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In our Christian Community we Achieve, Enjoy and Include. 
 

"But the fruit of the Spirit is love, joy, peace, forbearance, kindness, goodness, faithfulness, 
gentleness and self-control." Galatians 5:22-23 

 
 

 
 
 
 
 
 
 

Safeguarding all of our children is at the centre of every aspect of school policy 

 
The school promotes equality and actively challenges all ageist, gender, racist, disablist, homophobic, social and 

transphobic language and behaviour. 
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Attendance Policy Statement 

 

In drawing up this policy, statements have been informed by statutory requirements in the Education Acts 

and Regulations, by Government advice, Borough policy and Ofsted expectations. 

 

Attendance at school is clearly an important pre-requisite for a successful and fulfilling school career. 

Prolonged absence, irregular attendance and lack of punctuality can all serve to undermine 

educational achievements and may result in considerable long-term disadvantage to children. Pupils 

who do not attend regularly may be placed at considerable risk, and may be drawn into patters of anti-

social or criminal behaviour. 

 

In line with the school’s Christian character, support and resolution are at the heart of our approach to 

attendance and punctuality.  

 

It is recognised that some pupils may have difficulties in attending regularly for a variety of complex and 

inter-related reasons. These may include: 

 

 the pupil’s educational, social and emotional development 

 a pupil’s medical history 

 social, economic and cultural considerations within the family and community 

 factors operating within the school 

 availability of appropriate support from statutory and voluntary agencies within the community 

 

A positive approach is needed to promote access to education within an ethos which values learners, 

promotes equal opportunities and encourages involvement of pupils and their parents/carers. 

 

 

Legal requirements 

The legal framework governing attendance at school is set by successive Education Acts and various 

regulations. 

 Schools must register attendance and notify the LA of absence from school. 

 Schools must have a registration system to record attendance 

 Schools have a duty to report attendance statistically 

 

Current legislation places the responsibility on parents, schools and LAs to ensure children of compulsory 

school age receive an efficient and suitable fulltime education. 

 

 

Procedures ( see Appendix 1) 

All classes maintain attendance registers, which are marked at the start of each morning and afternoon 

session in the time set aside for registration. Class teachers ensure that entries are written in ink and any 

correction clearly marked so that the correction is clearly understood. Before the completion of the time 

set apart for registration, the numbers of pupils marked present are entered in the appropriate spaces. 

Pupils are either present or absent. With the need to differentiate between authorised and unauthorised 

absence a supplementary symbol is placed within the “O” to indicate the reason for absence. A key is 

printed at the front of each class register. 

 

Attendance will be registered as either present, authorised absent in accordance with current legislation, 

and unauthorised absent. Authorised absences include: 

 

 sickness and medical/dental absence 

 days set apart exclusively for religious observance 

 exclusion for a fixed or definite period 

 the school is not within walking distance and school transport has not been provided 

 educational visit 



2 
 

 participation in an approved public performance or sporting activity 

 

Pupils arriving between 8.50 -9.15 a.m. will be marked as L ( Late) in the register. 

 

The register is considered closed at 9.15 a.m. Pupils arriving after 9.15 a.m. will be marked as U  

( Unauthorised Absence) 

 

Where applicable, if a pupil subsequently arrives late, a note is marked in the appropriate space but an 

absence is recorded for that session. 

 

The deletion from the admission register of a pupil is permitted when: 

 

 the pupil has been registered at another school 

 the pupil ceases to attend and the LA is satisfied that the pupil is receiving full-time education 

elsewhere 

 the pupil moves to another area 

 the School Medical Officer has certified that the pupil’s health is such that they are unlikely to benefit 

enough to attend 

 the pupil has been absent for four weeks and the LA has been unable to obtain information 

concerning the absence. 

 the pupil has died 

 the pupil has been permanently excluded by the LA or governors 

 

 

Request for leave of absence during term time 
 

For leave of absence for extenuating circumstances, parents are required to fill in a “Request for Leave 

of Absence during Term Time” form available from the office, requesting leave of absence at least two 

weeks’ notice prior to the event.  

 

Parents are discouraged from making requests during term time and all requests will be refused where: 

 prior notification has not been received  

 truancy 

 no proper explanation has been received 

 shopping trips 

 day trips  

 holidays  

 where parents have deliberately kept children off from school 

 

However, there will often be extenuating circumstances. Once notification has been received then 

pupil’s attendance, the nature of the request and attendance record will be taken into consideration. 

The Headteacher may request an interview with parents to determine circumstances. All applications will 

be carefully considered with regard to previous attendance, both authorised and unauthorised, and in 

the light of the school’s responsibility for ensuring continuity of learning. If the school does not agree with 

the application, then absence will be deemed to be unauthorised if parents continue with the absence 

and parents will be notified in writing. All requests for extenuating circumstances will be treated fairly and 

impartially. The Headteacher may discuss issues with the Admissions Committee to gain an impartial 

perspective.  

 

The governors, however, will not agree to any child missing more than a total of 10 school days in one 

academic year for whatever circumstances. If parents remove their child from school for longer than 10 

school days where a request has been upheld, the extra time will be recorded as unauthorised. The 

school may delete from roll a pupil who fails to return within a further 10 school days after the agreed 

authorisation. The school will only exceptionally agree to absences of longer than 10 school days but the 

school does not agree to this as the norm. 
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Absence 

If leave of absence is taken without consultation and school authorisation, then the absence by 

definition is unauthorised.  

