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Middleton Primary School 

Attendance and Punctuality Policy and Procedures. 

 

Our school aims to provide an excellent, safe environment for the teaching, learning 

and development of ALL children. 

 

We offer a broad, creative and inclusive curriculum, that nurtures children to grow 

into responsible, honest, healthy, independent and tolerant citizens. We use the 

principles of Jigsaw (PSHE programme) to promote a positive ethos, trying to ensure 

that children enjoy coming to school and see the value in good attendance. 

 

WE ARE ALL ALIKE, WE ARE ALL DIFFERENT, WE ARE ALL FRIENDS! 

 

Aims: 

Poor attendance disadvantages children. We aim to ensure that children in our school 

attend regularly and are on time. Where this is not the case, staff have clear 

procedures to follow. 

 

The performance indicator by which we judge the success of our efforts is our 

average attendance figure. Our current target is 96.5%. 

 

Although 100% attendance is clearly the ideal, in many cases legitimate illness or 

other factors can prevent children from achieving this. If a child’s attendance falls 

below 90% and the child is known to be in reasonable health they will be subject to our 

Attendance Procedures described under Casework and Fastracks. 

 

We also publish our overall average attendance and our figures for authorised 

absences by year groups, which will be reported on the school profile. Parents will be 

informed half termly with regards to class and whole school attendance. In addition 

we are also obliged to make our attendance figures known to legitimate agencies by 

completing appropriate returns. 

 

A colour coding system is used to ensure children, parents/carers, staff and 

leadership are all aware of a child’s attendance. Every half term parents/carers will 

receive a colour-coded letter, which reflects their child’s attendance. 

 

Colour Codes 

Blue: 100%  

Green: 96.5% and above. 

Yellow: 95-96.4% 

Orange: 90.1-94.9% 

Red: below 90% 
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Registers and Lates 

As a legal document, registers are kept on the premises at all times. Teachers are 

required to complete the register daily at the beginning of each day and after lunch. 

Children are expected to be ‘IN THE LINE AT 5 TO 9!’ so they are in school ready to 

learn by 9:00 when school starts. At 9:00 a bell rings – this is the first bell.  The 

second bell goes at 9:05 and at this point the cloakroom door will be locked, therefore 

any child arriving after 9:05 will need to enter school through the main office. They 

will receive a late slip and will be recorded as an L on the register. Any child arriving 

after 9:30am without a legitimate reason will be classed as an unauthorised absence 

for that session.  It is the responsibility of the office to ensure any child who is late, 

is marked accordingly in the register. If a child is late, they may not receive a choice 

of lunch, as the numbers may have already been given to the kitchen. 

 

If a child is late they will have to catch up with missed learning at break time.   If a 

child is late on more than 3 occasions per half term, they will receive a letter   

acknowledging our concerns and offering possible mentor support if appropriate. 

Continued lateness may result in a meeting taking place with the Attendance Team. 

 

Reasons for absence 

If the office receive a message regarding the reason for absence or through first day 

contact, they will enter the relevant code. If the teacher is informed by the parent, 

then this will be recorded on CPOMs. Once entered on CPOMs, the letter will be 

stored in the school office. If a child is absent the attendance team will make first 

day contact through telephoning asking them to make contact with the school 

regarding the reason for absence.  

 

If first day contact in unable to be made, in line with Safeguarding Procedures and 

the Child Protection Policy, additional steps such as home visits by the Pastoral Team 

and contacting other agencies may be necessary. 

 

The Attendance Team will use their professional judgement in deciding whether or not 

to authorise an absence. If a child has a record of poor attendance at a previous 

school or from the current or previous year, the attendance team will decide if any 

absences will be authorised. If attendance is a concern, the only way an absence will 

be authorised is if the medication prescribed or actually seeing the child suggests 

genuine reason for absence. 

 

Safeguarding 

If is child continues to be absent with no reason, further enquiries will be made 

promptly (such as ringing emergency contacts or checking with a new named school if 

they've said they've moved to another part of the country).  Should a child go missing 

and having exhausted their leads, schools will refer immediately to the CME team if 

necessary.  If a child has applied for extended leave advise parents that if they do 

not return by the agreed return date then they may be taken off roll (although the 
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actual action would be to have 2 weeks unauthorised absence while following the CME 

procedures above).   

