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Rationale 

 

At The Meadows Primary School, we celebrate and expect high levels of pupil attendance and punctuality. 

We recognise that high attendance has a direct impact on achievement and well-being for children and we 

aspire for all of our children to achieve their full potential.  

We work hard to ensure that children understand the importance of coming to school, engaging with the 

curriculum and establishing relationships with their peers and adults within school. This develops positive 

lifelong behaviours for children in regards to punctuality and attendance. 

We place high priority on achieving standards and feel that high pupil attendance and punctuality are 

essential in accomplishing this. We expect all pupils to have attendance of a minimum of 97%. We work with 

parents and children to promote and recognise good attendance and punctuality. We provide a variety of 

support strategies where this is needed, to ensure that each child is in school every day to access their 

learning.  

 

Roles and Responsibilities 

Children 

 To build an understanding, over their school life, of the importance of good attendance and punctuality 

and having a positive attitude towards their education. 

Parents 

 To promote and model positive attendance and punctuality to ensure that children are in school on 

time every day. 

 To inform school daily, at the earliest opportunity, of any absence 

 To sign in and provide a reason for a pupil being late on the school system in the main reception 

 Ensure that contact details are up to date 

 To work and engage with school when children are absent 

 To understand their legal responsibility and ensure their child’s attendance is good 

 Complete a request form for absence during term time for exceptional circumstances 

 Provide evidence for appointments taken during the school day 

 Provide medical evidence when requested in line with the policy 

 Engage fully and positively with the attendance policy.  

 

School 

 To record and report any concerns regarding safeguarding 

 To ensure the attendance policy is implemented fairly and consistently 

 To ensure registers are completed accurately and on time 

 To monitor daily patterns of attendance and report any concerns that arise  

 To provide appropriate learning for pupils who are absent due to long term illness, disability or other 

circumstances deemed exceptional  

 To keep accurate and comprehensive data about attendance and to monitor this regularly to identify 

trends or concerns 

 To inform parents of the importance of regular attendance and punctuality in newsletters and the 

Home-School agreement  

 To acknowledge and reward good attendance  

 To work with and support children whose attendance is a concern 

 To monitor the attendance patterns of LAC 

 To publish pupil’s attendance rate on pupils’ annual school reports  

 To inform parents/carers if we have concerns regarding a pupil’s attendance 

 To offer support and challenge when attendance concerns do not improve 

 To make referrals to the CSAWS and/ or the school nurse when appropriate. 



The Governing Body 

 To ensure the Senior Leaders implement the policy without discrimination on the following grounds: 

o Ethnicity 

o Culture 

o Religion 

o Gender 

o Disability 

o Sexual orientation 

 To handle complaints regarding the policy and its implementation 

 To monitor whole school attendance termly and take action should it affect standards or is below the 

minimum standard (97%). 

 

Safeguarding 

 Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to 
have regard to guidance issued by the Secretary of State with regard to safeguarding and promoting 
the welfare of children and students under the age of 18. Parents are strongly advised to inform the 
school of any known leave to be taken, regardless of authorisation. If school is not aware of the reason 
for an extended absence then welfare concerns will become paramount, calls, home visits and even 
a referral to children’s services may result. 
 

Children Missing Education 
Child going missing in education is a potential indicator or abuse or neglect. Senior Leaders will follow 

procedures for dealing with children who going missing in education, in coordination with the safeguarding 

policy and government guidance: Keeping Children Safe in Education. School will seek advice from CME or 

CASS regarding the pupil and actions. 

We will enter pupils on the admission register at the beginning of the first day on which the school has agreed, 

or been notified, that the pupil will attend the school. If a pupil fails to attend on the agreed or notified date, 

the school will undertake reasonable enquiries to establish the child’s whereabouts and consider notifying 

the local authority at the earliest opportunity. 

Where a pupil has not returned to school for ten days after an authorised absence or is absent from school 

without authorisation for twenty consecutive school days, the pupil can be removed from the admission 

register when the school and the local authority have failed, after jointly making reasonable enquiries, to 

establish the whereabouts of the child. This only applies if the school does not have reasonable grounds to 

believe that the pupil is unable to attend because of sickness or unavoidable cause.  

 

Legal responsibilities of schools and parents 
Parents have a legal duty to ensure the regular and full time attendance at school of registered pupils 

(Education Act 1996). This policy is based on the law and on Best Practice guidance produced by the 

Department for Education and Skills and the Local Authority. The School Attendance Service aims to work 

with schools and families to promote good attendance and avoid legal action. However, when it is appropriate 

for school to take action this will be undertaken and the legal process of Fast Track will be applied. The 

Meadows Primary School participates in the ‘Fast Track’ campaign in collaboration with the Local Authority 

to address poor attendance. Persistent unauthorised absence is not tolerated. As part of Fast Track parents 

may be issued with penalty notices and could be requested to appear in court. The Attendance Officer is 

responsible for gathering evidence/communication with parents who are part of this campaign and regarding 

any court proceedings. 

 

 

 



Recognising good attendance 
Weekly Certificates 

On a Friday afternoon the Attendance Officer or Senior Leader responsible for attendance records the class 

attendance figures. This is used for the awarding of the weekly class attendance trophies. In the celebration 

assembly, the class with the highest attendance each week is recognised and awarded a trophy. 

Weekly Stickers 

Class teachers receive an attendance print out from the Attendance Officer on Monday morning showing the 

previous week attendance for their class. This information is used to give attendance stickers to children with 

100% attendance for the previous week.  

School Newsletter and website 

Attendance will be shared on the school newsletter and website, including the class winners for highest 

attendance up to that week. 

Staff Promoting Good Attendance  

It is important that teachers are regularly promoting good attendance with their classes. Good class 

attendance is attributed to good teaching and to celebrate this the teacher will ensure that they communicate 

good punctuality and attendance with their class. Teachers will retrieve their class attendance for the day 

after registration and display the percentage in the classroom. 

