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1. Aims  
  

• Birkbeck Primary School is committed to providing the best possible educational experience 

to all pupils. We believe that if pupils are to benefit from education, regular attendance is 

vital and we will do all we can to ensure maximum attendance for all pupils. Any problems 

that impede full attendance will be identified and addressed as speedily as possible.  

  

• It is the policy of our school to celebrate achievement. Attendance is a critical factor to a 

productive and successful school career. We will actively promote and encourage 100% 

attendance for all our pupils.  

  

• We will give a high priority to conveying to parents and pupils the importance of regular and 

punctual attendance. We recognise that parents have a vital role to play and of course a 

legal responsibility. There is a need to establish strong home/school links and 

communication systems that we can utilise whenever there is concern about attendance.  

  

• If there are problems that affect a pupil's attendance we will identify, investigate and work 

in partnership with parents, pupils and other agencies to resolve problems as quickly and 

efficiently as possible. We will adopt a focused intervention aimed at returning the pupil to 

full-time attendance.  

  

• A senior member of staff has oversight for whole school attendance. They are responsible 

for ensuring registers are completed accurately, communication is made with parents where 

clear concerns exist, liaison is carried out with the Attendance Service and other agencies, 

the Headteacher is briefed about attendance issues, statistical returns for legitimate 

agencies are made as and when they are required, and records of concerns are kept.  

  

Parents should note that ‘It is your legal responsibility to ensure that your child is receiving a suitable 

fulltime education in accordance with Section 7 Education Act 1996.  Failure to ensure that your 

child attends school regularly and punctually can result in you being issued with a Penalty Notice or 

prosecuted for an offence contrary to Section 444(1) Education Act 1996.  

  

We are committed to meeting our obligation with regards to school attendance through our whole 

school culture and ethos that values good attendance, including:  

  

• Promoting good attendance   

• Reducing absence, including persistent (90% and under) and severe absence (50% and 

under)  

• Ensuring every pupil has access to the full-time education to which they are entitled  

• Acting early to address patterns of absence  

• Building strong relationships with families to ensure pupils have the support in place to 

attend school  

  

We will also promote and support punctuality.  
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2. Legislation and guidance   
 

This policy meets the requirements of Working Together to Improve School Attendance (May 

2022) from the Department for Education (DfE), and refers to the DfE’s statutory guidance on 

school attendance parental responsibility measures. These documents are drawn from 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 2006 (and 2010, 2011, 2013, 2016 

amendments)  

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013  

  

This policy also refers to the DfE’s guidance on the school census, which explains the persistent 

absence threshold.  

  

3. Roles and responsibilities   
  
3.1 The governing board  
The governing board is responsible for:  

• Promoting the importance of school attendance across the school’s policies and ethos  

• Making sure school leaders fulfil expectations and statutory duties  

• Regularly reviewing and challenging attendance data  

• Monitoring attendance figures for the whole school  

• Making sure staff receive adequate training on attendance  

• Setting and reviewing the Attendance Policy  

• Holding the headteacher to account for the implementation of the policy  

 

3.2 The Headteacher   
The headteacher is responsible for:   

• Implementation of this policy at the school   

• Monitoring school-level absence data and reporting it to governors  

• Supporting staff with monitoring the attendance of individual pupils  

• Monitoring the impact of any implemented attendance strategies   

• Issuing fixed-penalty notices, where necessary  

  

3.3 The designated senior leader responsible for attendance  
The designated senior leader is Deputy Headteacher Adam Kohlbeck. He can be contacted via email: 

deputy@birkbeck.bexley.sch.uk and is responsible for:  

• Leading attendance across the school  

• Offering a clear vision for attendance improvement  

• Evaluating and monitoring expectations and processes  

• Having an oversight of data analysis and comparisons to national data  

• Devising specific strategies to address areas of poor attendance identified through data  

• Evaluating targeted intervention and support to pupils and families   

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census
mailto:deputy@birkbeck.bexley.sch.uk
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3.4 Designated staff dealing with attendance   
Staff dealing with attendance are Anthony Ford (Admin Officer) and Sue Murphy (Learning Mentor) 

and they are responsible for:   

• Monitoring and analysing attendance data (see section 7)  

• Providing regular attendance reports to school staff and reporting concerns about 

attendance to the designated senior leader responsible for attendance and the headteacher   

• Working with the school’s attendance service to address attendance concerns, including 

persistent absence and punctuality  

• Supporting the headteacher (or staff authorised by the headteacher) to issue fixed-penalty 

notices  

 

Parents and carers should contact Anthony Ford if they informing school of their child’s absence 

on office@birkbeck.bexley.sch.uk and they should contact Sue Murphy if they require support 

with their child’s attendance on smurphy@birkbeck.bexley.sch.uk  

  

3.5 Class teachers  
Class teachers are responsible for:  

• Recording attendance on a daily basis, using the correct codes, and submitting this 

information to the school office as soon as possible after morning and afternoon 

registration.  As a legal document, registers are kept on Arbor - the school’s Management 

Information System (MIS) - at all times. Any child arriving after the registers have closed, are 

late and a late mark is recorded on Arbor.   