 

Persistent Absentees 

Schools have a legal obligation to notify the local authority of pupils whose attendance 

is below 90%. They are then classed as a ‘Persistent Absentee’. If a pupil is missing 

school without good reason, schools and local authorities have a number of legal 

powers that they can use. 

 

The DFE category for Persistent Absentees is as follows:- 

 

Classification of a Persistent Absentee at the end of each half term. 

Half Term 1 (Sept - October 1/2 term) 10 sessions missed from Sept –End HT1 

Half Term 2 (November - Christmas Holiday) 22 sessions missed from Sept –End HT2 

Half Term 3 (January - February 1/2 term) 30 sessions missed from Sept –End HT3 

Half Term 4 (February - Easter Holiday) 38 sessions missed from Sept –End HT4 

Half Term 5 (Easter - May 1/2 term 46 sessions missed from Sept –End HT5 

Half Term 6 (May - Summer Holidays) 54 sessions missed from Sept –End HT6 

(HT5 - This is the figure reported for the 

year.) 

 

If a pupil has 46 sessions (23 days) absence, they are considered a persistent 

absentee until the end of the academic year. If a pupil reaches 46 sessions missed and 

leaves the school during the year, they will still be included as a PA for that year at 

the school. 

 

Pupils who are classed as persistent absentees will be discussed in school attendance 

teams and may be referred to the Attendance Improvement Officer.  All schools will 

keep parents informed if they are, or are at risk of, becoming a persistent absentee. 

If a pupil is a persistent absentee, or at risk of becoming one (below 90%), the school 

will use its discretion and may decide not to authorise further absences, unless 

medical proof or evidence of an appointment is provided. 

 

If attendance falls below 90% they are classed as a persistent absentee, they will be 

coded red and placed on ‘Attendance Watch.’ These children may then be subject to 

other procedures and authorisation for absence may only be given if a medical 

appointment card/letter is produced. These children are the focus of more rigorous 

monitoring and home visits.  

 

Fast track and Casework 

Children who have 10 unauthorised absences in 12 school weeks will be referred to the 

Fast track intervention through the Attendance Meetings. Failure to improve may 

result in a fixed penalty warning being issued, with a £60 fine.  

 

Holidays in Term time 
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Holidays taken in term time will not be authorised by the school. Any parent taking 

their child out of school during term time must accept that their absence will be 

unauthorised and will be coded so upon their child’s attendance record. A letter will be 

sent to the parents of any child taking a holiday in term time and this will result in a 

fixed penalty notice being served and a £60 fine per parent. 

 

Weekly Targets 

• Each week the class % for attendance should be added to the class grid – 

displayed on the wall outside the classroom.  

• A certificate will be given out in assembly each week to celebrate the classes 

who have reached the 96.5% target. Each key stage will have a large display in 

their hall dedicated to an attendance competition. The winning class moves 2 

places each week and any class meeting the 96.5% target moves 1 place. Any 

class, who achieved 100% for the week, will automatically move 3 places. At the 

end of the half term the winning classes receive a party.  

• Each child will receive a sticker and a ticket to go in the Raffle if they have 

100% Attendance and Punctuality for the week. 

 

Rewards 

In order to promote good attendance and punctuality, we offer the following rewards: 

• Weekly 100% Attendance and Punctuality stickers, along with a ticket for being 

in school – which goes into the prize draw – drawn at termly assemblies – any 

child with a ticket in here can win a prize – the more tickets in, the greater the 

chance of a prize! 

• Class with 100% A&P for a week can have a class party! 

• 2 week drive for A&P – those with 100% A&P for those targeted weeks can 

watch a DVD and have popcorn! 

• Half termly assemblies – with certificate and attendance prizes! 

• Termly assemblies – with certificates and large prizes to be won! 

• End of year BBQ (with face painting, bouncy castle, etc) for all those children 

who are GREEN – A&P above 96.5%. 

• End of year 100% A&P visit to Lightwater Valley (you have to be in school every 

day and have no lates to achieve this very special prize!) 

 

Role and Responsibilities 

Samantha Williams has overall responsibility for attendance and works closely with 

Rebecca Ellis, Allison Kennedy and Alison Lynn on this. 

 

Alison Lynn has the responsibility of having an overview of developments, telephoning 

for the first day contact, collecting key data and sending out the appropriate letters - 

particularly for children causing concern.  Alison will collate data and highlight any 

concerns between meetings. Alison will also attend school panel meetings.  