Attendance certificates 

Termly certificates will be awarded to children with attendance of 97% or above for that term. These are given 

out during attendance assembly or in year group/class assembly. 

 

Attendance Badges 

Termly star badges are awarded to children with attendance of 100% for that term. These are given out 

during an attendance assembly at the end of each term. Parents/ carers of children receiving a badge are 

invited to join the assembly.  

100% Attendance  

Children who achieve 100% attendance for the academic year will be entered in to a draw to win a prize at 

the end of the summer term as well as achieving their badges.  

 

Registration 

Registration takes place at the beginning of the morning and afternoon sessions. This is completed using the 

School Information Management system and is the class teacher’s responsibility. An ‘N’ is used for absence 

and the Attendance Officer updates following first day phone calls or messages received via the office/ 

answering machine. Please note that registers must be completed accurately because they constitute a legal 

document and form part of a chain of evidence. They will also be needed for safety reasons, such as in the 

event of a fire. A class teacher concerned about the accuracy of their register should contact the office or the 

Attendance Officer immediately for advice.  

 

Lateness 

School entrance doors open at 8:45am allowing a flexible opening time of 10 minutes for all pupils to enter 

school in a calm and timely manner.  

School entrance doors close at 8:55am. If a pupil arrives at school after 8:55am (when the entrance doors 

close) they are considered late and will be given a late mark ‘L’.  

The time registers are closed officially is 9:30am. If a pupil arrives after this time, they will be given a ‘U’ 

(late after register closes mark). This will mean that U code is used the for the whole session (half 

day). This code is recorded as an unauthorised absence in being late after registers closed and impacts 



negatively on the individual pupil’s attendance and whole school attendance. These codes will be used in 

further legal processes using the FAST-track to Attendance procedures if needed. 

 

Procedures for dealing with lateness 
1. School doors are closed at 8:55am. After this time, children are classed as arriving ‘late’ and must report 

to the office with a parent/ carer, where their names, class and reason (provided by the parent/carer) are 

recorded and the appropriate code added to the class electronic register on the School Information System.  

2. A conversation with the class teacher will take place with parents/ carers of children who have arrived late 

to school (before the registers close) three times in a term.  

3. Following this, if there are three more periods of lateness within the term, parents/ carers will be 

asked to come in and meet with the Attendance Officer.  

4. Persistent lateness (three plus) after the registers close (U code) will be dealt with by the Attendance 

Officer/ AHT, and where appropriate, in liaison with the Local Authority. 

 

Unauthorised Absence 

If we unauthorise an absence, a letter will be sent to the parent/ carer informing them of this. If there are 

unauthorised absences, then this will prompt us to request medical evidence for any further absence.  

Medical Appointments  
Parents are actively discouraged from arranging routine medical appointments during the school day as 

dentist and GPs’ surgeries are open outside of school hours. Parents need to inform the office in advance of 

any medical appointments and show the appointment letter/card as evidence. If children arrive late during 

the morning due to a medical appointment, the register code ‘M’ will be used to show they are in school and 

a note added to their record showing the reason. Should a child miss a whole session due to a medical 

appointment, this will be recorded as ‘M’. An ‘M’ code however, may only be used for one session in a day, 

unless previously discussed and agreed with school with medical evidence provided. 

 

Term time leave 
From 1st September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006 

made clear that Head Teachers may not grant any leave of absence during term time unless there are 

exceptional circumstances.  

Absence from school interrupts teaching and learning and compromises progress. Birmingham City Council 

therefore seeks to support Birmingham schools and academies in reducing the amount of education lost to 

pupil leave of absence in term time. Birmingham City Council strongly discourages pupil leave of absence 

during term time. The expectation is that such leave would only be authorised in the most exceptional 

circumstances.  

 

Taking children off roll safeguarding statement 
No child shall be taken off roll until the school is satisfied that they are safe and accounted for. This will mean 

that we have confirmation of them starting a new school/educational establishment. Where it is not possible 

to verify where a child is, children missing education at the local authority will be informed and a child will 

only be taken off roll once they give authorisation. Where a parent has elected to home-school their child, the 

local authority home schooling department are informed and a child will only be taken off roll once they give 

authorisation. 

Procedures for dealing with absences 

1. On the first day of absence, parents/carers are expected to call the office and provide a reason for absence. 

The office will be available from 8:00 every morning or this can be done via the app or leaving a message on 



the absence line. If contact is not made by 9:05am, a phone call will be made to the parent/carer by the 

Attendance Officer and the reason will be recorded and the appropriate code registered. 

2. The Attendance Officer will discuss any concerns regarding pupil’s absence or punctuality with the 

Designated Safeguarding Leads and the Family Support Worker in school to decide whether there are any 

further actions to be taken, for example a safe and well check or any support offer needed.  

3. On a third day of absence, parents/carers should call school again to update school on the ongoing 

absence. This may require them to provide evidence for any prolonged/ regular issues (medical) that may 

impact on attendance with a possible referral to the School Nurse if needed.  

4. Pupils whose attendance is below 96% or at least one unauthorised absence will be monitored by class 

teachers, support staff, Attendance Officer and SLT.  

5. If a child has an attendance below 96% or at least one unauthorised absence, parents will receive a Head 

Teacher letter notifying them of the attendance percentage and concerns. This will also trigger a medical 

letter and they will be required to provide medical evidence for any future absences and Early Help will be 

offered.  

6.  Pupils with at least one session of unauthorised absence or a record of persistent absence will be 

contacted by the Attendance Officer/AHT to attend a School Attendance Review Meeting (SARM) meeting. 

7. If the pupil has further unauthorised absences since the SARM and there are now at least 10 sessions of 

unauthorised absence in total from the start of the academic year, then the legal process will begin. 

