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1. Aims 
 
Woodcock Hill is committed to meeting its obligations with regards to school attendance including those laid 
out in the Department of Education’s (DfE’s) statutory guidance on working together to improve school 
attendance (applies from 19 August 2024), through our whole-school culture and ethos that values good 
attendance, including: 

• setting high expectations for the attendance and punctuality of all pupils; 
• promoting good attendance and reducing absence, including persistent absence; 
• reducing absence, including persistent and severe absence 
• ensuring every pupil has access to full-time education to which they are entitled; 
• acting early to address patterns of absence. 

The school will also support parents to perform their legal duty to ensure their children of compulsory school 
age attend regularly and will promote and support punctuality. 
 
 
2. Legislation and Guidance 
 
This policy is based on the DfE’s statutory guidance on Working together to improve school attendance 
(applies from 19 August 2024) and school attendance parental responsibility measures. The guidance is 
based on the following legislation setting out the legal powers and duties that govern school attendance: 

• Part 6 of The Education Act 1996 
• Part 3 of The Education Act 2002 
• Part 7 of The Education and Inspections Act 2006 
• The Education (Pupil Registration) (England) Regulations 2024 (and 2010, 2011, 2013, 2016 

amendments) 
• The Education (Penalty Notices) (England) (Amendment) Regulations 2024 

It also refers to: 
• School census guidance 
• Keeping Children Safe in Education 
• Mental health issues affecting a pupil's attendance: guidance for schools 

 
 
3. Roles and Responsibilities 
 
3.1 Governing Body 
The Governing Board is expected to: 

• recognise the importance of school attendance and promote it across the school’s ethos and 
policies 

• ensure the Head Teacher and school leaders fulfil expectations and statutory duties 
• regularly review (at least termly) attendance data, discuss, and challenge trends, and help school 

leaders focus improvement efforts on the individual pupils or cohorts who need it most 
• ensure school staff receive adequate training on attendance 
• hold the Head Teacher to account for the implementation of this policy. 

 
3.2 Head Teacher 
The Head Teacher is responsible for:  

• implementation of this policy at the school 
• monitoring school-level absence data and reporting it to governors 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
https://www.legislation.gov.uk/uksi/2024/208/contents
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2024/210
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
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• supporting staff with monitoring the attendance of individual pupils 
• monitoring the impact of any implemented attendance strategies. 

 
3.3 Designated Senior Leader (Attendance Champion)  
The Attendance Champion is responsible for: 

• leading, championing and improving attendance across the school 
• offering a clear vision for attendance improvement 
• evaluating and monitoring expectations and processes 
• having a strong grasp of absence data and oversight of data analysis 
• devising specific strategies to address areas of poor attendance identified through data 
• oversees, in conjunction with the pastoral team, calls and meetings with parents to discuss 

attendance issues 
• delivering targeted intervention and support to pupils and families  
• working with education welfare officers/external agencies to tackle persistent absence. 

 
The designated senior leader responsible for attendance (the Attendance Champion) is the Head Teacher 
and may be contacted via the school office or e-mail: enquiry@woodcockhillprimaryschool.co.uk 

 
3.4 Pastoral Support Manager   
The Pastoral Support Manager is responsible for:  

• monitoring attendance data across the school and at an individual pupil level 
• reporting concerns about attendance to the Head Teacher   
• working with external agencies to tackle persistent absence 
• arranging calls and meetings with parents to discuss attendance issues 
• requesting support for parents to overcome attendance barriers for example Early Help 
• advising the Head Teacher when to issue fixed-penalty notices. 

 
3.5 Class Teacher 
Class teachers are responsible for:  

• recording attendance daily 
• using the correct codes 
• submitting this information to the school office. 

 
3.6 School Office Staff 
School office staff are responsible for:  

• taking calls from parents about absence 
• recording absence information from parents on the school system 
• making first day calls 
• reporting concerns to the Pastoral Manager e.g. ‘safe and well check’ required. 

 
3.7 Reporting and Monitoring Absence 
The school office takes calls about absence and monitors absence emails from parents on a day-to-day basis 
and record this information on the school system. They will also transfer calls from parents to the Pastoral 
Support Manager in order to provide parents with more detailed support on attendance.  
The school Attendance Champion has oversight of: 

• monitoring and analysing attendance/absence data 
• benchmarking attendance data to identify areas of focus for improvement 
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• providing regular attendance reports to school staff and reporting concerns about attendance to 
the Head Teacher. 

3.8 Parents/Carers 
Parents/guardians are expected to: 

• make sure their child attends every day on time 
• call the school to report their child’s absence before 0830hrs on the day of the absence and each 

subsequent day of absence, and advise when they are expected to return 
• provide the school with more than 1 emergency contact number for their child 
• ensure that, where possible, appointments for their child are made outside of the school day. 

