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Birchfield School Attendance and Punctuality Policy 

To be read in conjunction with: 

• Safeguarding and Child Protection Policy  

• Behaviour Policy  

• Admissions Policy  

• SEND Policy  

• Curriculum Policy  

• EYFS Policy  

• Pastoral Care Policy  

1. Introduction 

Birchfield School recognises that regular attendance and punctuality are essential 

foundations for pupils’ educational progress, wellbeing, personal development and future 

success. 

This policy has been written with reference to the Department for Education guidance 

Working Together to Improve School Attendance and the requirements of the 

School Attendance (Pupil Registration) Regulations 2024. 

The policy applies to all pupils of compulsory school age and, where appropriate, to children 

within the Early Years Foundation Stage (EYFS). 

The School is committed to developing a culture where: 

• excellent attendance is valued and promoted;  

• pupils understand the importance of attending school every day;  

• families and the School work together to overcome barriers to attendance;  

• absence is monitored carefully;  

• concerns are identified early; and  

• pupils receive appropriate support to access their education.  

Regular attendance enables pupils to benefit fully from the School’s curriculum, enrichment 

opportunities, pastoral support and wider experiences. 

2. Aims 

Birchfield School aims to: 

• promote excellent attendance and punctuality for all pupils;  

• ensure pupils access the full educational opportunities available to them;  

• clearly communicate attendance expectations to pupils and families;  

• maintain accurate attendance and admission registers;  
• identify patterns of absence or lateness promptly;  

• understand and address barriers affecting attendance;  

• provide support and guidance to pupils and families;  

• work collaboratively with external agencies where appropriate;  

• meet statutory responsibilities regarding attendance recording and reporting; and  
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• ensure attendance practice supports safeguarding and pupil wellbeing.  

The School’s attendance target is that pupils achieve attendance of 95% or above. 

3. Roles and Responsibilities 

Headmistress 

The Headmistress has overall responsibility for ensuring that: 

• attendance procedures comply with statutory requirements;  

• attendance remains a whole-school priority;  

• attendance data is regularly reviewed;  

• appropriate action is taken where attendance concerns arise;  

• staff understand their responsibilities;  

• families receive appropriate support; and  

• attendance practice contributes to safeguarding.  

Advisory Committee 

The Advisory Committee provides oversight by: 

• reviewing attendance data and trends;  

• challenging attendance concerns where appropriate;  

• ensuring statutory duties are fulfilled;  

• supporting leadership in improving attendance; and  

• monitoring the effectiveness of attendance procedures.  

Attendance Lead / Senior Leadership Team 

The Attendance Lead and Senior Leadership Team are responsible for: 

• monitoring attendance figures;  

• identifying pupils requiring support;  

• analysing absence patterns;  

• liaising with families;  

• maintaining accurate records;  

• coordinating interventions; and  

• working with the Local Authority where required.  

Teachers and Staff 

All staff are responsible for: 

• promoting the importance of attendance;  

• taking accurate registers;  

• reporting concerns promptly;  

• supporting pupils returning after absence;  

• identifying pastoral or learning barriers; and  

• encouraging punctuality and readiness to learn.  

 



Updated: September 2026 / Review Date: September 2027 Page 3 

 

4. School Attendance Expectations 

Birchfield School expects: 

• all pupils of compulsory school age to attend school regularly;  

• pupils to arrive on time and ready to learn;  

• parents and carers to support excellent attendance;  

• families to communicate promptly regarding absence;  

• pupils to attend all timetabled lessons and activities; and  

• attendance concerns to be addressed collaboratively.  

Attendance is closely linked to: 

• academic achievement;  

• social development;  

• emotional wellbeing;  

• confidence;  

• friendships;  

• participation in enrichment activities; and  

• preparation for future life.  

5. Parental Responsibilities 

Parents and carers are legally responsible for ensuring that children of compulsory school 

age receive a suitable full-time education. 

Parents are expected to: 

• ensure their child attends school every day unless absence is unavoidable;  

• aim for attendance of at least 95%;  

• notify the School on the first day of absence, providing the reason;  

• provide further information where requested;  

• avoid arranging holidays during term time;  

• request leave of absence in advance where required;  

• ensure children arrive punctually;  

• ensure children attend appropriately dressed and prepared for learning;  

• encourage completion of prep/homework;  

• support the School’s expectations regarding behaviour and attendance; and  

• work positively with the School to resolve attendance concerns.  

The School determines whether an absence is authorised. 

6. Registration Procedures 

Attendance registers are legal documents and are completed accurately for every pupil. 

Registers are taken: 

• at the beginning of the morning session; and  

• at the beginning of the afternoon session.  

The School records whether a pupil is: 
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• present;  

• absent;  

• attending an approved educational activity;  

• absent due to authorised circumstances;  

• absent due to unauthorised circumstances; or  

• unable to attend due to exceptional circumstances.  