The Attendance Officer and the Senior Leader who leads on attendance will meet fortnightly to discuss 

attendance concerns. These meetings will highlight in particular pupils whose attendance has dropped below 

96% and procedures above followed in line with the FAST-track to Attendance legal process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Flowchart for Attendance procedures 

 

 

 

 

 

 

           

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Concerning levels of pupil absence either  authorised or unauthorised   

Step One   –   Early help including completion of Section 6 of the Early Help Assessment form  

with the child and Section 7 with the parents/carers in an informal meeting (if there is  

engagement).  (If a social worker/family support worker is already involved there is  no need to  

offer Early Help to parents/carers)   

At least one session of unauthorised absence   

Step Two   –   Invite parents/carers to a School Attendance Review Meeting (SARM) and hold the  

SARM   

Step Three   –   Send ‘Formal Warning Notice’ to each parent/carer individually with an up to  

date attendance printout and the  ‘School Attendance (Legal Action)  -   Information for  

Parents /Carers ’   leaflet.  This will be your evidence   

The pupil has further unauthorised absence sinc e the SARM.  Including the recent absences ,   there  

are now at least 10 sessions of unauthorised absence in total  since  19 th   April   2021   

The pupil has a minimum of 10 further sessions of unauthorised absence since the Formal Warning  

Notice was issued (in terms of being ‘reasonable’ include a couple of days for postage).   This could  

be within a 10 day period but no longer than 10 school week s   

Step  Four   –   Refer to ELIT   

( do not delay  -   refer as soon as just after they reach 10 further sessions but not before or on the  
day of the 10 th   session )   

FAST-track to Attendance 

Attendance above +97% 
Attendance promoted and celebrated by everyone 

100% Attendance  
Awarded an Attendance Star each term  

Entered into a 100% yearly raffle 
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Concerning levels of pupil absence either  authorised or unauthorised   

Step One   –   Early help including completion of Section 6 of the Early Help Assessment form  

with the child (and Section 7 with the parents/carers in an informal meeting (if there is  

engagement).  (If a social worker/family support worker is already involved there is  no need to  

offer Early Help to parents/carers)   

At least one session of unauthorised absence   

Step Two   –   Invite parents/carers to a School Attendance Review Meeting (SARM) and hold the  

SARM   

Step Three   –   Send ‘Formal Warning Notice’ to each parent/carer individually with an up to  

date attendance printout and the  ‘School Attendance (Legal Action)  -   Information for  

Parents /Carers ’   leaflet.  This will be your evidence   

The pupil has further unauthorised absence sinc e the SARM.  Including the recent absences ,   there  

are now at least 10 sessions of unauthorised absence in total  since  19 th   April   2021   

The pupil has a minimum of 10 further sessions of unauthorised absence since the Formal Warning  

Notice was issued (in terms of being ‘reasonable’ include a couple of days for postage).   This could  

be within a 10 day period but no longer than 10 school week s   

Step  Four   –   Refer to ELIT   

( do not delay  -   refer as soon as just after they reach 10 further sessions but not before or on the  
day of the 10 th   session )   

FAST-track to Attendance 

FAST-track to Attendance 

Attendance above +97% 
Attendance promoted and celebrated by everyone 

100% Attendance  
Awarded an Attendance Star each term  

Entered into a 100% yearly raffle 

 

(3 houses) 



APPENDICES for the FAST-track to Attendance  
https://www.birmingham.gov.uk/downloads/file/9013/fast-track_guidance_-_april_2022 

 

Appendix A: Step 1a – Early Help Signs of Safety and Well-being form (3 houses) 
SIGNS OF SAFETY AND WELLBEING -  EARLY HELP CONVERSATION LOG - GUIDANCE 

 
The Early Help Conversation Log is built on the principles found in Birmingham Signs of Safety and Wellbeing 
(SOSW) toolkit. The document can be used by practitioners from any service with; 

 child/ young person only 

 parent/ carer only 

 a combination of both 
 
The Early Help Conversation Log is a multi-purpose document which could be used as a precursor to the 
Early Help assessment or as an in-house document to record conversations with child(ren)/ family. 
 
If using within the Early Help framework it can support the discussion between practitioner and child(ren)/ 
family about the Early Help offer. The information gained from this conversation can then be used to inform 
the Early Help assessment. 
 
HOW TO USE THE FORM 
Ensure that the details requested at the top of the form are completed – the space for a Unique Identifier is 
for an in-house reference number. 
 
The image of the three houses is specifically designed to be used with children; they can write or draw their 
feelings and thoughts. Use the three headings (houses) to capture and record the following; 
 

House of Worries – things that need to change  
 

House of Good Things – things that are going well, things that help you escape your worries  
 

House of Dreams – how things would look if your worries were gone  
 
The subsequent section is to be used by practitioners to understand the lived experience of the child and the 
resources available to the family to enable an informed conversation around the next steps. The layout is 
similar to the three houses image and seeks to capture strengths and resources as well as concerns. Please 
see the following examples of the questions that could be used to gain a child/ young person / families 
thoughts and feelings. 
 
 

What are we Worried About? What is Going Well? What needs to Happen? 

 
What has happened, what 
have you seen, that makes you 
worried about this child/ young 
person ? 
 
When you think about what 
has already happened to 
………what do you think is the 
worst thing that could happen 
to …….. because of this 
problem ? 
 
 
Are there things happening in 
……………,s life or family that 

 
What do you like about 
………..what are his/her best 
attributes ? 
 
Who are the people that care 
most about ……….? What are 
the best things about how they 
care for …….? 
 
Who would ……say are the 
most important people in 
his/her life? 
 
How do they help ……. grow 
up well ? 
 

 
Having thought more about this 
problem now, what would you 
need to see that would make 
you satisfied that the situation 
is at a 10 ? 
 
 
What would ……need to see 
that would make them say this 
problem is completely sorted 
out? 
 
 
What do you think is the next 
step that should happen to get 
this worry sorted out ? 

https://www.birmingham.gov.uk/downloads/file/9013/fast-track_guidance_-_april_2022


make this problem harder to 
deal with ?  

Has there been times when 
this problem has been dealt 
with or was even a little better? 
How did that happen? 

