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PUPIL ATTENDANCE POLICY 
 

The Woodlands Community Primary School 
 

Aims 
 
To promote excellent attendance 
 
Information for Parents  
  
All children should be at school, on time, every day the school is open, unless the reason for the absence is 
unavoidable.   
 
All children are sometimes reluctant to attend school and any problems that arise with attendance are best 
resolved between the school, the parents and the child. If a child is reluctant to attend, it is never better to 
cover up their absence or to give in to pressure to excuse them from attending. This gives the impression 
that attendance does not matter and may make things worse. Permitting absence from school without a 
good reason is an offence by the parent.  
 
A school’s attendance policy must include procedural referral agreements that are designed to promote and 
safeguard the welfare of pupils. Schools have a duty in law to refer any absence of 10 days or more where 
they have been unable to make contact with the parent/child or have general concerns about the absence to 
the Education Welfare Service. 
 
Schools are required to take an attendance register twice a day, and this shows whether the pupil is present, 
engaged in an approved educational activity off-site, or absent. If a pupil of compulsory school age is absent 
every half-day absence from school has to be classified by the school, as either AUTHORISED or 
UNAUTHORISED. Only school can authorise the absence, not parents. This is why information about the 
cause of each absence is always required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from school for a good reason like illness or other 
unavoidable cause. Absence from part of the school day also needs authorisation. 
 
Unauthorised absences are those which the school does not consider reasonable and/or for which no “leave” 
has been given. This includes:  
 
•  parents keeping children off school unnecessarily  
•  truancy before or during the school day  
•  absences when parents do not contact school with an explanation 
•  children who arrive at school too late to get a mark 
 
Parents whose children are experiencing difficulties should contact the school at an early stage and work 
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together with the staff in resolving any problems.  This is nearly always successful. If difficulties cannot be 
sorted out in this way, the school or the parent may refer the child to the Education Welfare Worker from 
the County Council.  He/she will also try to resolve the situation with voluntary support, if other ways of 
trying to improve the child’s attendance have failed, these Workers can issue Penalty Notices or use court 
proceedings to prosecute parents or to seek an Education Supervision Order on the child.  The maximum 
penalty on conviction is a fine of £2500 and/or 3 months imprisonment.  Please see Appendix 3 explaining 
new regulations that came into force 1st January 2018. 
 

 A Penalty Notice can only be issued in cases of unauthorised absence. 

 Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised absence will be 
restricted to one notice/warning per parent per pupil per academic year (continued poor attendance 
in the same academic year can be addressed by other statutory actions available to the Local 
Authority under the Education Act 1996). 

 The Penalty Notice fine would be £60 per parent per child (generally the DfE states that parents 
include all those with day to day responsibility of the child).  This fine will increase to £120 if not paid 
within 21 days. Failure to pay the £120 fine within the period 22 to 28 days may lead to Court 
Proceedings. 

 In cases where there is more than one pupil in a family with unauthorised absences, Penalty Notices 
may be issued for more than one child. 

 
Information about individual school targets, projects and special initiatives 
 
In accordance with Ofsted guidelines the school has adopted the following attendance target of 97.5%.  
 
A truancy text will be sent to parents on any day a registered pupil of compulsory school age is absent 
without explanation. By contacting the parent the school also ensure that the parent is aware their child is 
not in school enabling the parent where necessary to establish their child is safe. A reply to this text is 
expected immediately. 
 
Whole school and team attendance percentages are announced weekly and team points are allocated, these 
figures are also displayed in the entrance hall. 
 
Each child with full term attendance of 100% will gain automatic Golden Time [additional fun and playtime 
on a Friday afternoon] on the last day of that term.  Each child that has 100% attendance for the full 
academic year will receive a special reward. 
 
 
The people responsible for attendance matters in this school are: 
Parents                        – Regular pupil attendance & punctuality – Ring school before 9.15am everyday of their 
absence 
Pupils                          – Regular attendance & punctuality 
Headteacher               – Overall attendance 
Assistant SENDCO/HSL 
Office Staff                 –  Administration of data. First day contact if necessary. 
Class Teacher             – Whole class attendance & punctuality 
Nominated Governor – Overall attendance 
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Procedures 
Taking holidays during term time is strongly discouraged as it can be damaging to a child's education.  
If parents want to take a child out of school for any reason, other than medical appointments, in term time 
[including half days], parents must fill in a ‘request for leave during term time’ (Appendix 2) form and return 
it to the headteacher via the office at least two weeks prior to the absence. Schools may only authorise 
absence in exceptional circumstances, not family holidays, see ‘Guidance Notes for Parents requesting leave 
in term time’ (Appendix 1) 
 
If a child needs to attend a planned medical appointment parents should contact the office and provide a 
copy of the appointment letter. 
 
