
Moor Green Primary School 
Attendance Policy 

  
Policy Statement 
It is vital that all pupils have a good level of attendance. There is an indisputable link between good 
attendance and good progress – children who do not attend school as often as they should do not 
fulfil their potential. This principle is critical to our approach in monitoring and managing pupil 
attendance at Moor Green Primary School. 
 
Aims 

• To ensure every child has an acceptable level of attendance. 
• To support parents in ensuring that their child has an acceptable level of attendance. 

• To reduce the level of absence within the whole school. 
 
Responsibilities of the parent 

• To discharge their legal responsibility in ensuring their child is in school. 
• To contact school in the event of their child’s absence and to maintain contact with the school 

in the case of extended absence. 
• To follow the procedures laid down by the school for reporting absence and requesting leave 

of absence. 
 
Responsibilities of the school 

• To contact parents on the first morning of absence if notification has not been received. 
• To monitor patterns of absence for individual pupils, groups of pupils and the school as a 

whole and to report on these to the relevant bodies (e.g. governors; academy trust; DfE) 

• To notify parents where there is concern over a child’s level of attendance. 
• To access other services such as an Education Social Worker, advice from Birmingham’s 

Education Welfare service and the school nurse when a child’s level of attendance is of 
concern. This school may refer cases to social care services if absence is judged as a potential 
safeguarding concern. 

 
Authorised absence 

• This is defined as absence which is unavoidable. Reasons include: illness and injury (including 
hospitalisation); trauma (e.g. family bereavement); appointments that cannot be altered (e.g. 
with medical or dental services). 
 

Unauthorised absence 

• This is defined as absence which is avoidable and where the child would be able to attend 
school if the parent(s)/carer(s) had not deemed otherwise. Reasons include: family holiday; 
religious observance which exceeds the entitlement as specified by the Department for 
Education; weather conditions; appointments which are not essential to the health and well-
being of the child. 
 

Leave during term time 

• The school does not authorise leave in term time unless there are very exceptional 
circumstances surrounding the request. In these rare cases, the Headteacher will specify the 
amount of leave that is to be granted. 

• Any requests for leave in cases deemed to be exceptional must be put in writing to the 
Headteacher in advance. In normal circumstances, this would be a period of 6 weeks before 
the intended leave begins. 

• The school reserves the right to take the child off the school roll if absence exceeds a period 
of 20 consecutive school days. This would mean the child losing their place at the school. 



• Patterns of unauthorised leave during term time are monitored by the school and cases 
causing concern will be referred to the Education Social Worker. This could result in legal 
proceedings being brought against the family. 

 
Monitoring of attendance 

• Parents of children who meet the school’s threshold of concern (those who have an 
attendance rate of below 90%) will receive a notification of concern from the school. This may 
result in a referral being made to the school’s Education Social Worker if improvements are 
not seen within the following school month and there is no significant factor causing this. 

• Attendance data by class and for whole school is analysed weekly and every term. 
• Types of absence data is analysed weekly and every term. 
• Attendance reviews take place every month between the Headteacher, the member of the 

school’s administrative team with designated responsibility for compiling attendance data and 
the school’s Education Social Worker. 

• The school has a designated Behaviour and Safety governor who takes part in the process of 
analysing attendance trends and formulating strategies to improve attendance in the school. 

• Parents of children whose attendance causes concern are issued with attendance reports at 
parents’ evenings. 

 
Punctuality 

• Every child in school has the best opportunity to achieve their potential if they are attending 
school and arrive on time. 

• Lateness is very disruptive for the child, their class and the adults who work with them. 
• The register opens at 8.50 and closes at 9.15. 
• Punctuality is monitored in school and forms part of the weekly attendance analysis. 
• Parents of children whose punctuality is causing concern are notified at parents’ evenings. 
• Cases where there are continuing concerns may be referred to the Education Social Worker.  

 
Rewards for attendance and punctuality 

• These form a key part of the school’s strategy to improve both attendance and punctuality in 
the school. 

• There are class-based weekly awards for both and half-termly awards for both elements. 
• Children with attendance of 97% or above in a single term receive rewards as do children with 

97% attendance or above for the whole academic year. 
 
Monitoring of the policy 
The effectiveness of this policy is evaluated annually during the latter part of the Summer term by 
the Headteacher and Governing Body of the school. 
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