• Consistently promoting high attendance expectations with children and parents.  

 

Where concerns arise, teachers should liaise with the Learning Mentor and/or a Senior Leader where 

appropriate. Further action will be agreed to address the concerns, as outlined under ‘Procedures’.   

  

3.6 School office staff  
School office staff will:  

• Take calls from parents about absence on a day-to-day basis and record it on Arbor. 

• Carry out first day calling when no message has been received by the parent  

• Ensure any notes received from parents are recorded on the child’s attendance record on 

Arbor  

• Liaise with relevant staff about attendance concerns  

• Produce attendance data as required   

  

3.7 Parents/carers   
Parents/carers are expected to:  

• Make sure their child attends school every day and on time (arriving by 8:50) 

• Call the school to report their child’s absence before 9am 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  

• Not remove their child from school for a leave of absence including a holiday   

  

mailto:office@birkbeck.bexley.sch.uk
mailto:smurphy@birkbeck.bexley.sch.uk
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3.8 Pupils  
Pupils are expected to:  

• Attend school every day on time  

 

Poor attendance disadvantages children. We aim to ensure that the children in our schools attend 

regularly and on time, and where this is not the case, staff follow a staged procedure designed to 

encourage consistent attendance.  

 

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

average attendance figure.   

  

While 100% attendance is clearly the ideal, in many cases legitimate illness or other factors can 

prevent it. Such attendance, where it occurs, is clearly "excellent”. On the other hand, attendance, 

which falls below 97%, where a child is known to be in reasonable health and there are no other 

extenuating circumstances, is poor and should give cause for concern. In order to ascertain the 

levels of individual children's attendance, we aim to ensure that a complete register check is 

undertaken every week, and where there is cause for concern, appropriate action will be taken.  

  

4. Principles   

 

• Ensure that all staff are aware of the registration process and receive in-service training on 

registration regulations and education law.  

• Complete accurate registers at the beginning of each morning and at the beginning of each 

afternoon.  

• Encourage parents/carers to contact staff early on the first day of absence.  

• Promote positive staff attitudes to pupils returning after absence.  

• Work to ensure parents/carers recognise their vital role, and legal responsibility, to ensure 

good attendance.   

• Identify, investigate and work in partnership with parents/carers, pupils and other agencies 

to resolve barriers to attendance.  

• Ensure that all staff are aware of their individual responsibility in regard to school 

attendance.  

• Attendance procedures will be regularly evaluated by senior staff and Governors  

• Work towards ensuring that all pupils feel supported and valued, send a clear message that 

if a pupil has been absent, they will be offered opportunities to catch up on missed work 

without disrupting the learning of other class members.  

  

5. Procedures   
  

• It is the parent/carer’s responsibility to contact the school on the first day their child is 

absent, before the start of the school day. This is a safeguarding requirement so that all 

parties know that the child is safe.  Parents/carers should regularly update the school and 

inform on when their child is returning.  

• First day calling. If no contact is received from the parents/carers of an absent pupil on the 

first morning of absence, we will contact the parent by telephone.  
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• Where no contact is made by telephone, an email/text will be sent to the parent/carer 

requesting reason for absence.  

• Second day calling. If no contact is received from the parents/carers of an absent pupil on 

the second morning of absence, we will contact the parent by telephone. 

• Where no contact is made by telephone, an email/text will be sent to the parent/carer 

requesting reason for absence.  

• Third day of absence. Members of staff will conduct a home visit to check on welfare of the 

child. 

• Members of staff will also make a home visit earlier than the third day as appropriate, taking 

into account any safeguarding concerns for the child.  

• Designated members of staff meet regularly, together with South East Attendance Advisory 

Service (SEEAS) where appropriate, to monitor and review whole school attendance and 

pupils whose attendance falls below 97%. Attendance and absence data is regularly 

reviewed together with emerging and historic patterns, to identify pupils or cohorts that 

need additional support with their attendance, and this analysis is used to provide targeted 

support to pupils and their families.   

• Where pupil attendance falls below 97% over any rolling twelve week period, an initial letter 

will be sent to remind parents and carers of their statutory responsibilities. 

• If attendance is a concern or deteriorating, an appropriate plan of action will be put in place 

including school interventions, support from Learning Mentor, involvement of other 

agencies (e.g. School Health Service, Family Wellbeing Team or Early Intervention Team), 

requests for medical evidence of absences, or a referral to the Attendance Service,  

• Where pupil attendance falls below 95%, a letter will be sent to notify parents and carers 

that medical evidence will be required to authorise any future absence. The letter will also 

invite parents and carers to a meeting to discuss an attendance improvement plan with the 

Learning mentor. 

