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WHITNASH PRIMARY SCHOOL 

 

‘Learning, growing and succeeding together’ 
 
 
 

 

Attendance Policy 

 
 

 
 

Equality Statement  
 

In our school, we are committed to eliminate discrimination and advance equality of 
opportunity for all those with 'protected characteristics' under the Equality Act 2010, 
in relation to age, disability, ethnicity, gender, gender reassignment, maternity and 
pregnancy, religion and belief, sexual identity and marriage and civil partnership 

status. We will endeavour to foster good relations between all. 
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Whitnash Primary School 
Attendance Policy 

 

 

(This policy is to be read in conjunction with the Child Protection policy, our Anti- 
bullying Policy and our Behaviour Policy) 
 

1. Introduction  
1.1 Whitnash Primary School is committed to providing a full and efficient  

educational experience for all of our pupils. We expect all of our pupils to 
attend school every day when the school is in session.  

1.2 We believe that the most important factor in promoting good attendance is 
the development of positive attitudes towards school. We therefore strive 
to make our school a happy and rewarding experience for all our pupils.  

1.3 Attendance is a critical factor in a productive and successful school career 
and we actively celebrate, reward and encourage 100 per cent 
attendance for all of our pupils.  

1.4 Our school will give a high priority to conveying to parents or carers, and 
the children, the importance of regular and punctual attendance.  

1.5 We recognise that parents play a pivotal role in ensuring their child’s 
attendance and we actively strive to ensure strong and positive home-
school links 

1.6 Should any problems arise which may affect a pupils regular attendance; 
we will work in partnership with parents, pupils and where necessary, the 
Local Authority, to identify and resolve these problems as quickly as 
possible. We will also make the best provision we can for those children 
who, for whatever reason, are prevented from coming to school.  

 
2 Aims and Objectives 

Our aims and objectives in relation to our pupil’s attendance are to; 
 
Encourage and reward full time attendance and punctuality by: 

 Ensuring that all our pupils enjoy attending school and are highly motivated to 
attend regularly and punctually 

 Ensuring that the school’s teaching and learning experiences encourage 
regular attendance and that pupils are taught the value of high attendance for 
their own personal progression and achievement 

 Supporting and encouraging all of our pupils to reach their full academic 
potential and achieve a high level of personal and social well-being 

 Ensuring a safe and positive learning environment for all our pupils 

 Celebrating children’s successful records of attendance 
 
Maintain a consistent whole school approach to attendance by: 

 Recording and monitoring attendance through appropriate strategies, and the 
regular review of these approaches, to minimise and improve absenteeism 
and unauthorised absence 

 Ensuring a consistent approach throughout the school 
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 Ensuring all staff are aware of registration requirements relating to attendance 
and the law.  

 Ensuring all staff have access to regular safeguarding training 

 Consulting with school staff members, school governors and Warwickshire 
Attendance Compliance and Enforcement Service (ACE) to maintain our 
Attendance policy 

 Ensuing that school are familiar with and adhere to our procedures for 
registering pupils’ attendance, and reporting, recording and following up a 
pupil’s absence or lateness 

 Promoting full time attendance by all those associated with the school 
including pupils, parents, staff and governors 
 

Maintain and promote positive links between school and home by: 

 Discouraging families from arranging holidays during school terms 

 Ensuring that parents are aware of when it is appropriate for their child to be 
absent from school and to understand the possible consequences of failing to 
ensure their child’s regular attendance 

 Providing support, advice and guidance to parents carers and children 

 Encouraging parents to actively promote their child’s full-time attendance 

 Providing information to pupils and parents relating to attendance 

 Ensuring parents are familiar with, and adhere to, our procedures and policy 

 Working effectively with other services and external agencies to support 
pupils and families who are struggling with regular attendance, including Early 
Help, SEND Services, Social Care and the Attendance Compliance and 
Enforcement Service (ACE), to support these objectives.  

 
3 Statutory Duty 

 Under section 7 of Education act 1996, parents are responsible for making 
sure that their children of compulsory school age receive a full time education, 
either by regular attendance at school or otherwise. Parents have a legal 
responsibility to ensure their child’s regular attendance at the school where 
they are registered.  