 

Both of these adults, along with our Pastoral Team will target children who are causing 

concern. We will also speak to parents, offering both support and challenge where 
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needed. The Pastoral Team will make home visits to ascertain why a child is not in 

school.  Sam Williams, Rebecca Ellis, Allison Kennedy and Alison Lynn will also be 

involved in deciding upon Fast Track cases. 

 

The Class teacher is responsible for encouraging good attendance, seeking out reasons 

for absence, marking the register correctly and referring any concerns to the 

Attendance Team. Class teachers must also ensure that high expectations are in place 

for attendance and it is high profile within the class. Engaging lessons will also help to 

promote good attendance. 

 

Sam Williams and Rebecca Ellis has the responsibility to ensure the school attendance 

team meet every three weeks and that school procedures for lates and Attendance 

Watch children are adhered to. As part of the Cluster Attendance Team, 

SW/RE/AK/AL are also responsible for supporting and working with other schools in 

order to help developing practice. SW will also need to attend scheduled Cluster Care, 

Support and Guidance meetings with other agencies to discuss and share progress.  

 

Office Staff oversee the half termly attendance letters to parents and certificates, 

along with supporting during Attendance Assemblies. 

 

School can make use of the AIOs to support the school in raising attendance, ensuring 

the schools are following procedures to take appropriate action, supporting families 

and implementing statutory guidelines. They can also ensure school are kept informed 

of developments/progress made and implement support and make contact with families 

through casework and fast track referrals. 

 

COVID: 

Children are still expected to have good attendance and punctuality and Fast Track 

and fines can still take place if children are not in school.  If off with COVID 

symptoms, they will be marked with an ‘X’ and will stay off school, following 

Government guidelines.  Staggered starts and finishes to the school day do not affect 

children’s attendance score. 

 

See Appendix 2 for more detailed roles and responsibilities. 

 

Reviewed by Staff: Oct 21 

Signed: Chair of Gov Body:   

Date: 
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Appendix 1 –BCM Cluster Absence Codes 

Code Meaning/When to use 

/ Present AM- morning session 

 

\ Present PM- afternoon session 

 

B Based off site – at an approved educational setting 

 

C Circumstances authorised by school- bereavement/can’t get to school 

due to distance. This code should be used fairly rarely overall. 

D 

 

Dual Registration – also on roll at another educational setting e.g. PRU 

E 

 

Fixed term exclusion 

F 

 

Extended Family Holiday e.g. visiting relatives abroad 

G Family holiday- NOT agreed 

 

H  Family holiday – AUTHORISED 

 

I Illness – to be used at schools discretion- not parents 

 

J Interview 

 

L  Late before register closes – If a child is between 5-45 minutes late. 

Time of arrival will be recorded. 

M  

Medical appointment e.g. dentist, doctors or time spent in hospital.  

N No reason yet provided for absence  

 

O Unauthorised absence 

 

P Approved sporting activity 

 

R Religious observance e.g. Eid 

 

S Study leave 

T Traveller absence- can authorise up to 190 sessions a year as long as 
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the parent has had to travel for work purposes. If the primary carer 

does not go travelling, and stays at home, then the absence would not 

be authorised. 

U Late – after registers close - 45 minutes after school starts. 

V Educational visit e.g. museum 

 

W Work experience 

 

# School closed to pupils and staff- snow, also used for training days 

 

Y Enforced school closure- e.g. snow, flood, gas leak 

X Non-compulsory school age absence (COVID) 

Z Not on school roll 

- Should attend – no mark recorded 

 

Appendix 2 

 

Duties and responsibilities 

All staff are responsible for promoting and raising attendance. The key leaders with 

additional responsibility in the implementation of this policy are the Headteacher – 

Sam Williams, Rebecca Ellis, Allison Kennedy and Alison Lynn. Bernadette Baldwinson – 

is also responsible for data and procedures. Attendance is the responsibility of all 

stakeholders, parents/carers, pupils themselves and the class/form teacher in 

conjunction with the Governors, AIO and Cluster Care Support and Guidance.  

 

Parent/Carer responsibilities  

 

• In order to prepare children for a successful school experience it is vital to 

promote good attendance from an early age. The Cluster and Trust promote 

excellent attendance from 0- 19 years. 