 
Start with What`s going well  
Good practice in using this framework is to start the “what’s going well “ and then move backwards and 
forward between the first two columns as the lived experience for the child(ren) are explored to enable and 
informed approach to “what needs to happen “ 
 
Scaling 
Ask the members of family to answer the stated question honestly and tick the checkbox that most represents 
how they feel about their situation.  
“On a scale of 0-10 where 10 means this problem is sorted out as much as it can be and zero means 
things are so bad for the young person you need to get professional or other outside help, where do 
you rate this situation today ?” 
 
Next Steps 
Family: if a parent/ carer has been involved in the ‘Early Help conversation’ this section is to be completed 
with their thoughts on what action they intend to do next. An example of such an action might be ……..  
My next steps are to talk to my wider family about my concerns – they may be able to support me to get 
things going well again.  
 
Practitioner: Use one of the checkboxes to indicate which action you have taken; then use the section 
underneath to expand on what the action will be and why you feel it’s necessary. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SIGNS OF SAFETY AND WELLBEING – MY EARLY HELP CONVERSATION LOG 

 THE THREE HOUSES – INVOLVING CHILDREN IN THE CONVERSATION  

 
FAMILY MEMBER NAME:        UNIQUE IDENTIFIER:        PRACTITIONER NAME:         DATE:           
 
 

 

 

 

 

 
      

 

  
      

  
      

 

 
 
 

House of  

WORRIES 
House of  

GOOD THINGS 
House of  

DREAMS 



WHAT ARE WE WORRIED ABOUT?  WHAT IS GOING WELL?  WHAT NEEDS TO HAPPEN? 
 

      

 

 
 

       
 

      

 
“On a scale of 0-10 where 10 means this problem is sorted out as much as it can be and zero means things are so bad for the young person you need to get 
professional or other outside help , where do you rate this situation today ?” 
 

                                              
Parent / carer            0    1    2    3    4    5    6    7    8    9    10      

Practitioner                    0  
             

Child(ren)                   0       
                                         

1  2  3  4  5  6  7  8         9  10  

    1            2             3      4      5      6           7       8      9      10      

 Where there are multiple 
 children please state names  

 
NEXT STEPS 
 

FAMILY       

PRACTITIONER 

Early Help advice/ action/ signposting Initiate an Early Help assessment Complete and submit a request for support form  

   

      

 



Appendix B: Step 1b - Late letter 

Insert date  

«ParentTitle» «ParentFirstName» «ParentLastName»  
«AddressLine1»  
«AddressLine2»  
«City»  
«PostCode»  
 
Dear «ParentTitle» «ParentLastName»  

Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup» Yr:   

Your child, «ChildFirstName» «ChildLastName» has been identified as having poor punctuality at The 

Meadows Primary School.  

As you may be aware, the law treats some persistent lateness in the same way as irregular attendance and 

parents may be prosecuted by the Local Authority if late arrival is not resolved.  

I have to advise you as a parent/carer of a child of statutory school age, you have a legal 

responsibility to ensure full time education suitable to the child’s age, ability and aptitude 

and any special educational needs the child may have, either by regular attendance at school 

or otherwise (Education Act 1996). 

Minutes late per day during the school year Equals days worth of teaching lost in a year 

5 mins 3.4 days 

10 mins 6.9 days 

15 mins 10.3 days 

20 mins 13.8 days 

30 mins 20.7 days 

 
Poor punctuality can lead to your child…  

 Feeling embarrassed in front of their friends 

 Missing the beginning of vital lessons  

 Missing important instructions for the rest of the school day  

 Learning bad habits which could affect their employability in the future. 

If your child is having any difficulties that you wish to discuss, contact me immediately.   If you have other 

concerns about your child or other difficulties you would like support with, please contact the school who 

may be able to assist in the form of an Early Help Assessment. 

Your child’s punctuality must now improve or the school may have no option but to take further action 

against you.   

Yours sincerely, 

 
Mr Naughton (Head-Teacher) 



Appendix C: Step 1c - Head Teacher Concern letter 

DATE 
 
Dear Parent(s) of, 
 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup» Yr:  
 
I am writing to you to express concern about «ChildFirstName» attendance in school.  As you may be aware, 
it is the legal responsibility of parents to ensure children attend school regularly. 
 
From September 2015, The Department for Education has stated that Schools will be judged against a 
persistent absence rate of 10 per cent rather than 15 per cent. 
 
Persistent absence at 10% is equivalent to the number of sessions’ absence indicated below: 

Half-term  10 per cent  

Half-term 1 7 or more sessions (3.5 days) 

Half-term 1-2 (autumn term)  14 or more sessions (7 days) 

Half-term 1-3  20 or more sessions  (10 days) 

Half-term 1-4 (autumn term and spring term 
combined)  

25 or more sessions  (12.5 days) 

Half-term 1-5  31 or more sessions  (15.5 days) 

Half-term 1-6 (full academic year)  38 or more sessions  (19 days) 

 
Families with children who continue to fall into the persistent absence category can find themselves subject 
to the school’s Fast-track Attendance intervention programme and a fixed penalty notice if attendance does 
not improve.  
 
School records show that XXX attendance up to DATE was ………% with ….. sessions missed of which …… 
sessions have been classified as unauthorised. 
 
Therefore, we will continue to monitor XXX attendance throughout the rest of the ………term. We very much 
hope that you will support the school and ensure your child attends schools regularly for the rest of the 
academic year. 
 
We work with parents to improve school attendance. Good attendance will mean that your child is able to 
achieve the best grades for their ability and have real opportunity in further education and the world of work. 
Absence disrupts the education of the individual pupil and the whole class.  Children who do not attend 
regularly: 

 

 do not achieve well in exams 

 find it difficult to maintain friendships 

 miss out on social events  

 are more likely to become involved in crime 
 



If you feel your child has ongoing or unresolved medical issues you are advised to approach your doctor 

urgently and to inform the school.  If your concerns relate to Covid-19 we can provide support and advice.  If 

there are other difficulties affecting your ability to ensure your child attends school regularly that you would 

like support with, we may be able to help and offer an Early Help Assessment so please contact us urgently 

to arrange a meeting. 

