Every half-day absence from school must be classified by the school (not by the parents), as either AUTHORISED or 
UNAUTHORISED. This is why information about the cause of any absence is always required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from school for an appropriate reason such as illness, medical/dental 
appointments that unavoidably fall in school time and where parents provide medical evidence, emergencies or other 
unavoidable cause. (See Appendix 3 for codes). 
 
Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has been given. 
This type of absence can lead to the Authority using sanctions and/or legal proceedings.  
 
This includes, but is not exclusive to:  
• Parents/Carers keeping children off school unnecessarily  
• truancy before or during the school day  
• absences which have never been properly explained  
• children who arrive at school too late to get a mark 
• shopping, looking after other children or birthdays 
• day trips and holidays in term time which have not been agreed.  
 
Any problems with regular attendance are best sorted out between the school, the parents and the child. If your child is 
reluctant to attend, it is not appropriate to cover up their absence or to give in to pressure to excuse them from attending. 
This gives the impression that attendance does not matter and usually makes things worse.  
 
Persistent Absenteeism (PA) and Severe Absenteeism (SA) 
A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year for whatever reason 
(attendance below 90%). When attendance falls below 70% this is classed as Severe Absenteeism. Absence at these levels 
does considerable damage to any child’s educational prospects and we need the fullest support and co-operation from 
parents and carers to tackle this. 
 
We monitor all absences thoroughly. If your child is in danger of being or is a persistent absentee you will have been informed 
as attendance has dropped over time. PA pupils are tracked and monitored carefully through our attendance management 
system and we also combine this with academic mentoring where absence affects attainment.  
 
PA and SA pupils and their parents may be subject to a meeting with Senior staff and/or the Headteacher to discuss absence 
issues with them. For PA and SA cases we may seek advice and support from School Attendance Support Services. We may 
also seek support when a child has a pattern of unauthorised lateness.  
  
Absence Procedures 
If your child is absent, you must:  
 
• Always contact us as soon as possible on the everyday of absence; on 01384 569021 (talk to the admin team or leave 

a message on the answer phone) 
 
• Or, you can call into school and report your child’s absence to the school office. 
 
You may choose to send a note on the first day they return with an explanation of the absence. 
If your child is absent from school, as part of our safeguarding practice we will telephone or text you on the first day of 
absence if we have not heard from you. We have a duty to investigate unexplained absences.  
If your child’s attendance begins to cause concern, you will be notified in writing. In many cases, attendance improves as 
a result of this communication; however, additional absences may result in further action, including meeting with the 
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Headteacher. You may also receive a reason for absence letter, providing parents with an additional opportunity to state 
reasons for their children’s unexplained absence.  
 
Contact Details 
There are times when we need to contact parents about lots of things, including absence, so we need to always have your 
contact numbers. As part of Keeping Children Safe in Education, it is recommended that schools hold two current contact 
numbers for every child.  
 
Attendance support 

 
 
If your child is absent we will: 
• Telephone or text you on the first day of absence if we have not heard from you. 
• If we are unable to make contact with you, we may conduct a safe and well home visit. 
• If we do not receive a reason for your child’s absence, you will also receive a ‘Reason For Absence’ letter, providing 

parents with an additional opportunity to provide reasons for their children’s unexplained absence.  
 
Supporting Attendance 
Each week, the Attendance team meets to review individual pupil attendance. When attendance falls below our school 
target of 96%, this will initiate our attendance support process.  
 

Attendance Support Process   
90-96% Universal whole school approach to attendance. School will work with the family to 

improve attendance. This will include letters to parents/carers to make you aware of your 
child’s attendance.  

70-90% 
(Persistent Absence) 

School will continue to send letters to advise of the attendance concerns.  
School must consider Early Help (single agency) options including children’s centres, 
school nursing, inclusion support and police etc.  
If there is no improvement following letters being sent, a meeting will be held with 
between the parents/carers and school to discuss support strategies and next steps. You 
will be made aware of the potential for legal proceedings. 
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50-70% 
(Severe Absence) 

Where attendance concerns remain, an Early Help Assessment should be completed. If 
consent/co-operation is withheld by parent(s), intervention by School Attendance 
Support Services may be appropriate.  