• All parents/carers have a legal responsibility to ensure their children aged 5 - 

16 receive a full time education and legally pupils must go to school every day 

during term time unless there is a good reason. 

• Inform the school on the first day of absence. 

• Parents/Carers must provide school with a reason for non-attendance. 

• Ensure that their children are punctual and know the importance of good 

attendance. 

• If they collect their children from school, they must ensure they collect them 

on time. 

• Show any medical appointment cards/letters to the school. 

 

Pupils 

• The importance of attending school will be introduced from an early age to 

ensure that the pupils themselves believe in the importance of coming to school 
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every day, and being punctual. 

• To be aware that good attendance is important for their learning and to take 

responsibility for this. 

• They will be aware of acceptable and unacceptable reasons for not coming to 

school 

• Pupils must know to report to the office if they are late and there may be a 

consequence for arriving late into school. 

 

Class teacher      

• Promote/encourage and celebrate good attendance through the school ethos,  

creating a safe, positive learning environment. Along with implementing reward 

systems and ensuring good attendance is high profile in their classroom. 

• Class teachers must complete registers correctly and on time. 

• If a parent informs teacher of a reason for absence, the teacher will record on 

CPOMs. 

• Ensure lessons are engaging and learning is enjoyable. 

• Make pupil’s aware that every day counts and that their attendance is 

important.  

• Complete agreed school practices for raising/promoting attendance within the 

school. See individual school policies. 

• If they have any concerns over a pupil’s attendance, they must initially speak to 

the parents and speak to the school attendance team/member or staff 

responsible for monitoring attendance. 

 

Governors 

• Delegate powers and responsibilities to the Headteacher to ensure all school 

personnel are aware of and comply with this policy. 

• Nominate a link governor to visit the school regularly, to liaise with the 

Headteacher and to report back to the Governing Body. 

• Ask questions about trends and what is being done to prevent persistent 

absentees or poor attendees. 

• Monitor termly progress towards targets. 

• Be responsible for the effective implementation, monitoring and evaluation of 

this policy.               

 

  Cluster Attendance Leadership Team  - Sam Williams, Rebecca Ellis, Alison Lynn and 

Allison Kennedy 

• Each school has a leader who is part of the Cluster Attendance Leadership 

Team. They are responsible for: 

• Attending all CALT meetings and contributing ideas. 

• The development of the Cluster Action Plan and implementation of this within 

their schools . 

• Raising attendance within their individual schools along with the Headteacher 

and SLT. 
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• Monitoring and analysing data and making appropriate links to achievement. 

• Promoting consistency throughout the school. 

• Ensuring appropriate rewards for good attendance are embedded e.g. 

Attendance Certificates, weekly attendance assemblies, raffles, half-termly 

attendance assemblies with prizes, stickers and ‘Points for Prizes’. 

• Following close monitoring of procedures for persistent absentees and children 

who have poor attendance; this includes contacting parents and submitting 

detailed referrals to different agencies. 

• Ensure requested data is submitted on time. 

• Send out the positive attendance message in Assembly. Ensure the link between 

attendance and attainment is firmly in the minds of Class Teachers and pupils. 

• To arrange/attend reviews in school. 

• To monitor work of school’s Attendance Team and AIO . 

• To review and evaluate school’s attendance policy. 

 

School Attendance Team – Sam Williams, Rebecca Ellis, Alison Lynn and Allison 

Kennedy 

• Ensure Stage 1: close monitoring and appropriate action takes place for all 

children in the vulnerable attendance category and that evidence of actions are 

recorded. 

• Make phone calls home and follow up with letters or home visits where 

attendance is a concern. 

•  

• To speak to children and contact parents regarding unsatisfactory attendance 

and agree improvement strategies. 

• To liaise with AIO re advanced action. 

• Collect daily messages. 

• Oversee first day calls. 

• Update Class Teachers with information about the attendance of children in 

their class/form. 

• To report periodically to the Senior Management Team and Governors. 

• Analyse weekly attendance statistics for each Year Group to highlight trends. 

• Keep records and details of children undergoing attendance related casework 

• Keep records and details of AIO referrals indicating. 

- all referrals and reasons 

- progress of each case 

- outcomes  

 

The AIO – at school’s request for support 

 

• Preparing evidence for court action including application for education 

supervision orders – currently undertaken by Tracy Stanley. 

 