 
If you wish to discuss the contents of this letter further or your child’s attendance, please contact Mrs Llewellyn 
or a member of the Pastoral team. If you call and there is no one available, please leave a message and 
contact telephone number. 
 
 
Yours sincerely 
  

 
 
Mr Naughton (Head-Teacher) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix D: Step 1d - Medical Absence and No authorisation letter 

 
Insert date 

 
«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 
 

Dear «ParentTitle» «ParentLastName» 

 

Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup»  

 

Your child’s poor attendance at school this year is causing serious concern as he/she has been absent for 

number of sessions out of a possible number of sessions.  This will make it much harder for your child to 

achieve good results in their school work. Most/All of the absence has been due to illness or for medical 

reasons.  

Unfortunately, due to the high levels of absence from school, the Head Teacher can no longer authorise 

any absence for medical reasons unless supported by medical evidence.  If you have concerns about 

your child’s health and wellbeing, we are able to make a referral to the School Nurse with your consent if we 

haven’t done so already.  High levels of illness absence may also warrant a discussion with your GP to rule 

out any underlying medical conditions and we would urge you to make an appointment at the earliest 

opportunity. 

Should Pupil’s name have any further sessions of absence because of illness or medical reasons you are 

strongly advised to provide one of the following which may enable the Head Teacher to authorise your child’s 

absence: 

 Medical appointment card with one appointment entered 

 Letter from a professional such as a hospital Consultant or Psychologist 

 Evidence of a consultation with NHS 111 

 Medication prescribed by a GP 

 Copy of prescription 

 Print screen of medical notes 

 Letters concerning hospital appointments 

 Slip with date, pupils name and surgery stamp, signed by Receptionist 
 

Doctors or GP ‘sick’ notes are not required.  Please do not request these from your GP as s/he will 

not be able to provide one. 



Please be aware that telephone calls and handwritten notes from a parent/carer are not acceptable as 

medical evidence when attendance is of serious concern.  

 

I have to advise you as a parent/carer of a child of statutory school age, you have a legal responsibility to 
ensure full time education suitable to the child’s age, ability and aptitude and any special educational needs 
the child may have, either by regular attendance at school or otherwise (Education Act 1996 Section 444).   
 
We work with parents to improve school attendance. Good attendance will mean that your child is able to 
achieve the best grades for their ability and have real opportunity in further education and the world of work. 
Absence disrupts the education of the individual pupil and the whole class.  Children who do not attend 
regularly: 

 
 do not achieve well in exams 

 find it difficult to maintain friendships 

 miss out on social events  

 are more likely to become involved in crime 
 

If you have other concerns about your child or other difficulties you would like support with, please contact 

the school who may be able to assist in the form of an Early Help Assessment. 

 

If you wish to discuss the contents of this letter or your child’s attendance, please contact Mrs Llewellyn or a 

member of the Pastoral team. If you call and I am not available, please leave a message and contact 

telephone number.  

 

Yours sincerely 
  

 
Mr Naughton (Head-Teacher) 

 

 

 

 

 

 
 

 

 

 

 

 



Appendix E: Step 2a - Invitation to SARM 

Insert date 

«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 

FAST-track to Attendance 
Invitation to a School Attendance Review Meeting (SARM) 

 

Dear «ParentTitle» «ParentLastName» 

Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB»  Yr «YearGroup» at «SchoolName» 

 

There have been continuing difficulties concerning the attendance of your child «ChildFirstName» 

«ChildLastName» at «SchoolName». 

To assist you, the school have tried to engage with you to offer additional support such as Early Help to 

improve «ChildFirstName»’s attendance and prevent the need for legal action.  

In an attempt to resolve issues regarding attendance, a formal School Attendance Review Meeting has been 

arranged at «SchoolName» on «AppointDate» at «AppointTime».    

It is very important that you attend. Your co-operation is essential.   

This meeting is an opportunity for you to discuss any matters of concern.  If you now require Early Help, you 

must attend the meeting after which an assessment can be arranged. 

Failure to attend this meeting and further unauthorised absence could result in you being prosecuted in court 

or a penalty notice being issued.   

I have to advise you as a parent/carer of a child of statutory school age, you have a legal 
responsibility to ensure full time education suitable to the child’s age, ability and aptitude 
and any special educational needs the child may have, either by regular attendance at school 
or otherwise (Section 444, Education Act 1996).   
 
Please contact me urgently on the telephone number provided if you are unable to attend.  If I am not 
available, please leave a message and contact telephone number. 
 
Yours sincerely 

 
Mr Naughton (Head-Teacher) 



Appendix F: Step 2b - SARM Recording Sheet  
Name of child/ren ______________________________________________ 

School Attendance Review Meeting Record Sheet 

 
Meeting held on: …………………………………………………………………………………….…….. 
 
At: ……………………………………………………………………………………………………………. 
 
Attended by: ……………….……………………………………………………………………………….. 
 
………………………………………………………………………………………………………………… 
 

……………………………………………………………………………………………………………..…. 

 

Introduction 

Thank you for attending this School Attendance Review Meeting. The meeting will provide you with 

the opportunity to explain why your child/ren has/have had unauthorised absence. (if there is more than 

one child in the family, record information on separate sheets from page 2 onwards).  
 

 

Child Name………………………………………. 

DOB………………………………………………. 

Address…………………………………………... 

…………………………………………………….. 

…………………………………………………….. 

 

Child Name………………………………….…… 

DOB………………………………………………. 

Address………………………………………….. 

……………………………………………………. 

……………………………………………………. 

Parent/Carer Name 

………………………………………………………… 

DOB………………………………………………. 

Address………………………………………….. 

……………………………………………………. 

……………………………………………………. 

Relationship to child/ren  

…………………………………………………….. 

Parent/Carer Name  

………………………………………………….… 

DOB………………………………………………….. 