 
3.9 Pupils 
Our school expectations are that all employees and pupils are expected to be: 

Here 
Everyday 
Ready 
On time and 
Engaged to  
Strive for success 

 
 
4. Recording Attendance 
 
4.1 Attendance Register 
The Schools will keep an electronic attendance register and place all pupils onto this register. 
The School will take an attendance register at the start of the morning session of each school day and at the 
start of the afternoon session. It will mark whether every pupil is: 

• present 
• attending an approved off-site educational activity 
• absent 
• unable to attend due to exceptional circumstances. 

 
Any amendment to the attendance register will include: 

• the original entry 
• the amended entry 
• the reason for the amendment 
• the date on which the amendment was made 
• the name and position of the person who made the amendment. 

 
See appendix 1 for the attendance codes. 
 
The School will also record: 

• for pupils of compulsory school age, whether the absence is authorised or not 
• the nature of the activity if a pupil is attending an approved educational activity 
• the nature of circumstances where a pupil is unable to attend due to exceptional circumstances. 

 
The School will keep every entry on the attendance register for 6 years after the date on which the entry 
was made. 
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4.2 Registration Times 
Pupils must arrive by their allocated time on each school day. The register for the first session will be taken 
at 0855hrs and will be kept open until 0905hrs. The register for the second session will be taken at 1300hrs 
and will be kept open until 1305hrs. 
 
4.3 Unplanned Absence 
The pupil’s parent/carer must notify the school on the first day of an unplanned absence by 0830hrs or as 
soon as practically possible. 
 
The School will mark absence due to illness as authorised unless the school has a genuine concern about the 
authenticity of the illness. 
 
Where the absence is 5 or more consecutive school days or if the authenticity of the illness is in doubt, the 
school may ask the pupil’s parent/carer to provide medical evidence, such as a doctor’s note, prescription, 
appointment card or other appropriate form of evidence. The School will not ask for medical evidence 
unnecessarily. 
 
If the School is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents/carers will be notified of this in advance. 
 
The school must provide Birmingham City Council with the names and addresses of pupils who miss 15 
consecutive or cumulative days due to illness who may need additional support from the local authority to 
continue their education, as set out in the recently updated statutory guidance for local authorities 
Education for Children with health needs who cannot attend school. 
 
4.4 Planned Absence 
Attending a medical or dental appointment will be counted as authorised if the pupil’s parent/carer notifies 
the school in advance of the appointment. However, the school encourages parents/carers to make medical 
and dental appointments out of school hours where possible. Where this is not possible, the pupil should be 
out of school for the minimum amount of time necessary. 
 
The pupil’s parent/carer must also apply for other types of term-time absence as far in advance as possible 
of the requested absence. Section 5 contains details of which term-time absences the school can authorise.  
 
4.5 Lateness and Punctuality 
The class teachers submit the registers at 9.05am. Pupils who arrive late: 

• after the register has been submitted and before the register has closed (9.25 am) will be marked 
as late, using the appropriate code 

• after the register has closed (9.25am) will be marked using the appropriate code 
• parents of pupils who are persistently late will receive support from the Pastoral Support 

Manager.  

 
4.6 Following Up Absence 
Where a pupil the school expects to attend school does not attend, or stops attending, the school will:  

• follow up on their absence with their parent/carer to ascertain the reason, which is done via the 
main school office.  

• identify whether the absence is approved or not 

https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
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• identify the correct attendance code to use and input it as soon as the reason for absence is 
ascertained – this will be no later than 5 working days after the session(s) for which the pupil 
was absent 

• Call the parent/carer on each day that the absence continues without explanation to ensure 
proper safeguarding action is taken where necessary.  

 
If the school cannot reach any of the pupil’s emergency contacts, the school will: 

• make a home visit, on or before day 3,  and/or call the police for a welfare check. 
 
If absence continues, or the school has safeguarding concerns, the school will: 

• Contact Birmingham Children’s Trust. 
 
4.7 Reporting To Parents/Carers 
The school will regularly inform parents about their child’s attendance and absence levels via termly 
attendance reports. 
 
 
5. Authorised and Unauthorised Absence 
 
5.1 Approval for Term-Time Absence 
The Head Teacher will only grant a leave of absence to pupils during term time if the Head Teacher consider 
there to be 'exceptional circumstances'. A leave of absence is granted at the Head Teacher’s discretion and 
any requests for these must be made in writing.  
 
The School considers each application for term-time absence individually, taking into account the specific 
facts, circumstances and relevant context behind the request.  
 
Valid reasons for authorised absence may include: 

• illness and medical/dental appointments (see sections 4.3 and 4.4 for more detail) 
• religious observance – where the day is exclusively set apart for religious observance by the 

religious body to which the pupil’s parents belong. If necessary, the school will seek advice from 
the parents’ religious body and/or Birmingham City Council to confirm whether the day is set 
apart 

• a temporary, time-limited part-time timetable 
• other exceptional circumstances. 

 
 
6. Strategies for Promoting Attendance 
 
Our Attendance Champion promotes attendance and oversees the attendance reward system. Classes are 
informed of how well their class has performed in terms of punctuality and attendance each week through 
our weekly Celebration Assemblies.   
 