0-50% This triggers school to consider ‘Education Neglect’ including the possibility of an 
Education Supervision Order via the Family Court.  

 
 
Role of the School Attendance Support Services Officer (SASSO) 
Parents are expected to contact school at an early stage and to work with the staff in resolving any problems together.  This 
is nearly always successful. If difficulties cannot be sorted out in this way, the school may refer your child to School 
Attendance Support Services within the Local Authority. If your child’s attendance fails to improve and unauthorised 
absences persist, the School Attendance Support Services Officer can use sanctions such as Penalty Notices or prosecution 
in the Magistrates Court. Full details of the options open to enforce attendance at school are available from the Local 
Authority. 
 
Alternatively, parents may wish to contact School Attendance Support Services themselves to ask for help or information. 
They are independent of the school and will give impartial advice. Their telephone number is available from the school office 
or by contacting the Local Education Authority. 
 
Lateness 
Poor punctuality is not acceptable. If your child misses the start of the day, they can miss work and do not spend time with 
their class teacher getting vital information and news for the day. Late arriving pupils also disrupt lessons, can be 
embarrassing for the child and can also encourage further absence.  
 

Year group Drop off time Registers close Arriving Late  
Reception – Year 6 
Morning and 30-hour 
Nursery 

8:45am 8:55am If your child arrives after the doors have closed at 
8.55am, parents are responsible for signing their 
child in at the school office. At this point parents are 
asked to state the reason for lateness.  
Children arriving between 8:55am and 9.30am are 
recorded as Late but children arriving after 9.30am 
are unauthorised late and are marked with a U.  

Nursery PM 12:30pm 12:35pm If your child arrives after the doors have closed at 
12:35pm, parents are responsible for signing their 
child in at the school office. At this point parents are 
asked to state the reason for lateness. 

 
Class teachers close their registers at 9am. If your child’s lateness persists (after 9am), you will be contacted to discuss the 
concerns. Lateness can result in a referral to Attendance Services.  
 
When we are concerned regarding the level of unauthorised lates, Pastoral Support Keyworkers will be involved with families 
to tackle this via Home Visits to discuss strategies such as routine changes to get children to school on time.  
 
In addition, if your child has a persistent late record you will be asked to meet with the Headteacher and/or senior staff/and 
or Attendance Officer to resolve the problem, but you can approach us at any time if you are having problems getting your 
child to school on time. 
 
Persistent lateness has a significant impact on missed learning opportunities.  

 
5 minutes late each day 3 ½ days missed over the year 
10 minutes late each day 7 days missed over the year 
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15 minutes late each day 10 days missed over the year 
20 minutes late each day 14 days missed over the year 

 
Application for Leave of Absence in Term Time 
Taking holidays in term time will affect your child’s schooling as much as any other absence and we expect parents to help 
us by not taking children away in term time. 
 
Head teachers may not grant leave of absence during term time unless there are exceptional circumstances. Exceptional 
circumstances do not include family holidays, visiting relatives or friends, attending events, looking after family members, 
birthdays, shopping etc.  
 

Examples of exceptional circumstances where leave may 
be granted in term time – evidence may be requested 

(Authorised) 

Examples of circumstances NOT considered as exceptional 
(Unauthorised) 

• Funeral of a parent, grandparent or sibling 
• Sudden loss of housing 
• Out of school programs such as Music, Arts or Sports 

operating at a high standard of achievement  
• Weddings of parents and siblings (1 day) 
• Religious observance (1 day only) 

Including, but not limited to: 
• Holidays during term time (U.K. or abroad) 
• Trips to visit a sick relative or family event 
• Pilgrimages by parents. These are rare but can result in 

children being away from school for significant periods 
of time (at least 5 days). 

