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Formby High School Attendance and Punctuality Policy 
 

 
 
Rationale 
 
The Law requires parents or guardians to ensure their child receives efficient, full-time education, 

either by regular attendance at school or otherwise. 

 

All schools have a statutory duty to record student attendance twice a day; once at the start of the 

morning session and once during the afternoon session.  An entry must be made on the attendance 

register for all students of compulsory school age who are on the school's roll. 

 

This policy aims to promote excellent attendance and punctuality amongst all students. Whilst the 

responsibility for attendance and punctuality lies with parents, the school understands the importance 

of working in partnership with parents to ensure all students attend school regularly and arrive on time. 

 

Formby High School will encourage excellent attendance for all students by offering an environment 

in which students feel valued and part of the school community.  Excellent attendance underpins our 

stated aims that all students should feel that school provides a safe and pleasant environment for 

effective learning and that they are able to achieve their academic potential. 

 

Students can only maximise learning and other opportunities if they are at school, every day the school 

is open. Absence is not acceptable unless it is unavoidable or authorised by school. 

 
 
Definitions of Key Terms 
 
Authorised Absence – student absence that has been approved by school and coded accordingly as an 

acceptable reason has been provided (for example, illness, to attend a family funeral or an unavoidable 

medical appointment during school time).  Details of illness must be provided to the school and 

medical evidence may be requested. 

 

Parent(s) – where parent(s) is used this relates to the person(s) who have parental responsibility for 

the child (parent(s), legal guardian(s) / carer(s)). 

 

Persistent Absenteeism – a student who has an absence level of 10% or above and is deemed to be 

missing a considerable amount of school that will have a detrimental impact on his / her learning. 

 

Unauthorised Absence – student absence that has not been approved by school and coded 

accordingly as the school does not consider the absence to be reasonable (for example, a shopping 

trip, a family holiday, any form of truancy or where an adequate medical reason cannot be provided). 

 
 

Policy Aims 
 
Formby High School will: 

 

 Promote a culture across the school which identifies the importance of regular and punctual 

attendance. 

 Make attendance and punctuality a priority for all those associated with the school, including 

students, parents, teachers and governors. 
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 Develop positive and consistent communication between home and school on all matters 

concerning attendance and punctuality. 

 Recognise and respond accordingly when a student’s attendance causes concern. 

 Recognise and respond to the needs of individual students when planning reintegration 

following significant periods of absence.  Specific attention will be given to ensure students 

from vulnerable groups are given the support they need. 

 Set targets to improve individual student and whole school attendance levels, through a 

systematic approach to analysing attendance related data. 

 Work in collaboration with the Local Authority regarding support for parents whose 

children’s attendance levels are causing a concern. 

 

Policy Statements 
 

 The school will comply with the latest Education (Pupil Registration) (England) Regulations 

(2006) which were updated on 1 September 2016 and the non-statutory School Attendance 

Guidance for Maintained Schools, Academies, Independent Schools and Local Authorities 

(September 2018).  

 The implementation of this policy will support the school in meeting its safeguarding 

obligations to all students and it recognises equality of opportunities for all. 

 All students are expected to maintain attendance of as close to 100% as possible and arrive 

punctually to school. This is considered to have significant advantages in promoting good 

learning and progress. 

 Excellent attendance and punctuality are highly valued – the school will recognise and 

celebrate excellent attendance and punctuality by students. 

 The school will work in partnership with parents and carers to address higher than expected 

levels of absence or repeated failure to arrive at school on time. 

 Annually, the school will set a target for student attendance. 

 In order to safeguard the welfare of all students, the school will make contact with parents 

using the ‘first day response’ method. 

 The same principles and expectations apply to all students at Formby High School, including 

those in Sixth Form. 

 The school will report regularly to parents on their child’s attendance record. 

 
  

Roles and Responsibilities 
 
Parents must: 
 

 Encourage and support their children to attend school regularly and punctually. 

 Support the approaches adopted by the school and, where appropriate, work in partnership 

with the Pastoral Support Team to ensure their child attends school regularly and arrives on 

time. 
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 Inform the school by telephone or email by 8.55am on the first morning of their child’s 

absence. 