Address…………………………………………. 

…………………………………………………… 

…………………………………………………… 

Relationship to child/ren  

…………………………………………………….. 

  

If only one person attends the SARM:  

Do you have a partner who lives at this address? If so what is their name? 

Parent/Carer Name ……………………………………………………… DOB……………………….... 

 

Relationship to child/ren: ……………………………………………………………………………….…. 
 
 



Name of child/ren ______________________________________________ 

 
For a parent who lives at a different address from child/ren describe all contact they have with child 
(how often/do they stay overnight/are they involved regarding their child/ren’s education etc) 
 
…………………………………………………………………………………………………………. 
 
…………………………………………………………………………………………………………. 
 
…………………………………………………………………………………………………………. 
 
 

“You now have an opportunity to explain why your child has poor attendance.  I am going to 
ask you some questions. Please answer them as fully as possible.” 
 

(Note that it is acceptable for staff to assist parents in answering the questions if necessary) 
 
 

1. What actions have you taken to get your child to attend School?         

…....……………………………………………………………………………………………….…...………

………………………………………………………………………….………….…………..………………

…………………………………………………………………………………………. 

…………………………………………………………………………………………………………. 

 

        2. Are there any other reasons at all, such as difficulties at home, housing problems, illness  
        or disability issues, relationship or behaviour difficulties etc., which you think may be affecting 
        your child’s ability to attend School regularly? 

                                                                        Y  N  
 
        If yes, could you please outline the difficulties the family is experiencing?  

..……………………………………………………………………………………………..…..……..………

…………………………………………………………………………………………………. 

………………………………………………………………………………………………………….………

…………………………………………………………………………………………………. 
 

Would you like some assistance from relevant services in order to help to resolve these difficulties 

via an Early Help Assessment? 

                                                                        Y  N  
 
 

3.Has your child been too ill to attend school for reasons including Covid-19 on some or all of 

these periods of absence? (Show copy of attendance printout)             

                                           Y  N  

If yes: 

What illness has the child had? If the absences were due to Covid, do you have a copy of the 

positive test results please?….……………………………………………………………… 

…………………………………………………………….………………………………...………… 

…………………………………………………………………………………….……….………….. 
 

If illness absence is not Covid related, have you taken your child to a GP or Consultant?                        

                                                                        Y  N  
 



Name of child/ren ______________________________________________ 

 

What advice did they give you?…………………………………………………….…………… 

………………………………………………………………………………………………............... 

……………………………………………………………………………………………..………….. 
 

Do you have medical evidence i.e. a medical appointment card with one appointment entered, letter 

from a professional, doctor’s note (not required), medication prescribed by a doctor, copy of a 

prescription, print screen of medical notes, letters concerning hospital appointments or any other 

relevant evidence? Handwritten notes or telephone calls from parents are not acceptable 

when attendance is of serious concern. 

                                                                          Y  N  
 

If a doctor has not been consulted, why not? ………………………………………………… 

…………………………………………………………………………………..……………………..………

…………………………………………………………………………………………………. 

 

Do you consent to a school nurse referral if needed?   

                                                                          Y  N  

 
If yes, what is the name of your child’s GP and which surgery are they registered with please? If 

no, what is the reason for this? 

............................................................................................................................................................

............................................................................................................................................................

........................................................................................................................... 

 

 4. Are any other agencies or professionals (involved with) working with your family? 

                    Y  N  
If yes, who are they and what work are they doing with your family? 

…………........................................................……………………..…………………...…………. 

…………………………………………………………………………………..…………………….. 

 

        5. Are there any travel issues affecting your child attending School regularly?  
        (Discuss transport arrangements at this point if pupil is in receipt of home / school transport) 

..……………………………………………………………………………………………..…..……. 
……..…………………………………………………………………………………………………. 
………………………………………………………………………………………………………… 
………………………………………………………………………………………………………… 

 
 
 
 
 
 
 
 
 
 



Name of child/ren ______________________________________________ 

 

Action Plan 

“We are now going to agree on an Action Plan.” 

 
(All paperwork must be legible and signed, photocopied and a copy given to each parent at the end of the meeting 
- all 5 pages of this document. Send a typed copy of the Action Plan if writing is not easy to read). 

 
Actions by parent/carer 
 

o Ensure your child attends school every day it is open, on time, escorting them into school and 

handing them over to a named person if necessary. (If the parent is required to hand the child over to a 

member of staff / School Reception, please record arrangements here:) 

If you are agreeing to a part-time timetable, replace this with details of the integration plan 

including hours, length (no longer than 6 weeks) 

o Contact school on the first day of every absence before 9.30am stating the reason for absence and 

the likely return date.  

o Take your child to the doctor if unwell and provide the school with medical evidence i.e. an 

appointment card with one appointment entered, letter from a relevant professional, hospital letter 

concerning appointments, medication prescribed by a doctor, copy of prescription, print screen of 

medical notes or any other medical evidence which enables the Head Teacher to authorise the 

absence as illness or medical appointment. School will not authorise medical absence without this 

evidence. Handwritten notes or telephone calls from parents are not acceptable when 

attendance is of serious concern.  

o Contact the school if your child is experiencing any difficulties preventing regular attendance.  
 

 Any other actions agreed; 
 

………………………………………………………………………………………………….………………

…………………………………………………………………......….………….…………… 

 

Actions by School 
 

o To respond to parental contact promptly. 
o To continue to monitor attendance. 
o To complete Early Help assessment (delete as appropriate) 
o To complete a school nurse referral (delete as appropriate) 
o To only authorise absence due to illness when provided with medical evidence. (Handwritten notes or 

telephone calls from parents are not acceptable when attendance is of serious concern). 

 
 Any other actions agreed:  
 

…..…………………………………………………………………………………………………….. 

…..…………………………………………………………………………………………………….. 