If a child is absent [not planned] then parents must telephone school office on 01827 429020 before 9.15am, 
this should be followed by a letter explaining the absence when the child returns. If a child is absent, and a 
reason has not been given, at 9.30am a ‘Truancy Call’ will be made, prompting parents to contact school. A 
reply to this text is expected immediately. At 9.40 am the school will make personal contact with the parents 
of any children whose absence has not been explained. 
 
Parents must phone the school before 9.15am every subsequent morning of the child’s absence. On the 3rd 
day of absence the HSL will make contact with parents to check on the welfare of the child and also arrange 
to send work home to reduce the impact of the absence on learning. If, in the rare circumstance, a child is 
absent for 5 days the class teacher will phone the parent to follow up any questions about the work sent 
home and arrange for further support if needed. 
 
If a child arrives after the bell they must report to the school office. A child will be marked late if they are not 
in class ten minutes after the register (9.10am) has been called. If a child is not in class 30 minutes after 
registration (9.35am) they will be marked as ‘U’ (arrived after registration closed) and this will be classed as 
an unauthorised absence. 
 
As a school we operate a traffic light system that clearly shows the level of pupil of attendance. 
 

 97% to 100% is Green      =  excellent attendance. 

 95% to 96% is Yellow       =  almost 2 weeks absence over school year. 

 90% to 94% is Grey      = needs rapid improvement as this could lead to almost a month of absence 
over the school year. 

 Below 90% is Red          = this is unacceptable and could lead to a months plus absence over a school 
year. 

 
At the end of each half term any pupil who falls into the Red or Grey zones will be sent a letter detailing their 
absent sessions and the consequences if attendance does not improve. 
  
When an individual pupil’s attendance level falls below 90% in any term without good reason, a referral to 
the LST may be made by the school. Following investigation, any unresolved issues could result in the parent 
receiving a Penalty Notice or ultimately a prosecution under the Education Act 1996 s.444. 
 
It is not appropriate for the school to authorise absences for shopping, looking after other children, haircuts 
etc.  Leave may be granted in an emergency (e.g. bereavement) or for medical appointments which must be 
in school time. 
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Staff protocols 
 
Registers.  
Registers are completed at the start of morning (by 9.10am) and afternoon sessions (by 1.25pm due to 
phonics sets).  The total number of pupils and the names of those absent are recorded and dated on a white 
board near the door.[this is taken out when there is a fire drill to help ensure all children are accounted for] 
 
The names of pupils requiring a school dinner are recorded on the Dinner form in the register and returned to 
the office. 
 
Communications 
The secretary reports telephone messages, these are written in the message book which is taken to each class 
(by a nominated year 6 pupil) at 10.00am and again at the start of the afternoon session. 
 
Absence notes received in class should be signed [to demonstrate that they have been seen and read] by the 
class teacher and forwarded to the school office.  These notes will be shown to the Headteacher (if applicable) 
and then filed in the pupil’s folder. 
 
Lateness:  
All pupils who are late must come in via the main office and report to the secretary. Children must be marked 
late if they arrive in class 10 minutes after the register has been called.  
 
 
Monitoring 
Daily individual attendance is monitored by the office staff, who report any unauthorised or unexplained 
absences to the HSL. The Head teacher is informed of any actions taken or required. 
Weekly attendance figures and patterns are reported to the Head teacher who uses this information for 
celebrating high attendance in assembly. 
The office staff collate and report any dips in attendance monthly to the HSL and Head teacher. Patterns and 
subsequent actions are assigned and logged. 
Each term  the Head teacher reports the attendance figures and analysis to the governors. This report also 
shows the attendance of vulnerable groups and the impact of the term’s actions. 
 
 
Summary 
The school has a legal duty to promote attendance and to publish its absence figures to parents. Equally, 
parents have a duty to make sure that their children attend. School staff are committed to working with 
parents to ensure as high a level of attendance as possible. 
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APPENDIX 2 
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