 Ensure the school is kept fully informed of any change to contact details.  This will enable 

school to maintain accurate student records and make immediate contact with parents in the 

event of a child’s unexplained absence from school. 

 Provide medical evidence for absence due to illness if their child’s attendance is an ongoing 

cause for concern or if the authenticity of illness is in doubt. 
 

Students must: 

 Arrive at school punctually ensuring they are in their tutor room, or assembly, by 8.55am. 

 Follow the School’s procedures if arriving late. 

 Take responsibility for completing classwork and homework missed during a period of 

absence.  If necessary, the student should discuss this with his / her Climate for Learning 

Leader who will assist in collating work. 

 

Form Tutors and Climate for Learning Leaders must: 
 

 Ensure that attendance registers are completed accurately and submitted on time during 

morning form tutor period or at the start of assembly. 

 Code registers according to the statutory codes, seeking advice from the Deputy 

Headteacher if necessary. 

 Ensure attendance registers remain up to date and any uncoded absence is followed up 

promptly. 

 Monitor the attendance of students within their tutor group / year group and alert the 

Pastoral Support Team and relevant member of the Senior Leadership Team of any students 

who may be causing concern. 

 When necessary, make contact with parents to discuss any concerns regarding attendance. 

 Promote and recognise good attendance when opportunities arise, including during morning 

form tutor period and year group assemblies. 

 Support students whose attendance or punctuality is a cause for concern. 

 Follow up absence notes on a student’s return to school. 

 
Pastoral Support Team must: 

 Provide parents with a record of their child’s attendance if requested. 

 In conjunction with Climate for Learning Leaders and Form Tutors, monitor the attendance of 

all students and identify a cohort of students for whom intervention strategies are required. 

 Implement appropriate strategies, including engagement with parents, to bring about 

improvements in the attendance of any students with whom the school has concerns. 

 Regularly monitor, review and update the list of students whose attendance is causing 

concern. 

 Conduct home visits if necessary, including to meet with parents / carers and / or collect 
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students who are absent from school without authorisation. 

 Respond accordingly if students have more than two periods of absence in a half term. 

 Inform parents when, due to a child’s level of attendance, absences without medical 

evidence will not be authorised. 

 Inform Sefton’s Attendance and Welfare service when a student’s attendance or punctuality 

is causing a concern. 

 Inform parents of potential penalties where there have been periods of unauthorised 

absence and / or persistent punctuality concerns. 

 

Headteacher must: 
 

 On an annual basis, present a target level of attendance for the school year to the Governing 

Body for approval. 

 Receive regular feedback from the relevant member of the Senior Leadership Team on 

matters concerning the attendance and punctuality of students. 

 Report regularly to the Governing Body on the attendance of students at school and the 

effectiveness of strategies used to promote good attendance and punctuality. 

 Consider requests for leave of absence on a case by case basis and in light of the existing 

statutory regulations and the individual circumstances concerning the request. 

 Inform parents as to whether or not a request for leave of absence has been approved. 

 Promote and recognise good attendance and punctuality amongst students, staff and 

parents. 

 
Governing Body must: 

 Monitor and review the school’s Attendance Policy. 

 On an annual basis, approve a target level of attendance for the school year. 

 Provide a representative to sit on the school’s Attendance and Punctuality Panel. 

 

 
Processes and Procedures 
 
 

Informing School of an Absence 

If a child is absent, parents / carers must contact school as soon as possible on the first day of 

absence (if possible before the start of the school day at 8.55am).  If the absence is longer than 

originally reported it is expected that parents will maintain contact to keep school updated on their 

child’s illness and expected date of return. 

 

If a student is absent from school, we will telephone and may visit parents / carers on the first day of 

absence if they have not already made contact with school.  We may make further contact should 

absence persist. 

 

Lateness 

Students are expected to be in their tutor rooms, or assembly, at 8.55am; those students who arrive 
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at school after this time will be marked as late. If a student arrives after 9.10am he/she must sign in at 

the main office. Students in Year 7, 8 and 9 who arrive after 8.55am will be issued with a behaviour 

point. Students in Year 10 and 11 who arrive after 8.55am will be issued with a school detention. 