 If a child of compulsory school age who is registered at school fails to attend 
regularly then the parent is guilty of an offence under section 444 of the 
Education Act 1996. 

 The school is responsible for recording a pupil’s attendance twice a day; at 
the start of the morning session and during the afternoon session. This entry 
must be made for all pupils of compulsory school age who are on the 
admission roll.  

 This policy reflects the DfE guidelines which came into force in September 
2021 which state: ‘Head teachers may not grant leave of absence during term 
time unless there are ‘exceptional circumstances’.  
Whitnash Primary School interprets ‘exceptional’ in this context as being of 
unique and significant emotional or spiritual value to the child, outweighing the 
loss of teaching time. The interpretation will have different parameters from 
one case to another, but, normally, requests for authorised absence, without 
clear ‘exceptional circumstances’ will be refused.  
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5 Parental expectations 

 It is the responsibility of the parent/ carer to inform the school on the first day 
of their child’s absence. Should the school have not been notified by 9am the 
first day of a child’s absence; the school’s Attendance A will contact the child’s 
parent/ carer.  

 When a child is absent unexpectedly, the class teacher will record the 
absence in the register and will inform the school office staff who will 
endeavour to contact the parent/ carer to determine the reason for the 
absence.  

 When the child returns to school, a note should be brought from a parent or 
carer to explain the absence and confirm its duration. 

 If there is any doubt about the whereabouts of a child, the class teacher 
should take immediate action by notifying the school office. The school will 
then be in contact straight away with the parent or guardian, in order to check 
the safety of the child.  

 Parents are responsible for ensuring that schools database is kept up to date 
by notifying schools as soon as possible if there are any changes in contact 
details or circumstances.  

 Parents should try to avoid any unnecessary absences by making medical 
appointments outside of the school day. Should this be unavoidable; medical 
appointment cards should be provided to the school to authorise those 
absences.  

 Parents should talk to their child about school and notify the school if their 
child is experiencing any difficulties. Parents should take active involvement in 
their child’s work and progress and maintain regular communication with the 
school during any period of absence so that schools where necessary, can 
either involve outside agencies or offer reintegration programmes if 
appropriate.  

 Be familiar with the school procedures of attendance. 
 

6 Attendance Procedures 
 
This section outlines the policy information operated by the school, which will be 
considered when dealing with attendance and punctuality issues. 
 
Our school employs an Attendance Administrator to ensure that all matters relating 
to attendance are robustly managed, monitored and communicated.  
 
Clear guidance is provided to staff on the accurate completion of registers. 
 
6.1      Lates 

 We have clear start and finish times for registration and emphasise the 
importance of punctuality and responding to lateness.  

 Registers open at 8.55am and close at 9.05am.  

 Any child who arrives after 9.00am will be recorded as late unless a medical 
note is provided. 

 Any pupil arriving after 9.30am will receive an unauthorised late mark which 
will impact on the child’s overall attendance.  
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 Records of persistent late attenders will be kept and discussed with parents 
for further intervention if felt necessary, and the school will endeavour to 
identify patterns in lateness and absences.  
 

Registration is not only a legal requirement but is an important point of 
child’s day where information is often given out to all pupils. Lateness can 
also cause disruption to a class and embarrassment for the child arriving 
after the registration has started. 
 

6.2      Absences 

 There will be daily contact between parents or carers and school when a child 
is absent. The initial contact will be referred to as, ‘the First day absence call’.  

 Reasons for all pupil absences/notes will be recorded on the schools SIMS 
system. 

 In line with the Health Protection Agency guidelines, a period of 48 hours 
absence is required for any pupil vomiting or having diarrhoea. The Health 
Protection Agency guidelines will also be followed in relation any infections 
disease or conditions, inc. COVID-19; such absence due to illness is 
authorised.  

 We give clear guidance to parents or carers that Headteachers may not grant 
leave of absence during term time unless there are ‘exceptional 
circumstances’. 

 Daily/ weekly / fortnightly and half-termly reviews of attendance will be 
undertaken by the Attendance Administrator and the Head Teacher.  
 

