
 

 

ATTENDANCE AND PUNCTUALITY POLICY 

INTRODUCTION 

Weaverham Primary Academy recognises the importance of good attendance and the impact it has on 

children’s progress, attainment, enjoyment of and relationships within school. We aim to achieve good 

attendance by operating a Policy within which children, staff, parents/carers and other agencies can 

work in partnership. The school monitors attendance and ensures quick and early intervention if a 

problem is identified. The Governing Body has set an attendance target for its pupils of at least 95% 

and expects all the children to arrive to school on time. 

All staff encourages good attendance from their pupils and parents/carers.  Good attendance is seen 

as an achievement in its own right and recognised as such by the school through certificates and 

awards.   

The Attendance and Punctuality Policy is based on the premise of equal opportunities for all. 

LEGISLATION 

Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age 

shall cause him/her to receive efficient full time education either by regular attendance at school or 

otherwise”. 

Section 444 (1) 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 parent is guilty of an offence”. 

Therefore regular and punctual attendance at school is a legal requirement, as well as being essential 

to enable children to maximise their educational attainments and opportunities. 

For the purposes of Education Law the definition ‘parental responsibility’ lies with whomever the child 

resides. This could be one parent, both parents and/or carer/s. 

PROCEDURE 

Children are expected to attend school regularly, unless there is good reason for absence. 

There are two types of absence: 

• Authorised (where the school approves a pupil absence) 

• Unauthorised (where school will not approve the absence) 

The school has a duty to safeguard all of its pupils therefore if a child is absent, parents/carers should 

inform the school on the first day of absence, and each day of absence thereafter, stating the reason. 

A note should be sent on the day the child returns to school explaining the absence. The school office 

will make telephone contact with home when a child is absent and the parent/carer has not notified 

the school of the absence. If no contact can be achieved or the reason for absence is not accepted the 

absence will be unauthorised.  



COMPLETING THE REGISTER 

Registers provide the daily record of attendance of all pupils.  They are legal documents that have to 

be marked twice daily.  The register may be required in a court of law, for example as evidence in 

prosecutions for non-attendance in school.  The register should be marked using the codes as advised 

by the Department for Education. One school day is marked as two sessions; a.m. and p.m. 

Registers should be completed at the start of the morning and afternoon sessions as a priority and be 

electronically returned to the school office in a timely manner. All children who arrive late must report 

to the school office to sign in. 

LATENESS AND PUNCTUALITY 

School begins at 8.45am and all pupils are expected to be in school for registration at that time.  

Any child who arrives after the gates are closed must enter the school by the Main Entrance and report 

to the school office to sign in. If pupils are not in class when the register is taken they will be coded as 

‘L’. Any late arrivals after 9.05am will be coded as ‘U’ which is an unauthorised absence. 

Children who are consistently late for school are disrupting not only their own education but also that 

of other children. Where persistent lateness gives cause for concern, further action may be taken which 

may include referral to external agencies. 

MEDICAL ABSENCE 

Any medical absences in excess of 5 days (10 sessions) per academic year will need to be supported by 

medical evidence. This does not have to be a doctor’s note but can take the form of either a dated 

GP/Nurse appointment card, a compliment slip signed and dated by the GP/Nurse, a prescription or 

proof of prescribed medication relating to the current illness. If no medical evidence is received then 

the absence will be coded as unauthorised. 

UNAUTHORISED ABSENCE – FIXED PENALTY NOTICES 

Where a reason for absence is not given, or where medical evidence has not been received where 

requested or where absence has not been authorised, the absence will be coded in the register as 

‘unauthorised’.  Pupil absence will also be coded as ‘unauthorised’ when they arrive to school after 

registration has closed at 9.05am Parents/carers should be aware that Weaverham Primary Academy 

may contact the Local Authority if a pupil has 10 or more unauthorised absences in the current term 

with a view to issuing a Fixed Penalty Notice. The Penalty Notice is issued individually to each 

parent/carer who fails to ensure their children’s regular attendance at school. The Penalty is £60 per 

parent/carer per child if paid within 21 days rising to £120 if paid within 28 days. Non-payment of the 

Fixed Penalty Notice may result in prosecution in the Magistrates court. 

APPLICATION FOR EXCEPTIONAL CIRCUMSTANCES- LEAVE OF ABSENCE IN TERM TIME  

In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, 

make it clear that Head Teachers may not grant any Leave of Absence (holiday) during term time 

unless there are ‘Exceptional Circumstances’. The Head Teacher and the Governing Body will 

determine what constitutes an exceptional circumstance on an individual basis. 