 

At 10.10am the registers will be closed.  In accordance with the Regulations, any student who arrives 

after this time will receive a mark that shows them to be on site, but this will not count as a present 

mark and it will mean they have an unauthorised absence until a suitable explanation regarding the 

absence from school is provided by parents. 

 

 

Recording Absence 

The statutory absence codes will be used to code absence. All staff with responsibility for completing 

registers should do so in a timely and accurate manner.  The lesson register should be called at the 

start of each lesson whilst students are standing behind their chairs. Absence will be coded as ‘N’ 

until a written explanation has been provided, at which point it will be coded accordingly.  Parental 

notes explaining absence will be retained on the student file.  Where a note has not been provided, 

the absence will be followed up with a telephone call to parents. 

 
 
Monitoring Procedures 

 Data relating to attendance and punctuality is analysed weekly by Climate for Learning 

Leaders and discussed at line management meetings with the Assistant Headteacher; 

emerging themes or issues will be further discussed at Pastoral Forum. 

 Punctuality to lessons is the responsibility of individual teachers and the Curriculum Area in 

which they teach. 

 Registers that are not completed correctly or in a timely manner will be identified by the 

Pastoral Support Team and an email will be sent to the relevant member(s) of staff 

requesting that it be completed (with a copy provided to the Assistant Headteacher). 

 Patterns of attendance and punctuality will be monitored by the Pastoral Support Team and 

any student whose attendance begins to drop, or has an increasing number of ‘broken 

weeks’, will become a cause for concern. The Pastoral Support Team will alert the Climate for 

Learning Leader to discuss an appropriate course of action. 

 Where necessary, the school will implement a range of strategies  to  promote improvements  

in  a  student’s  attendance  and  punctuality;  these  may  include  writing  to parents,  

setting  targets,  conducting  a  home  visit,  an  invitation  to  attend  the  school Attendance 

and Punctuality Panel or support from the Local Authority. 

 Where the authenticity of an absence is in doubt, or a pattern of absence causes concern, 

then the absence may be recorded as unauthorised. A member of the school’s Pastoral 

Support Team and/or the Climate for Learning Leader will contact parents to request 

medical evidence to support this and future absences. 

 

Requests for Leave of Absence 

Legislation prevents the Headteacher from authorising any holidays taken during term time unless in 

exceptional circumstances.  The School will request Sefton Council issue Fixed Penalty Notices to the 

parents of any students taken out of school for five days or more of unauthorised holiday. 
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‘Exceptional circumstances’ might include, for example, attending a funeral of a close relative, or 

representing the school in extra-curricular and enrichment activities.  Taking students out of school 

for family holidays is not acceptable and will not be authorised.  Parents who choose to take their 

children out of school without permission must be aware that the absence will be coded as 

unauthorised. 

 

If parents are requesting leave of absence for non-school-based activities (such as performances, 

sporting events, etc) a Leave of Absence Request form should be completed in advance of any 

planned absence.  In such cases, the Headteacher may authorise up to five days per academic year 

for such purposes. 

 

Requests for leave of absence should be made to the Headteacher by completing a ‘Leave of 

Absence Request Form’ and submitting it, along with an explanatory letter, at least 10 school days in 

advance of the date of intended absence. 

 

Legal Proceeding 

The school will seek to adopt a range of strategies and will work in partnership with parents to 

promote excellent attendance and address poor attendance.  Where such measures do not have the 

intended outcome, the Governing Body reserves the right to pursue legal proceedings, including 

requesting that the Local Authority issue a fixed penalty notice. 

 

To ensure consistent and equitable application, the local delivery of the fixed penalty notice scheme 

will be managed by the Sefton Attendance and Welfare Service. 

 

The circumstances in which a penalty notice for non-attendance may be issued include: 
 

 Unauthorised leave of absence during term time (of at least 10 school sessions per term or 

18 over two consecutive terms) 

 Parentally condoned absence 

 Unwarranted delayed return from leave of absence (without school agreement) 

 Persistent late arrival after the register has closed 

 Truancy 

 

The option of fixed penalty notice will only be considered when all alternative strategies have been 

applied and not resulted in the necessary improvements. Further guidance is set out in the Local 

Authority document Procedures for Issuing Education-Related Penalty Notices (September 2015). 