6.3      Absence Concerns 

 We have a clear planned and graduated response for pupils with emerging 
attendance concerns. 

 Children with attendance below 95% attendance is closely monitored by the 
Attendance Administrator and there is daily communication with the 
Headteacher about attendance concerns.  

 Where attendance is below 95%, pupil absences/notes will be recorded on 
the schools SIMS system and wider absence reporting records e.g., the 
school’s attendance spreadsheet and CPOMS. 

 Phone calls will be made to seek reasons, and the child’s attendance figure 
will be communicated with parents so that parents are aware that attendance 
is falling below 95%. 

 Parents or carers of children with attendance below 90% will be contacted 
more formally.  
 
The stages of contact in these instances are:  
 
Stage 1 – Parents are contacted via a letter to raise concern about the child’s 
attendance. Parents will be offered a meeting discuss concerns where 
attendance has not improved or is below 90%. Parents will be offered a 
meeting in school to discuss the reasons for the absences and outside 
support may be offered where necessary. School attendance targets may be 
set in order to see an improvement in the child’s attendance. A referral to 
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Attendance Compliance and Enforcement Service may be necessary to 
investigate further.  
 

 Stage 2 – Parents are contacted via a further letter to raise concern about the 
child’s attendance. Parents will be offered a meeting to discuss concerns 
where attendance has still not improved or further deteriorated, below 85%. 
Through this meeting outside support may be offered where necessary. 
School attendance targets may be set in order to see an improvement in the 
child’s attendance. Medical evidence will be requested from this point to 
authorise any further absences from school, absences will remain 
unauthorised unless this evidence can be presented to the school. A referral 
to Attendance Compliance and Enforcement Service may be necessary to 
investigate further.  
 

 Stage 3 - Parents are contacted via a further letter to raise concern about the 
child’s attendance if a child’s attendance falls below 80%. Parents will be 
offered a meeting to discuss concerns where attendance has still not 
improved or further deteriorated. Through this meeting further outside support 
may be offered where necessary. School attendance targets may be set in 
order to see an improvement in the child’s attendance. Medical evidence will 
be insisted upon from this point to authorise any further absences from 
school, absences will remain unauthorised unless this evidence can be 
presented to the school. A referral to Attendance Compliance and 
Enforcement Service may likely be necessary to investigate further.  

 
7 Definition of Authorised Absence: 

 An absence is classified as authorised when the child has been away from 
school for a legitimate reason and the school has received notification from a 
parent or guardian of that child. For example, if a child has been unwell, the 
parent writes a note or telephones the school to explain the absence.  

 Exceptional cases of religious observances or particular family circumstances 
may also result in an authorised absence being granted by the school.  

 Only the head teacher at the school can make an absence authorised. 
Parents and carers do not have this authority. Consequently, not all absences 
supported by parents and carers will be recorded as authorised. For 
example, if a parent takes a child out of school to go shopping during school 
hours or allows a child to stay out of school to celebrate a family birthday or 
go on a family outing, this will not be an authorised absence.  

 
7.1     Medical/Dental Appointments 
          Medical and dental appointments, as far as possible, should be made out of 
          school hours. If a medical or dental appointment has to be made during the  
          school day the school must be informed beforehand stating the time or the  
          appointment in order that the absence can be authorised. Appointments 
          should be made so that children miss as little time as possible from school. All    
          children must be signed out before they leave school to attend the 
          appointment and signed in when they return.  
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7.2    Exceptional Circumstances 
         Family bereavements, critical operations, hospital visits present are events for                     
         which a headteacher has the discretion to authorise such absence. A Leave of  

 Absence of Absence in Exceptional Circumstance form must be completed   
          and supported by the   any relevant supporting documents. 
          Days of religious observance: absence due to participation in a day set aside                      
          exclusively for religious observance by the religious body to which the parents  
          or carers belongs is authorised by the school. A minimum of 3 weeks advance    
          notice is required. A Leave of Absence in Exceptional Circumstances form   
          must be completed and returned to the office and supported by any relevant   
          supporting documents. 