It should be noted that if any application is declined and absence occurs of a consecutive 5 or more 

unauthorised days, then school may apply to the Local Authority for a Fixed Penalty Notice to be issued 

to each parent/carer.  The Penalty is £60 per parent/carer per child if paid within 21 days, rising to 

£120 if paid within 28 days. Non-payment of the Fixed Penalty Notice may result in prosecution in the 

Magistrates court.  

A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss 

the teaching on the days they are away, but also they are less prepared for the lessons building on that 

teaching when they return to school. There is a consequent risk of under achievement, which we must 

seek to avoid.  Clearly, there are times when children are unwell and cannot avoid being absent from 

school.  Absence for any reason other than sickness must be avoided. 

If parents/carers need to request Leave of Absence in Term Time, they must complete a ‘Request for 

Leave of Absence’ form available from the school office. 

WHAT CAN PARENTS/CARERS DO TO HELP? 

Let the school know straight away why your child is absent. Home/school communication is extremely 

important in supporting your child achieves and feel settled in school.  Try to make any dental/GP 

appointments outside of school time. 

IF PARENTS ARE WORRIED ABOUT THEIR CHILD’S ATTENDANCE AT SCHOOL WHAT CAN THEY DO? 

Talk to the Class Teacher or Inclusion Manager, who will be happy to discuss any issues or concerns a 

parent/carer may have about their child. 

If absence or lateness continues and there is little or a lack of communication with home, school may 

refer to other agencies who will work with them to resolve the situation. 

 

Signed: (Executive Head)  

Reviewed on: 27.09.2021 

Agreed by NWAT 

Review date: September 2022 

 

 

 

 

 



FLOW CHART OF ATTENDANCE MANAGEMENT AT Weaverham Primary Academy  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STAGE 1 

Registers MUST be taken promptly and accurately. 

STAGE 2 

Office admin will contact daily by phone or text parents/carers where no explanation has been offered for a 

child’s absence. If no contact can be achieved with any of the vulnerable children it may be appropriate for a 

home visit to be undertaken to establish reason for absence. 

STAGE 3  

Class teachers to be aware daily of absence within their own class. A quick word with parents/carers on their 

child’s return from absence will be in order to check that everything is ok. 

STAGE 4 

2 WEEKLY BASIS ANALYSIS OF DATA  

Office attendance admin to ensure that ‘N’ codes or missing marks must not remain on the Register for more 

than 2 weeks. If no reason for absence can be achieved the ‘O’ code should be used. 

School will look at all children’s attendance data, specifically those who have 95% and below attendance. 

Relevant attendance letters will be suggested, although the final decision will be that of the Head Teacher. It 

is expected that the decision of which letter to send to parent/carer will be made swiftly, within 2 days to 

ensure there is no ‘drift’ of pupil absence without action. Class teachers should remember to also be vigilant 

for all pupils’ attendance between 95-97%, and speak with parents/carers if and when appropriate.  

 

 

 

. 

 

 

STAGE 5 

Requests for Fixed Penalty Notice Warning Letters to be considered, as appropriate, by Head teacher 



ATTENDANCE LETTERS 

POTENTIAL PERSISTENT ABSENCE = 95% and below        

PERSISTENT ABSENCE = 90% and below 

 

LETTER 1: THIS LETTER IS INFORMATIVE FOR PARENTS/CARERS 

Letter 1 is sent to notify parents/carers that a student has 95% or less attendance, if 

appropriate to do so, (unauthorised and authorised absence).It offers parents/carers an 

initial opportunity to communicate with school if there are specific problems that impact upon 

attendance. 

LETTER 2: THIS LETTER IS FOR ACTION BY PARENTS/CARERS 

Letter 2 advises parents/carers that since Letter 1 has been sent absences have continued 

(authorised and unauthorised). It invites parents/carers into school to discuss the situation 

to see if there is any further support school can offer. It offers school an opportunity to discuss 

the consequences of continued poor attendance i.e. Fixed Penalty Notice. The LA will expect 

a meeting with parents/carers to have taken place before the Fixed Penalty Notice process 

can be considered. 

MEDICAL EVIDENCE LETTER: THIS LETTER IS INFORMATIVE FOR PARENTS/CARERS 

School policy states that after a student has taken ……….. sessions of authorised illness 

during an academic year, formal medical evidence will be requested before any further illness 

absences can be authorised. Formal medical evidence does not need to be a letter from the 

GP, but could be a prescription or prescribed medication or a GP/Nurse signature on a GP 

Surgery compliment slip or dated GP/Nurse appointment card. 

 

 

 

 

 

 

 

 

 

 

 



LETTER 1 

 

 

Dear ………………. 

 

Child’s Name:                                           Class: 

 

Your son/daughter’s attendance record at …………………………. Since September 

1st is a cause for concern. Your child’s Registration Certificate is enclosed and shows 

the current percentage attendance. 