 

Reintegration of Students following a Significant Period of Absence 

A child who is returning to school after a long period of absence will be supported by his / her form 

tutor, Climate for Learning Leader and subject teachers to ensure he / she is able to catch up with 

missed work.  For a short period of time, it may be necessary for the student to complete additional 

homework through attending the school’s after school study clubs. 

 

Each individual case will be dealt with accordingly and it may be necessary to put reasonable 

adjustments in place; for example, a phased or partial return initially. A copy of any temporary 

reduction in timetable will be sent to the Local Authority. 

 

For a student returning to school who has a mobility issue, priority will be given to his / her health 
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and safety, and that of his / her peers.  Prior to returning to school, a meeting will be arranged with 

the student and his / her parents to determine which reasonable adjustments will be implemented. 

 

Recognising and Promoting Good Attendance and Punctuality 

The school will adopt a range of strategies to encourage and reward excellent attendance, including 

the issuing the allocation of rewards points, inter-tutorial competitions and a regular prize draw for 

students with 100% attendance.   Attendance will be a standing agenda item at Pastoral Forum 

meetings and discussed at Senior Leadership Team meetings. 

 

Support for Students who have Difficulties Attending School 

A number of children miss long periods of school through sickness, exclusion, school refusal / phobia 

and may feel especially vulnerable when they do eventually return.  It is vital, therefore, to make the 

transition back to full-time schooling as smooth and untraumatic as possible. 

 

Ideally, the return of the long-term absentee will be carefully planned in advance with the student, 

parents, Climate for Learning Leader and Pastoral Support Manager, agreeing to a written programme 

or plan and, where possible, a phased or gradual return adopted. 

 

To ease the return of the long-term absentee, subject teachers will be notified by email and will be 

responsible for providing meaningful work to be sent home and ensure it is regularly marked. 

 

The Climate for Learning Leader will co-ordinate, monitor and review the student's return. 

Consideration will also be made with respect to the student’s timetable and determine what is 

immediately possible and manageable. 

 

Complementary Education 

Sefton Complementary Education Service currently provides an education to: 
 

 students who cannot attend their own school for a period, due to issues relating to their 

health; either physical, mental or psychological 

 pregnant school girls or nursing mothers (during maternity leave, nine weeks before 

expected due date and nine weeks after delivery date) 

 

Referral Pathway 

Where a student is unable to attend school a referral will be made to the Complementary Education 

Service and the school will submit the following relevant information: 
 

 the referral to Monitoring and Placement Group 

 a completed Early Help Assessment Tool (EHAT) 

 a completed Special Educational Needs and Disabilities (SEND) Support Plan 

 a written report detailing the recommendation from a health professional 
 

Where a student is offered a cycle of support with the Complementary Education Service, he/she will 

remain on roll at Formby High School. 
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ADDENDUM (updated March 2021) 

 

Recording attendance in the school attendance register during the Coronavirus COVID-19 outbreak 

 

In accordance with the updated Government guidance released on 7 January 2021, Formby High 

School will adhere to the details outlined below when completing school attendance registers.   

 

From 8 March 2021 student attendance will be mandatory and the usual rules on attendance will apply, 

including: 
 

 parents’ duty to ensure that their child of compulsory school age attends regularly at 

the school where the child is a registered student 

 school’s responsibilities to record attendance and follow up absence 

 the ability to issue sanctions, including fixed penalty notices, in line with the Local 

Authority’s code of conduct 

 

Testing 

Starting on 4 March 2021, students will be offered asymptomatic testing on site – details of the testing 

programme can be found here.  Students who consent to testing should attend for their allocated tests 

and return to face-to-face education in accordance with the phased return arrangements. Students not 

undergoing testing will attend school in line with our phased return arrangements. Vulnerable children 

and children of critical workers in secondary schools should continue to attend school throughout, 

unless they receive a positive test result.  Testing is voluntary, but strongly encouraged. 