 Absences for social occasions such a birthday, weddings and family outings  
         will not normally be authorised by the school and would therefore be  
         unauthorised absence, unless supported by evidence, which highlights the  
         unique nature of the event. A Leave of Absence in Exceptional Circumstances  
         form must be completed and returned to the office.  

 Family holidays: family holidays during term time will not be authorised.  
         Applications for leave of absence, which are made in advance and refused, will  
         result in the absence being unauthorised. Unauthorised absence may result in     
         action against the parent or carer, either by a fixed penalty notice or if there is a  
         failure to pay then followed through by the courts. 
 
8 Definition of Unauthorised Absence: 

 An absence is classified as unauthorised when a child is away from school 
without the permission of both the school and the parent 

 Therefore, the absence is unauthorised if a child is away from school without 
good reason, even with the support of a parent.  

 Persistent lateness can constitute unauthorised absence 

 If a pupil’s attendance falls to an unacceptable level; absences will be 
recorded as unauthorised unless medical evidence can be provided to the 
school. Medical evidence can be in the form of appointment cards, doctors 
letters, copies of prescriptions etc.  

 
9 Requests for leave of absence / Fixed Penalty Notices 
9.1 The Government issued new regulations in September 2014 regarding  
           Leave of Absence; The Education (Pupil Regulations) (England) 
           Regulations 2016 as amended by Education (Pupil Regulations) 
            (England)  (Amendment) Regulations 2013 
 
           Head teachers shall not grant any Leave of Absence during term time  
           unless they consider there are exceptional circumstances relating to the 
           application. 
 
9.2 Parent and carers do not have any entitlement to take their children on 
           holiday during term time. Children are required to attend school for 190 days  

in a school year, leaving 175 days of weekends and school holidays. Parents 
and carers should always endeavour to arrange family holidays when their 
children are not required to be in school.  
 

9.3    The Head Teacher will determine how many school days a child may be  
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         absent from school if they grant leave. 
 
9.4    The school can only consider applications for Leave of Absence which are 
         made by the resident parent.  
 
9.5   Applications for Leave of Absence must be made in advance and failure to do 
         so will result in the absence being unauthorised which may result in legal  
         action against the parent, by Fixed Penalty Notice.  
 
9.6   Applications for Leave of which are made in advance (3 weeks in advance) and      
         refused will result in the absence being unauthorised which may result in legal      
         action against the parent by Fixed Penalty Notice, if the child is absent from     
         school during that period. 
 
9.7   If a Fixed Penalty Notice is issued and is not paid within the timeframe set out 
          in that Notice, the matter will be referred to Warwickshire County Council’s 
          Legal Services to consider instigating criminal prosecution proceedings under 
          S444 of Education Act 1996.  
 
9.8   Each application for a Leave of Absence will be considered on a case-by- 
        case basis and on its own merits. 
 
9.9 We believe that children need to be in school full time, so that they can make  

the most progress possible and do not miss out on crucial learning which may 
put them at an educational disadvantage. Our school considers pupils 
continuous attendance at school to be essential for their academic 
achievement. 

 
10.     Fixed Penalty Notices (Anti-Social Behaviour Act 2003) 
          Penalty Notices will be considered when: 

 A pupil is absent from school for the purpose of a holiday in term time and the 
absence has not been authorised. 

 A pupil has accumulated at least ten sessions of unauthorised absence and 
further unauthorised absence has occurred following written warning to 
improve. 

         Amendments have been made to the 2007 penalty notices regulations in the         
         Education (Penalty Notices) (England) (Amendment) Regulations 2013. These     
         amendments came into force on 1 September 2013. 
 
       The 2007 regulations set out the procedures for issuing penalty notices (fines) to   
        each parent who fails to ensure that his/her children’s regular attendance at   
         school.  
 
      The penalty is £60 per parent for those who pay within 21 days and £120 for t  
       those who pay within 28 days. Parents who do not pay a fine within 28 days may   
       be prosecuted. 

     This brings attendance penalty notices into line with other types of penalty  
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    notices. 

    The procedure for issuing Penalty Notices will be in accordance with the Local  
    Authority’s Penalty Notice Protocol. 
 