As a school we value the partnership with parents and unless this attendance begins 

to improve, it could have a detrimental effect upon your child’s academic progress. 

Regular attendance at school is vital if children are to make the progress they are 

entitled to and benefit fully from all the opportunities that school can offer. 

We will continue to monitor your child’s attendance and would like to work with you to 

see improvement. 

If there are any specific problems or concerns you have which you feel may be 

impacting upon your child’s attendance, please do not hesitate to contact me. 

 

Yours sincerely, 

 

 

 

 

 

 

 

 

 



LETTER 2 

 

Dear ………………….. 

 

Child’s Name:                                                Class: 

 

I recently wrote to you regarding my early concerns surrounding the attendance of 

your child at …………………..  Your child's attendance is currently …% as highlighted 

on the enclosed Registration Certificate. 

As a result of continued absences and lack of noticeable improvement I would like to 

invite you to an attendance meeting in school on the date and time below. 

  

DATE:                                                                    TIME: 

 

This meeting will be useful to discuss how we can work together to improve the 

attendance of your child in the future. May I remind you it is your legal duty to ensure 

your child’s regular attendance at school and failure to do this may result in the 

attendance data being passed to the local authority who may take legal action against 

you. 

- I think we leave this sentence in where there are hard core non-attenders, 

however this may be a bit harsh in certain circumstances 

Yours sincerely 

 

THIS LETTER ALSO NEEDS A REPLY SLIP 

 

 

 

 

 

 

 



MEDICAL EVIDENCE LETTER 

 

Dear ………………………………. 

 

Child’s Name:                                          Class: 

                             

As your child has now had 7 or more days ( 14 sessions or more) of medical absence 

during this academic year we are writing to advise you that no further absences can 

be authorised for medical reasons unless formal medical evidence is provided.  This 

can take the form of either a dated GP/Nurse appointment card, a compliment slip 

signed and dated by the GP/Nurse, a prescription or proof of prescribed medication 

relating to the current illness.  

It is our duty to inform you that ten or more unauthorised absences during a term may 

result in you receiving a Fixed Penalty Notice from the local authority, details of which 

can be found in the schools attendance policy online. 

We decided that the below is optional as it is included in the policy.  

  This is a penalty of £60 per parent/carer per child, to be paid within 21 days.  If not 

paid by the 21st day the penalty increases to £120 per parent/carer per child up to the 

28th day.   

If a full payment is not received, then the Local Authority will prepare the case for 

prosecution in the Magistrates’ Court.  If proved guilty, the parent/carer will receive a 

criminal record. 

Please do not hesitate to contact me, should you wish to discuss this matter further or 

require any support from us. 

 

Yours sincerely, 

 

 

 

 

 

 



FIXED PENALTY NOTICE PROCESS 

An early intervention,’ shot across the bows’ process to address unauthorised absence.  It is the LA 
who issue Fixed Penalty Warning Letters and Fixed Penalty Notices in relation to unauthorised absence 
from school. A pupil who accrues 10 or more unauthorised absences during a current term can be 
considered for this process, providing school have notified parent/carer in writing of attendance 
concerns and also that appropriate staff have attempted to meet with parent/carer to discuss these 
concerns(via Letter 2). If these criteria have been fulfilled then appropriate staff can ask office admin 
to prepare the relevant paperwork to send to the LA. If the LA agrees to progress matters, a Fixed 
Penalty Warning Letter is then sent by the LA and states a 15 day monitoring period where there should 
be no further unauthorised absences. If a pupil has any unauthorised absence during this period or 
improved attendance is not sustained immediately after the monitoring period then school can ask the 
LA to proceed to issuing the Fixed Penalty Notice. 

The Fixed Penalty Notice states that there is a Penalty to be paid: £60 per parent/carer, per child (for 
whom the FPN Warning Letter was sent) to be paid within 21 days. If not paid within 21 days then the 
Penalty rises to £120 per parent/carer per child up to the 28th day. If full payment is not received by 
the 28th day then the LA will prepare paperwork for a Prosecution in the Magistrates’ Court. *** If 
found guilty, the parent will receive a Criminal record in addition to the disposal and costs issued by 
Court *** 

FIXED PENALTY NOTICE FOR NON- EXCEPTIONAL LEAVE OF ABSENCE IN TERM TIME 

Formerly, the Head Teacher had discretion to authorise up to 10 days leave in term time. From 
September 2013, the law now says that any leave will only be granted in term time in ‘Exceptional 
Circumstances’. If the leave request is deemed to be ‘unexceptional’, and lasts for 10 consecutive 
sessions or longer, school can apply direct to the LA for an FPN to be issued (no Warning Letter 
required). 

 

 

 