 

Not attending in circumstances related to coronavirus (COVID-19) 

Although attendance is mandatory from the start of the Autumn term, there are some circumstances 

where students cannot attend school due to coronavirus (COVID-19). 

 

A new category of non-attendance – ‘not attending in circumstances related to coronavirus (COVID-

19)’ – will be used to record sessions that take place in the 2020-21 academic year where a student 

does not attend because their travel to, or attendance at, school would be: 
 

 contrary to guidance relating to the incidence or transmission of coronavirus (COVID-

19) from Public Health England (PHE) and/or the Department of Health and Social Care 

(DHSC) 

 prohibited by any legislation (or instruments such as statutory directions) relating to the 

incidence or transmission of coronavirus (COVID-19) 

 in line with the Secretary of State’s expectation that no parent will be penalised for 

following official public health advice for their child not to attend a given session, this 

new category of non-attendance will not count as an absence (authorised or 

unauthorised) for statistical purposes. 

 

Attendance Codes 

 

From September Formby High School will revert to pre-outbreak attendance and absence codes. 

Students not attending a session who meet the criteria for ‘not attending in circumstances related to 

coronavirus (COVID-19)’ will be recorded using code X.  In addition, non-compulsory school aged 

students who are not expected to attend a session, as they did before the outbreak will continue to 

https://www.formbyhighschool.com/wp-content/uploads/2021/03/Programme-for-Covid-Testing-Prior-to-return-to-school_001.png
https://www.formbyhighschool.com/wp-content/uploads/2021/03/Arrival-and-Departure-Times-March-2020_001-2.png
https://www.formbyhighschool.com/wp-content/uploads/2021/03/Arrival-and-Departure-Times-March-2020_001-2.png


1
0 

 

Policy Reviewed:     15 Oct 2019 – Addendum COVID-19 Sep 2020 – Updated Mar 2021 Full Reopening 
Scheduled Review:  Autumn 2022 

be coded X. 

 

Examples in which ‘not attending in circumstances related to coronavirus (COVID-19)’ could apply 

In line with current legislation, and current guidance from PHE and DHSC, examples are as follows: 

 

1. Students who are required to self-isolate as they, or a member of their household, have symptoms 

or confirmed coronavirus (COVID-19). 

 

Students who have symptoms should self-isolate and get a test.  If a student tests negative and if 

they feel well and no longer have symptoms similar to coronavirus (COVID-19), he/she can stop 

self-isolating and return to school.  If the student remains unwell following the test (such as with a 

different illness), he/she will be recorded as code I – illness, as would usually be the case. Code X 

will be used up until the time of the negative test result.  We will not retrospectively change the 

attendance register due to a negative test result.  If a student tests positive, he/she should 

continue to self-isolate for at least 10 days from the onset of symptoms. He/She should only return 

to school if he/she does not have symptoms other than a cough or loss of sense of smell or taste 

(anosmia).  This is because a cough or anosmia can last for several weeks once the infection has 

gone.  Code X will be used for the period of self-isolation until the test.  After the student tests 

positive he/she will be recorded as code I (illness) until his/her return to school. 

 

2. If someone in the student’s household has symptoms, the household should self-isolate and the 

member of their household should get a test. 

 

If the member of the household tests negative, the student can stop self-isolating and can return 

to school.  Code X will only be used up until the time of the negative test result when the student 

can return to school.  If the household member tests positive, the student should continue self-

isolating for the full 10 days from when the member of their household first had symptoms (or 

from the positive test result date if no symptoms experienced).  Code X will be used during this 

period.  Parents should inform school immediately about the outcome of a test 

(covid19@formbyhighschool.com).  Formby High School does not require evidence of negative 

test results or other medical evidence before admitting children or welcoming them back after a 

period of self-isolation. 

 

3. Students who are required to self-isolate because they have been in close contact with someone 

who has symptoms or confirmed coronavirus (COVID-19). 