• Where pupil attendance falls below 93%, a letter will be sent to reiterate to parents and 

carers that medical evidence will be required to authorise any future absence. The letter will 

also invite parents and carers to a meeting to discuss a revised attendance improvement 

plan with the Learning mentor (if previous step has already taken place) 

• Where attendance remains a concern, and is below 90%, children will be classed as 

‘persistently absent’ and a referral to the Education Welfare officer may be made.   

• Penalty Notices are issued to each parent of each child and the amount of the penalty will 

be £120 to be paid within 28 days, reduced to £60 if paid within 21 days. Failure to pay the 

penalty in full at the end of the 28-day period may result in prosecution by the Local 

Authority.  

• In addition, the regular attendance review meetings may result in home visits undertaken by 

Family Support staff, or parents being invited in for a more formal meeting with the 

Attendance Service, Learning Mentor, and a Senior Leader as appropriate.    

• Absence will be authorised for events such as proven illness, where medical evidence may 

be requested, and religious observance. It is the school that must decide whether to 

authorise absence, not the parent/carer.  

• Pupils leaving school during the day for any reason, such as for medical appointments, must 

be collected by the parent/carer in person. The parent/carer should sign their child out using 

the Data Entry System.  Parents/carers should sign their child back in again on this system if 

they are returning. Parents/carers should also provide school with written evidence of 

medical appointments.  
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• Birkbeck Primary School does NOT permit holidays during term time. Please note that the 

Education (Pupil Registration) (England) (Amendment) Regulations 2013 removed references 

to family holiday and extended leave as well as the statutory threshold of ten school days. 

The amendments make clear that head teachers may not grant any leave of absence during 

term time unless there are exceptional circumstances.   

• If a parent/carer wishes to request such leave, they should make a written application at the 

earliest opportunity. The Headteacher and senior staff will consider each request and inform 

the parent/carer as soon as possible, in writing, whether the request has been granted or 

not.  Where permission has been refused and the parent/carer proceeds with the leave of 

absence, this is recorded as unauthorised.  

• If unauthorised leave during term time is taken or there is a concern about the child’s level 

of unauthorised absence, a Penalty Notice may be issued.  A Penalty Notice is issued to each 

parent for each child that is taken out of school.  Standard information provided with each 

Penalty Notice states that a £60 fine is payable within 21 days of the Notice being issued, 

rising to £120 if paid between the 21st day and 28th day. If neither of these sums is paid 

within these periods, the Local Authority may consider a prosecution for an offence contrary 

to Sec. 444(1) Education Act 1996.  

• Our Attendance Leaflet is given to all new pupils on entry and sent to parents/carers with 

their child’s Annual School Report (see Appendix B)  

• Attendance figures for the year ae included in every pupil’s Annual School Report.  

• General Attendance and Lateness reminders are included in regular School Newsletters to 

parents/carers.  

 

The school attendance team meet weekly to discuss children whose attendance is a concern and 

will follow the steps set out above in most cases. 

 

The school reserve the right to take all contextual factors into account which may affect the 

application of the steps set out above. For example, where a child has, within the space of a 

week dropped from 97.1% to 94.9%, this will trigger the < 95% letter even though the <97% 

letter will not have been sent.  

  

  

6. Children Missing Education  
  

No child should be removed from the school roll without consultation between the Head Teacher 

and Attendance Service when appropriate.   

  

Where a child is missing from education, Local Authority guidance will be followed by completing a 

Child Missing Education referral for the following circumstances:  

• If the whereabouts of the child is unknown and the school have failed to locate him/her.  

• The family has notified the school that they are leaving the area but no Common Transfer 

Form (pupil file) has been requested by another school.  

  

Also see Child Protection and Safeguarding Policy.  

 

  

https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
https://mail.lgflmail.org/owa/redir.aspx?C=PF8H0HbMyk-afBKleJuHO9IN2-ZQQNBIIOxhkPachnKHA4SX57CqSmbXc67M9HuKv7AMC4m0nPA.&URL=http%3a%2f%2fwww.legislation.gov.uk%2fuksi%2f2013%2f756%2fcontents%2fmade
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7. Elective Home Education   
  

If a parent advises they wish to educate their child at home, all Local Authority procedures should be 

followed.  

 

8. Attendance and punctuality expectations  
 

Gates to the school open at 08:30 and children line up to go inside at 08:45. Lessons officially start at 

08:50 and children who arrive after this time must enter through the main school entrance. They will 

be marked as late if they arrive after 08:50 for the morning session or after 13.15 for the afternoon 

session 

For Reception, the day finishes at 15:10 while for Key stage 1, the finish time is 15:15 and for Key 

stage 2, it is 15:20. Parents and carers must collect form the designated pick up points.  

To request special leave of absence, parents and carers must make their request in writing to the 

Headteacher, explaining the circumstances for their request. The Headteacher will consider the 

circumstances around the request and will inform the parents and carers of their decision. If holidays 

go ahead without consent, parents and carers may be subject to a fixed penalty notice upon their 

return.  

 

 

 



 

 

  