 

“Is there any further support we can offer you?”                                      Y  N  
 

….……………………………………………………………………………………………………… 

….……………………………………………………………………………………………………… 

….……………………………………………………………………………………………………… 



Name of child/ren ______________________________________________ 
 

Statement 

I must advise you that any further unauthorised absence is likely to lead to legal action.  

The law states that your child must attend school on every occasion that it is open unless there is a 

reason that enables the Head Teacher to authorise the absence under the Regulations.  The law 

also states that it is parents’ responsibility to ensure their child attends school regularly.   

Statement read to the parent(s)                                                                         Y  N  
 

School representative ………………………….....Signed…….………………Dated……..…….     
 
 
Parent Statement  

 

I confirm that I have read these notes and understand the contents of this meeting. 
 
 
Parent/Carer……………………………Signed……………………………. Dated…………... …. 
 
 
Parent/Carer……………………………Signed……………………………. Dated…………... …. 

 

‘Parent’ includes any person who is not a parent of the child but who has parental responsibility for the child 

or who has care of him/her.  

 
Have copies of the School Attendance Review Meeting Record Sheet been given to the parent at 
the end of the meeting?         

                       Y    N  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Name of child/ren ______________________________________________ 

 
School Attendance Review Meeting - Record sheet to be used when parents don’t attend 

the SARM 

 
Meeting held on: …………………………………………………………………………………………….. 
 
At: ……………………………………………………………………………………………………………... 
 

 

Child Name…………………………………………... 

DOB…………………………………………………… 

Address…………………………………………........ 

………………………………………………………… 

………………………………………………………… 

 

Child Name…………………………………….… 

DOB…………………………………………….… 

Address………………………………………….. 

……………………………………………………. 

……………………………………………………. 

Parent/Carer Name 

……………………………………………………………… 

DOB…………………………………………………… 

Address………………………………………………. 

………………………………………………………… 

………………………………………………………… 

Relationship to child/ren  

…………………………………………………………. 

Parent/Carer Name  

……………………………………………………. 

DOB…………………………………………………... 

Address………………………………………….. 

……………………………………………………. 

……………………………………………………. 

Relationship to child/ren  

…………………………………..………………… 

 
Did the parents notify you that they couldn’t attend the SARM?  If yes, what was the reason 
given?..................................................................................................................................................
............................................................................................................................................................
............................................................................................................................................................
............................................................................................................... 
 

Did the parents request the meeting be re-arranged?  Y  N  
 
Rearranged date and if the parents attended: 
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
………………………………………………………………………………… 
 

 

 

 

 



Appendix G: Step 3a – Formal Waring Notice letter 

Insert date 
 

«ParentTitle» «ParentFirstName» «ParentLastName» 
«AddressLine1» 
«AddressLine2» 
«City» 
«PostCode» 

Fast-track to Attendance 
Formal Warning Notice 

 
Dear «ParentTitle» «ParentLastName» 
 
Re: «ChildFirstName» «ChildLastName» - D.O.B. «ChildDOB» Yr «YearGroup» at «SchoolName»  

 

DO NOT IGNORE THIS LETTER.  TAKE IMMEDIATE ACTION 
 
Your child/ren, «ChildFirstName» has/have been identified as having poor attendance at «SchoolName». 
 
To assist you, the school have tried to engage with you to offer additional support such as Early Help etc.; 
have invited you to attend a formal School Attendance Review Meeting; and have provided you with advice 
to improve your child’s attendance. 
 
Despite this, there is now a significant amount of unauthorised absence.  Section 444 of the Education Act 
1996 states that: ‘If a child of compulsory school age, who is a registered pupil at a school, fails to attend 
regularly at the school his/her parent(s) are guilty of an offence’. 

 
This is a formal warning notice advising you that the Local Authority may consider issuing a 
penalty notice/taking legal action against you should there be any further unauthorised 
absence. 
 
To avoid this you must prevent any further unauthorised absence.   You are reminded that you need to 
provide medical evidence in order for the school to authorise any illness absences.  Details of the medical 
evidence required is included on the attached leaflet. 
 
I would strongly advise that you read the attached leaflet which will provide further guidance on getting your 
child to school and advice as to your legal responsibilities.    
 
Most attendance problems can be sorted out by parents.  If your child/ren is/are having any difficulties, 
please contact the school immediately and ask for an Early Help assessment.  
 
Yours sincerely 

 
Mr Naughton (Head-Teacher) 



  

Appendix H: Step 3a – Legal Action information for parents 

FAST-track to Attendance  
Legal Action Information for Parents  
This leaflet is for only parents/carers whose child/ren’s attendance has not 

improved following offers of support from their child’s school, including a 

formal meeting.  To avoid Legal Action being taken against you for failing 

to ensure your child/ren attend school regularly, you are advised of the 

following:   

• Ensure your child attends school every day it is open, on time, escorting 
them into school if necessary and handing them over to a member of staff. 
(Please be aware your child may get an unauthorised absence mark when 
they arrive after registration closes).   

• Contact school on the first day of every absence by 9.30am stating the 
reason for absence and the likely return date.   

• Take your child to the doctor if unwell and provide the school with: medical 

appointment card with one appointment entered, letter from a 

professional, medication prescribed by a doctor, copy of prescription, print 

screen of medical notes, as well as letters concerning hospital appointments 

or any other relevant evidence.   The Head Teacher will not authorise 

medical absence without evidence.  How does your child compare?  

 

Attendance during 
one school year 

equals this 
number of days 
absent 

which is 
approximately this 
many weeks absent 

which means 
this number of 
lessons missed 

95% 9 days 2 weeks 50 lessons 
90% 19 days 4 weeks 100 lessons 
85% 29 days 6 weeks 150 lessons 

  

  

Legal Information and outcomes in respect of poor attendance  
  

Section 23(1) Anti-Social Behaviour Act 2007: Penalty 
notices may be issued to the parent of pupils who have unauthorised 
absence from school for first offences. (In cases of excessive absence, or 
repeat offences, whether for ongoing absence or leave in term time, the 
matter may be referred straight to Court) The amount of the penalty is £60.  