Registers are maintained electronically using the statutory attendance codes detailed in 

Appendix 1. 

7. School Hours and Punctuality 

School hours are as follows: 

School opens: 8:00 am 

Morning registration: 8:30 am 

Afternoon registration: 

• 1:05 pm  

• 2:00 pm (where applicable)  

Reception and Year 1 finish: 3:15 pm 

Years 2–10 finish: 4:40 pm 

After-school clubs: 

• Reception and Year 1: 3:30 pm–4:30 pm 

• Years 2–10: 4:45 pm–5:45 pm 

• Pupils arriving after registration are marked as late. 

Persistent lateness is monitored and may be addressed through discussions with families and 

appropriate support. 

8. Reporting Absence 

Parents must inform the School on the first day of absence, providing: 

• the reason for absence;  

• the expected duration; and  

• any relevant information.  

If no reason is provided, the absence will initially be recorded as N (No reason yet 

provided). 

The School will contact parents if: 

• a pupil is absent without explanation;  

• attendance concerns arise;  

• safeguarding concerns exist; or  
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• further information is required.  

Emergency contact details are maintained and reviewed regularly. 

If the School cannot establish the reason for absence, appropriate safeguarding procedures 

will be followed. 

9. Leave of Absence 

Parents must request leave of absence in advance and in writing. 

In accordance with statutory guidance, leave of absence will only be authorised where the 

circumstances are considered exceptional. 

Term-time holidays will not normally be authorised. 

Each request will be considered individually, taking into account: 

• the reason for absence;  

• timing;  

• pupil attendance record;  

• educational impact; and  

• exceptional circumstances.  

10. Authorised and Unauthorised Absence 

Examples of authorised absence may include: 

• illness;  

• medical or dental appointments where unavoidable;  

• religious observance;  
• approved educational activities;  

• family emergencies;  

• exceptional circumstances approved by the School.  

Examples of unauthorised absence may include: 

• term-time holidays without exceptional circumstances;  

• absence without explanation;  

• avoidable absences;  

• family events that do not meet exceptional circumstances criteria.  

11. Monitoring Attendance and Support 

Attendance is monitored daily. 

Where attendance falls below expectations, the School will seek to understand the reasons 

and provide appropriate support. 

Persistent absence is defined by the Department for Education as attendance below 90%. 

Where attendance falls below 90%, the School will: 
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• contact parents;  

• discuss barriers;  

• agree support strategies;  

• monitor improvement;  

• involve relevant staff; and  

• work with external agencies where appropriate.  

The School adopts a supportive approach before considering formal action. 

12. Legal Intervention 

The School works collaboratively with families to improve attendance. 

Where attendance difficulties persist despite support, the School may: 

• involve the Local Authority;  

• create an attendance support plan;  

• implement an attendance contract where appropriate; and  

• support legal intervention processes where required.  

Any legal action will follow statutory guidance and Local Authority procedures. 

13. Admissions Register 

The Admissions Register is maintained electronically and contains the required information 

for every pupil. 

The School ensures: 

• information is accurate and updated promptly;  

• changes to pupil details are recorded;  

• removals from the register comply with statutory regulations;  

• the Local Authority is informed where required.  

Deletions from the Admissions Register are completed in accordance with the School 

Attendance (Pupil Registration) Regulations 2024. 

14. Maintaining and Amending Attendance Registers 

Attendance registers are retained electronically for at least six years. 

Where an amendment is made: 

• the original entry is preserved where required;  

• the amended entry is recorded;  

• the reason for amendment is documented;  

• the date of amendment is recorded; and  

• the person responsible for the amendment is identifiable.  

Where an absence reason has not been provided: 

• code N is initially recorded;  

• parents are contacted;  
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• the correct attendance code is entered once information is received;  

• N must not remain indefinitely.  

Appendix 1: Statutory Attendance Codes 

The School uses the statutory attendance codes set out within the School Attendance 

(Pupil Registration) Regulations 2024. 

Code Meaning 

/ Present (morning session) 

\ Present (afternoon session) 

L Late arrival before register closes 

U Arrived after register closed 

I Illness 

M Medical/dental appointment 

R Religious observance 

C Leave of absence for exceptional circumstances 

C1 Leave of absence for regulated performance 

C2 Part-time timetable 

G Holiday not granted by the School 

N No reason provided 

O Unauthorised absence 

E Suspended or permanently excluded 

V Educational visit or trip 

P Sporting activity 

W Work experience 

B Other approved educational activity 

D Dual registered at another school 

K Education provision arranged by Local Authority 

J1 Interview for admission/employment 

S Study leave 

T Parent travelling for occupational circumstances 

X Not required to attend (non-compulsory age pupils) 

Q Unable to attend due to access arrangements 

Y1–Y7 Unable to attend due to specified unavoidable circumstances 

Z Prospective pupil not yet on admission register 

# Planned whole-school closure 
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