• Birthdays 
• Looking after family members 
• Childcare solutions 

 
All parents who are considering taking their child out of school must first complete a Leave of Absence request form (see 
appendix 1). This must be completed by the parent that the child resides with. The form will be reviewed by the Headteacher 
and/or Deputy Headteacher. Leave of Absence requests will only be authorised for exceptional circumstances. A letter will 
be sent to each parent for each child confirming the intended absence dates, whether the absence will be authorised or not 
and where unauthorised, that it may result in the issue of a Penalty Notice. Letters will be sent within five working days of 
the receipt of the Leave of Absence form.  
 
If the absence is unauthorised but still taken, we will ask the School Attendance Support Service to issue a Penalty Notice 
to both parents, and any stepparents that the child resides with, for an unauthorised leave of absence. A Penalty Notice of 
£60 (per parent, per child) maybe issued by first class post. If this is not paid within 21 days the penalty payment rises to 
£120 (per parent, per child) which must be paid within 28 days. If the notice has not been paid in full by 28 days of receipt, 
the council will proceed to prosecution for the offence (“failure to ensure regular attendance” at school). See Appendix 2. 
 
It is important that parents are aware that under unavoidable circumstances where families take longer lengths of leave (20 
school days) we reserve the right to remove children from our roll. The Department for Education have confirmed 'a 
student may only be removed from roll after 20 days of consecutive absence, if the whereabouts of that student is 
unknown. If the whereabouts are known, then the school should deal with the situation as unauthorised absence'. 
 
Where a leave of absence is taken without a Leave of Request form being completed, this will be unauthorised. In these 
circumstances the standard absence procedures will be followed (see above). On return to school, the parent(s) will have 
the opportunity to provide evidence for exceptional circumstances. If evidence cannot be provided, the absence will 
remain unauthorised. A letter will be sent to each parent for each child to notify you of this and that we will ask the School 
Attendance Support Service to issue a Penalty Notice to you for an unauthorised leave of absence. A penalty notice of £60 
(per parent, per child) maybe issued by first class post. If this is not paid within 21 days the penalty payment rises to £120 
(per parent, per child) which must be paid within 28 days. If the notice has not been paid in full by 28 days of receipt, the 
council will proceed to prosecution for the offence (“failure to ensure regular attendance” at school). See Appendix 2. 
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Medical conditions 
It is always a parent’s responsibility to provide medical evidence from an appropriate medical professional regarding school 
absence due to long term medical conditions. If a parent believes their child should be absent from school linked to infection 
control, these factors and or situations should be clearly outlined for school by the medical practitioner.  
 
Where a child has an ongoing medical condition and there is medical evidence from a Consultant/medical practitioner that 
the child has not been fit enough to attend school for at least 15 school days or more (these do not have to be continuous 
days), the school should support the child via a referral to the Albright Education Centre/A Registered provider for pupils 
who are unable to leave home because of ill health.  

 
Religious observances 
It is really important that your child attends school regularly. As a school we understand that there are religious festivals 
that are celebrated throughout the year. We will only authorise 1 day for religious observances during each festival. We 
record this as code R (this will count to overall attendance percentage). At times, school may need to seek confirmation of 
the day set for religious observance by a parent’s religious body; in this instance school will invite parents to provide a letter 
from their place of worship.  
  
Revision Leave 
In some circumstances, parents may request two authorised days of study leave to enable the child to revise for transition 
related exams. This does not include SATs.  

 

Modified Timetables 

In some exceptional circumstances, there may be a need for a temporary part-time timetable to meet an individual’s pupil 
needs. This would be agreed through a meeting between the Headteacher and the parent(s) and the details confirmed in 
writing, including a review date. Any changes to the modified timetable will always be communicated with the parent(s) 
through meetings and written communications.  

 

Inclement weather 

The school follows the Sandwell Safeguarding Policy on Emergency Closures regarding absences due to inclement weather. 
In summary, if the school closes completely, all pupils will be marked as Y (forced or partial closure).  

 
School targets, projects and special initiatives 
The school has targets to improve attendance and your child has an important part to play in meeting these targets. The 
minimum level of attendance for our school is 96% and we will keep you updated regularly about our overall attendance 
perfomance. 
 