• If this is not paid within 21 days the amount rises to £120.  
• If not paid within 28 days, the Local Authority may prosecute under 

section 444(1) unless it comes to our attention that the penalty notice 
had been issued in error.  

  
Section 444(1) Education Act 1996:  

“If you are the parent of a child of compulsory school age who fails to attend 

school regularly, you are guilty of an offence.”  
• The court can fine each parent up to £1,000 per child, order 

payment of the prosecution costs, impose a victim surcharge, 
and/or make a Parenting Order.  

  
Section 444(1A) Education Act 1996:  

“If in the above circumstances you, the parent, know that your child is failing 
to attend regularly at the school and fail without reasonable  

justification to cause him/her to attend, you are guilty of an offence.”  
• The court can fine you up to £2,500 per child and/or sentence you 

to a period of imprisonment of up to 3 months, impose a  
victim surcharge and order payment of the prosecution costs.  

  
Please note that:  

  
• Penalties and prosecutions are in respect of each parent for each child.  

• ‘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.  



 

Appendix HI Step 4 - Refer to Education Legal Intervention Team (ELIT) 
 

The pupil has a minimum of 10 further sessions of unauthorised absence (not including N codes) 
since the Formal Warning Notice was issued (in terms of being ‘reasonable’ include at least two days 

for postage).  This could be just after a 10-day period but no longer than  
10 school weeks.   Please note: referrals will not be accepted if these criteria have not been met. 

Referrals where the cases were concluded but not submitted to ELIT in a timely manner may also not 
be accepted.  

  

School should complete an ELIT FAST-track referral form online via the link:  

Leave in term time/FAST-track referral form  

The referral form asks for information as to:   

• The date the informal meeting was offered.  

• Has the Signs of Safety and Well-being (3 houses) form been completed with the child?  Please ensure 
that you provide the date that this was captured.  If this has not been completed, please ensure that an 
explanation is given.    

• Early Help interventions the school have tried.    

• Referrals to other agencies made and if accepted or not,  

• Any bullying allegations, however old and whether they were upheld or not.       

 

IMPORTANT INFORMATION: Please DO NOT attach the Early Help Assessment (if applicable) or Sections 6 and 
& 7 of the EHA to the referral.  They are not required and under GDPR should not be shared without consent.  

IMPORTANT INFORMATION: If it is clear that the school have not offered Early Help, the FAST-track referral will 
not be accepted.  

IMPORTANT INFORMATION: The FAST-track referral form must be completed accurately, and all questions must 
be answered fully and in detail or it may not be accepted   

 

Attached to the email should be a single PDF document containing:  

o copy of either the SARM form OR the back page of the form if the parents didn’t attend  

o a copy of the Formal Warning Notice which would have been sent to the parents and included a copy of 
the child’s attendance printout, and the ‘School Attendance (Legal Action) - Information for Parents’ 
leaflet  

o copies of attendance printouts for the current and previous academic years (with session comments if 
your system allows)  

o copies of communication logs with parents covering the current academic year if available  

o any relevant medical evidence provided by the parent to the school   

o explanations for when registration codes B, C, D & E were used from the start of process (this information 
can be inputted directly onto the online referral form)  

 

ELIT/Court Section will consider court proceedings under Section 444 of the 1996 Education Act.  In most cases, 
for a first or second offence, ELIT will consider issuing a penalty notice to the parents as a way of discharging the 
offence.  In cases where two penalty notice have already been issued to the parent for separate offences, Court 
proceedings will be initiated via the ‘Single Justice’ procedure.     

https://www.birmingham.gov.uk/LITT-FT-FORM
https://www.birmingham.gov.uk/LITT-FT-FORM
https://www.birmingham.gov.uk/LITT-FT-FORM
https://www.birmingham.gov.uk/LITT-FT-FORM


Parents with previous penalty notices/convictions in relation to pupil attendance  

Once the ELIT has closed the period of evidence for a prior case, any further unauthorised absence could 

constitute a new case.  This means that the process can be started again.  However, schools are reminded that if 

it has been six months or more since Early Help was explored, this step will need to be revisited before an 

invitation to a SARM is sent.  As Early Help is included in the SARM document, if the parents/carers attended the 

SARM previously there is no need to repeat Step One except to ensure the voice of the child is heard again.  

If you are working with a family in this scenario, please contact the Education Legal Intervention Team/Court 

Section for advice via:  

Email: Attendance@birmingham.gov.uk  

Phone: 0121 464 8979  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Useful Links  
  
BCC guidance and procedures  
  
Birmingham City Council Penalty Notice Code of Conduct  

https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690 

/pupil_attendance_advice_for_schools_and_professionals  

  

  

FAST-track to Attendance and Leave in Term Time (Legal) Processes  

https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690 

/pupil_attendance_advice_for_schools_and_professionals/2  

  

  

‘Deletion from Roll’ Guidance  

https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690 

/pupil_attendance_advice_for_schools_and_professionals/3  

  

Department for Education guidance (including statutory guidance) and 

useful information  
  

Children Missing Education  

https://www.gov.uk/government/publications/children-missing-education  

  

Keeping children safe in education - Statutory guidance for schools and colleges 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2  

  

School attendance - Departmental advice for maintained schools, academies, independent 

schools and local authorities  

https://www.gov.uk/government/publications/school-attendance  

  

Supporting pupils at school with medical conditions - Statutory guidance for governing bodies 

of maintained schools and proprietors of academies in England 

https://www.gov.uk/government/publications/education-for-children-with-healthneeds-who-

cannot-attend-school  

  
 

 

 

 

https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690/pupil_attendance_advice_for_schools_and_professionals
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https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690/pupil_attendance_advice_for_schools_and_professionals/3
https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690/pupil_attendance_advice_for_schools_and_professionals/3
https://www.birmingham.gov.uk/info/50157/education_legal_intervention_referral/690/pupil_attendance_advice_for_schools_and_professionals/3
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