11. Rewards for good attendance 
 While the school would always seek to avoid disadvantaging children who, 

through illness or other circumstances, have been unavoidably absent from 
school, we do, from time to time, give attendance incentive rewards or 
certificates for children with 100 per cent attendance over a term or a whole 
school year, in order to maintain a focus on the importance of regular 
attendance.  

 
12 Attendance targets 
           The school sets attendance targets each year. These are agreed by the 

senior staff and governors as part of our annual target-setting process. The 
targets are challenging yet realistic, and based on attendance figures 
achieved in previous years. The school considers carefully the attendance 
figures for other similar schools when setting its own targets. 

 

13.      Monitoring and Performance 
 
We recognise the importance of good practice by: 
 

 Keeping and maintaining accurate attendance records. These will remain on 
file for a minimum of 3 years.  

 Maintaining a consistent approach to marking registers.  

 Regularly analysing attendance information and ensuring prompt follow up 
action in the case of non-school attendance. 

 Recognising the links between attendance and achievement. 

 Rewarding pupils for outstanding or improved attendance on a regular basis. 

 Educating children on the importance of school attendance through the 
curriculum, PSHE lessons and school assemblies.  

 Working closely with outside agencies, inc. the Attendance Compliance and 
Enforcement Service, where necessary. 

 Ensuring parents are fully aware of the importance of punctuality and regular 
attendance and are aware of the attendance procedures operating within the 
school. 

 Ensuring all appropriate staff have training and guidance related to the 
accurate completion of registers and attendance information. 

 Reviewing the attendance policy with the governing body every three years or 
sooner if necessary. 

 Evaluating the impact of this Attendance Policy, planning improvements 
needed in our practice and including such developments in our School 
Improvement Plan (SIP). 

 Including attendance information in school documentation to provide parents 
with information related to attendance, e.g., the school Brochure, End of Year 
reports, weekly newsletters, the school website, the school Facebook page 
and our Home/School Agreement. 
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 The Headteacher’s termly report to the Governing Body records the 
attendance figures for the academic year to date.  

 
 
Dated: January 2022 
Review date: January 2025 
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APPENDIX A (extract from Warwickshire Attendance Services guidelines) 
 
Leave of Absence 
  
The Government issued new regulations in September 2013 regarding Leave of 
Absence; The Education (Pupil Regulations) (England) Regulations 2006 as 
amended by Education (Pupil Regulations) (England) (Amendment) Regulations 
2013: 

 Head teachers shall not grant any Leave of Absence during term time unless 
they consider there are exceptional circumstances relating to the application. 
 

 Parents do not have any entitlement to take their children on holiday during 
term time. Any application for leave must establish that there are exceptional 
circumstances, and the Head Teacher must be satisfied that the 
circumstances warrant the granting of leave.  

 

 Head Teachers will determine how many school days a child may be absent 
from school if the leave is granted. 

 

 The school can only consider applications for Leave of Absence which are 
made by the resident parent. i.e the parent with whom the child normally 
resides. 

 

 Applications for Leave of Absence must be made in advance and failure to do 
so will result in the absence being recorded as “unauthorised”. This may result 
in legal action against the parent, by way of a Fixed Penalty Notice. 

 

 Applications for Leave of Absence which are made in advance and refused 
will result in the absence being recorded as “unauthorised”. This may result in 
legal action against the parent, by way of a Fixed Penalty Notice, if the child is 
absent from school during that period.  

 

 The Warwickshire Attendance Service have the authority to consider issuing 
Fixed Penalty Notices for Leave of Absence in line with the Warwickshire 
County Council’s Non-School Attendance and Penalty Notices Code of 
Conduct. (A copy of which can be found at 
https://www.warwickshire.gov.uk/pupilnonattendance). 

 

 If a Fixed Penalty Notice is issued and is not paid within the timeframe set out 
in that Notice, the matter will be referred to Warwickshire County Council’s 
Legal Services to consider instigating criminal prosecution proceedings under 
S444 of Education Act 1996. Each application for a Leave of Absence will be 
considered on a case-by-case basis and on its own merits. 

 
 
 
 
 
 
 

https://www.warwickshire.gov.uk/pupilnonattendance
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APPENDIX B 
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