 

Students may not have symptoms themselves but may be required to self-isolate if they are a 

close contact of someone with coronavirus (COVID-19).  The NHS test and trace guidance states 

that a person should self-isolate for 10 days if he/she has had recent close contact with a person 

who has tested positive for coronavirus (COVID-19). In the event of a confirmed coronavirus 

(COVID-19) case in the school community, the local Health Protection Team will provide advice on 

who this applies to, advising them to self-isolate for 10 days since they were last in close contact 

with the person that has tested positive when they were infectious.  Code X will be used for these 

students during this period. 

 

4. Students who are required by legislation to self-isolate as part of a period of quarantine after 

returning from overseas. 

 

As usual, parents should plan their holidays within school breaks and avoid seeking permission to 

mailto:covid19@formbyhighschool.com
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take their children out of school during term time. Families should also consider that their child 

may need to self-isolate following trips overseas that require a period of quarantine.  Please 

ensure you are familiar with current quarantine guidance.  If a student is required to be in 

quarantine on arrival in, or return to, the UK, code X will be used in the register. 

 

5. Students who are clinically extremely vulnerable when shielding is advised.  

 

If shielding has been advised nationally or in a local area by DHSC or PHE, then students who are 

clinically extremely vulnerable are advised not to attend school. Non-attendance in accordance 

with guidance from PHE or the DHSC will be recorded as code X. 

 

Formby High School will contact parents of students who are shielding when measures in the local 

area are lifted and shielding is paused again, to set out the expectation that they can return to 

school. Code X will not be used for sessions after the student has been advised to return to 

school. 

 

In relation to absences related to coronavirus (COVID-19), the school will continue to follow the most 

up to date government guidance. 

 

Local or national lockdown 

If rates of the disease rise locally, schools may need to prevent some students from attending. 

Formby High School will follow PHE or DHSC guidance on what measures are necessary in the event 

of local lockdown. Where attendance is to be limited to certain groups, ‘not attending in 

circumstances related to coronavirus (COVID-19)’ – code X – will be used for students who are asked 

not to attend. Where students are not able to attend school, as they are following clinical or public 

health advice related to coronavirus (COVID-19), the absence will not be penalised 

 

Remote education 

If a student is not attending school due to circumstances related to coronavirus (COVID-19), he/she 

will immediately be expected to access Remote Classroom.  Engagement with Remote Classroom will 

be monitored through Class Charts. 

 

Data collection 

Collection of school attendance data as part of the school census will resume in January 2021, 

collecting data for the autumn term 2020. Subject to the necessary legislation being made, from 

January 2021, the census will collect attendance codes in addition to absence codes. 

 

Students and families who are anxious about attending school 

It is likely that some students, parents and households may be reluctant or anxious about attending 

school. This may include students who: 

• have themselves been shielding previously but have been advised they no longer need to 

shield 

• live in a household where someone is clinically vulnerable (CV) or CEV (including young 

carers) 

• are concerned about the possible increased risks from coronavirus (COVID19) such as those 

who have certain conditions such as obesity and diabetes 

 

https://www.gov.uk/guidance/how-to-quarantine-when-you-arrive-in-england
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Where this is the case the school will discuss concerns with parents and students to reassure them of 

the measures in place to reduce risks. We will remind parents of compulsory school age students that 

they must be in school unless a statutory reason applies. 

 

Encouraging regular school attendance 

Where students are identified as reluctant or anxious about attending or who are at risk of 

disengagement  a  plan for re-engaging them will be implemented. Particular emphasis will be placed 

on: 

• disadvantaged and vulnerable children and young people 

• students who were persistently absent prior to the pandemic 

• students who have not engaged with school regularly during the pandemic 

 

To support families who will need additional help to secure students’ regular attendance, additional 

catch-up funding as well as existing pastoral and support services, attendance staff and student 

premium funding will be utilised. 

 

Vulnerable children 

When a vulnerable student is required to self-isolate, we will: 

• notify their social worker (if they have one) 

• agree with the social worker the best way to maintain contact and offer support 

 

Throughout the self-isolation we will: 

• check if the vulnerable student is able to access remote education support 

• support them to access it (as far as possible) 

• regularly check if they are accessing remote education 

 

Where a student has a social worker, he or she will be informed of any of absence.  