Each pupil has an attendance record card which they complete daily. If they arrive at school on time, ready 
to learn, every day for one week then they earn a point. Points can be saved and exchanged for prizes in our 
attendance shop. This approach is designed not to disincentive pupils who are genuinely unwell as each 
week is a fresh opportunity to earn an Attendance point. 
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Children approaching 100% attendance over a term receive an attendance badge which they can wear on 
their school uniform. 

   A blue badge for attendance approaching 100% in the Autumn Term  
   A green badge for attendance approaching 100% in the Spring Term  
   A yellow badge for attendance approaching 100% in the Summer Term PLUS 
    A Super Hero Goodie Bag for attendance approaching 100% throughout the school year 

 
For each week that their child attends school every day, on time, parents receive a raffle ticket which is 
entered into a half-termly prize draw. 
 
Each year, parents receive a copy of our Attendance Rewards & Information for Parents and Carers leaflet. 
 
 
7. Supporting Pupils who are Absent or Returning to School 
 
7.1 Pupils’ Absence due to Complex Barriers to Attendance 
The school will: 

• work with families/external agencies to alleviate barriers and/or create bespoke timetables for 
re-entry to school after prolonged absence. 

 
7.2 Pupils’ Absence due to Mental or Physical Ill Health or SEND 
The school will: 

• work with families/external agencies to alleviate barriers and/or create bespoke timetables for 
re-entry to school after prolonged absence 

• where a pupil has an Education Health and Care (EHC) plan and their attendance falls, or the 
school becomes aware of barriers to attendance that related to the pupil’s needs, the school will 
inform the local authority. 

 
7.3 Pupils Returning to School after a Lengthy or Unavoidable Period of Absence 
The school will: 

• Work closely with families/external agencies to ensure a smooth transition back to school. 
Strategies that may be employed, but not limited to, are: modified timetable, peer support, 
pastoral support. 

 
 
8. Attendance  
 
8.1 Monitoring  
The School will: 

• monitor attendance and absence data weekly, half-termly, termly and yearly across the school 
and at an individual pupil level 

• identify whether or not there are particular groups of children whose absences may be a cause 
for concern. 
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8.2 Analysing Attendance 
The School will: 

• analyse attendance and absence data regularly to identify pupils or cohorts that need additional 
support with their attendance, and use this analysis to provide targeted support to these pupils 
and  their families 

• look at historic and emerging patterns of attendance and absence, and then develop strategies 
to address these patterns.  

 
8.3 Using Data to Improve Attendance 
The School will: 

• provide regular attendance reports in order to facilitate discussions with pupils and families 
• use data to monitor and evaluate the impact of any interventions put in place in order to modify 

them and inform future strategies. 
 
8.4 Reducing Persistent and Severely Persistent Absence  
Persistent absence is where a pupil misses 10% or more of school, and severe absence is where a pupil misses 
50% or more of school. 
The school will: 

• use attendance data to find patterns and trends of persistent and severe absence 
• hold regular meetings with the parents of pupils who the school considers to be vulnerable, or 

are persistently or severely absent, to discuss attendance and engagement at school 
• provide access to wider support services to remove the barriers to attendance 
• follow Birmingham City Council’s Support First School Attendance Framework  for supporting 

and promoting better attendance for individual pupils and families. 
• engage in support from the local authority, Birmingham City Council, in attendance support 

meetings. 
 
8.5 Legal Sanctions  
The aim of the school is to support families and not to prosecute them. The government has recently 
introduced a National Framework for Local Councils in managing non-attendance (Chapter 4). 
  
Penalty notices may be issued to the parent of pupils who have unauthorised absence from school for first 
offences the amount of the penalty is £160 (£80 if paid within 21 days). If not paid within 28 days, the Local 
Authority may prosecute. 
 
Penalty notices may be issued to the parent of pupils who receive a second fine for the same child within 
any three-year period. 
 
Fines per parent will be capped to two fines within any three-year period. Once this limit has been reached, 
the Local Authority may seek other action like applying to the family court for an Education Supervision 
Order and/or a prosecution. A prosecution could lead to a fine of up to £2,500, a community order, or a jail 
sentence of up to 3 months. 
 
Please note:  

• penalties and prosecutions are in respect of each parent for each child.  
• The term ‘Parent’ includes any person who is not a parent of the child but who has parental 

responsibility for the child (and applies whether or not that person lives with the child) or who has 
care of him/her.  

 

https://www.birmingham.gov.uk/downloads/file/29520/support_first_school_attendance_framework_and_guidance
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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9. Monitoring Arrangements 
 
This policy will be reviewed as guidance from the local authority or DfE is updated, and as a minimum every 
two years by the Senior Leadership Teams.  
 
 
10. Links to Other Policies 
 

• Positive Behaviours Policy 
• Bereavement Policy 
• Mental Health and Well-Being Policy 

• Safeguarding Policy 
• SEND Policy 
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Appendix 1: Attendance Codes  
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