Throughout the school year we monitor absences and punctuality to show us where improvements need to be made. 
Information on any projects or initiatives that will focus on these areas will be provided in our School newsletter and we ask 
for your full support. 
 
Temple Meadow Primary School is committed to Safeguarding children and fully meets all expectations set out in Keeping 
Children Safe in Education. Children Absent from Education are children of compulsory school age who are not registered 
pupils at a school and are not receiving suitable education otherwise than at a school. Children Absent from Education are 
at significant risk of underachieving, being victim of harm, exploitation or radicalisation and becoming NEET (not in 
education, employment or training) later in life. Temple Meadow is committed to effective information sharing between 
parents, schools and local authorities which is critical to ensuring that all children of compulsory school age are safe and 
receiving suitable education.  
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At the end of each term, we reward pupils with good attendance and those whose attendance has improved significantly. 
We reward the following attendance: 

• 100% attendance for the term – termly reward consisting of a certificate, pencil, sticker and an out of class treat 
such as a movie or additional play time. Each pupil is added to a prize draw for the chance to win an Art set. There 
is a prize for Early Years Key Stage 1 and a prize for Key Stage 2.  

• 100% attendance for the year – annual certificate. Pupils also receive all the rewards outlined above for 100% 
attendance for the term. 

• Good attendance – each term pupils whose attendance is >96% receive a certificate to acknowledge positive 
attendance.  

• Most improved attendance – each term, the child whose attendance has improved the most in each year group 
receives a certificate and a trophy to take home. At the end of the year, all the winners are entered into a prize 
draw for their parent/carer to win a shopping voucher. The trophies are returned to school after a term and re-
awarded.  

Throughout the year, we acknowledge improved attendance for key families and pupils whereby additional support has 
been provided in regards to attendance. This is done through parent conversations and letters.  
 
Transition between schools 
Outgoing Pupils: 
When a parent is considering a school move, they must complete a Transfer Request form, these can be requested at the 
school office. Temple Meadow will always notify the Local Authority when we have been advised that a pupil is changing 
schools and has completed the transfer process. As part of this transfer, Temple Meadow will always contact the receiving 
school to ensure they are aware of any safeguarding or attendance concerns. Pupil information will be shared via a CTF 
(common transfer file). If a pupil does not return to school without appropriate notification, we have a duty to make 
reasonable enquiries to establish the whereabouts of the child. This will include working alongside the local and other 
authorities to send correspondents to the known address, contact relatives, conduct home visits and speak to neighbours.  
 
Incoming Pupils: 
As a trust school we adopt the Sandwell Local Authority Admissions Policy; we therefore have a duty to notify the Local 
Authority within 5 days of adding a pupil’s name to the admission register. As part of our commitment to safeguarding we 
would always seek up to date pupil information from the previous school.  
 
Request to Home Education 
Parents have a duty to ensure their children of compulsory school age are receiving a suitable full-time education. Some 
parents may elect to educate their children at home and may withdraw their children from school at any time. At Temple 
Meadow we would always expect parents to attend a meeting with the Headteacher if they were considering home 
schooling. Parents are asked to complete a ‘Request to Home Educate’ form which will aid the discussion between parents 
and the school. Following these discussions, if a parent still feels that this is the best option for their child, Temple Meadow 
has a duty to inform the Local Authority. Once the Local Authority have made the relevant checks reg the home provision 
Temple Meadow will remove the children from our register. Children with an Education, Health and Care Plan can still be 
home educated but the local Authority have a duty to continue to review the EHCP annually to ensure that the provision 
continues to be appropriate for the child and their needs are being met.  
 
Suspensions 
Temple Meadow is responsible for arranging full time education for suspended pupils from the sixth day of a fixed period 
suspension.  
 
Summary 
The school has a legal duty to publish its absence figures to parents and to promote attendance. Equally, parents have a 
duty to support their child’s good attendance. All school staff are committed to working with parents and pupils as the most 
effective way to achieve overall good attendance for every pupil. 
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 Appendix 1 
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Appendix 2 
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