 

The LA recommends that where extended leave of absence is granted in exceptional circumstances 

that it is agreed for up to a period of two weeks of term-time (maximum allocation for authorised 

absence). Parents will be advised that if the pupil does not return within 10 school days of the agreed 

return date, the child’s name will be removed from the roll.  

 

Exceptional trips do not occur regularly or often. We expect that no more than two breaks are taken 

during the pupil’s school career. However, even this frequency may have a detrimental effect on school 

achievement in some cases. 

 

We believe that there are times where pupils might be particularly disadvantaged through absence. For 

this reason we advise that pupils are not disrupted during: 

 transition periods, eg at the start of the academic year 

 standard attainment task period 

 any other examination periods 

 

It is extremely important that parents ensure that schools are notified if circumstances prevent a return to 

school at the start of the term. Such causes might include: 

 serious illness or accident to the child 

 death of family member 

 flight delays 

 severe weather conditions 

 war or civil unrest. 

 

These events are unlikely to impact for lengthy periods, and the school will make further enquiries to 

satisfy ourselves that the cause was unavoidable. 

 

In the case of illness, parents are requested to write or telephone the school office on the first day of 

absence. In the event of irregular attendance, or of any continuous absence of more than two weeks 

without notification or medical certificate, then the school will notify the Educational Welfare Officer ( 

E.W.O)  

 

NB: An absence is only notified if the governors and Head Teacher agree to its authorisation. A note 

from a parent explaining absences does not have to be accepted. 

 

SAFEGUARDING 

 

The school recognises that it has a statutory duty to safeguard and promote the welfare of children, and 

regular monitoring of attendance, and timely action to improve attendance at school, plays a part in 

safeguarding pupils.  

 

Attendance and punctuality is regularly monitored by the Attendance Officer and Head Teacher. Swift 

action is taken to improve attendance and punctuality as noted above. Any concerns are referred to 

Educational Welfare Officer ( E.W.O ) and /or Children’s Services / or the police. 

 

The Educational Welfare Officer ( E.W.O )reviews school attendanc. Any attendance or punctuality 

causing concern will be discussed by the E.W.O, Attendance Officer and Head Teacher. The E.W.O 

might determine that additional support is required and might decide to contact the parents for further 

information. Should the child’s attendance not improve, the school and E.W.O might issue a penalty 

notice in line with RBWM policy and procedures, which could ultimately result in a fine. ( see appendix 2 ) 
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Arrangements For Collection At The End Of The School Day 

 

It is essential that parents provide the school with a record of their contact details, their place of work, 

mobile and home phone number. Parents must also provide contact details for at least two other 

relatives or carers who can be called when the parent cannot be contacted or in the event of an 

emergency. The school will remind parents at regular intervals to update this information. 

 

The school expects that children will be collected by parents or a nominated responsible adult. Parents 

must inform the school if they have arranged for another adult to collect their child. 

 

The school agrees to care for pupils who have not been collected until such time that the parent can 

collect or make alternative arrangements. The designated person will keep a record of incidents where 

parents do not collect their child, are late in doing so for no good reason, or where there is persistent and 

repeated occurrence. Any child welfare concerns arising out of such incidents will be dealt with in 

accordance with child protection procedures. 

 

In the event that a child is not collected by the parent/carer, this will be brought to the attention of the 

designated person who will attempt to contact the parent or alternative carer. In the unlikely event that 

the child is in need of immediate protection, the police who have emergency powers, will be contacted. 

If the child has not been collected by 4.30pm and the designated person has not been able to contact 

a parent or named carer, will phone the duty social care team, or allocated social worker with the 

following information: 

 Name 

 Date of birth 

 Address 

 Gender 

 Ethnicity 

 Language spoken 

 Any SEN/behavioural difficulties/medical needs 

 Parent and alternative carer details with names and addresses, phone numbers 

 Any current child protection concerns 

 Any previous incidents of not being collected from school 

The call should be confirmed in writing within 48 hours using the multi-agency referral form. 

 

Children’s Social Services will give advice and may carry out appropriate checks and make further 

attempts to contact the parents/carers. If attempts to contact the parents/carers is unsuccessful, social 

care will arrange for the child to be collected and taken to a place of safety. They will notify the school 

of the child’s placement. 

 

 

Liaison 

The LA is ultimately responsible for satisfactory attendance. In some cases legal action may be required, 

either to ensure parents uphold their responsibilities, or to safeguard the child’s welfare. During such 

proceedings, details of school attendance will become important evidence, therefore the need for 

accurate and consistent registration and marking is vital. 

 

In all cases of concern, the Educational Welfare Officer will assist with questions regarding school 

attendance and will be able to suggest a variety of approaches aimed at securing regular attendance 

at school. A child whose attendance falls below 90% or where there are three broken weeks in a block of 

6 weeks, will be notified to the Education Welfare Office. 
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There is separate legislation relating to the prosecution for non-attendance attached to this policy in 

Appendix 2. 
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APPENDIX 1: Procedures 

 

 

ABSENCE AND LATENESS PROCEDURES 

 

Marking the register: 

 

 8.50 am -9-15am marked as L 

 9.15 onwards  marked as  U 

 If child not in school by 10.30am –telephone call to parents (Check with HT/SLT that it is ok to 

contact the parent before making the call) 

 Message left if no answer- note made in main school diary 

 If no response- chase contact and alert HT /SLT 

 If we have any queries regarding attendance and lateness , seek advice from EWO. 

 

 

Educational Welfare Officer 

 
The School Administration Officer monitors attendance and tracks pupils with low attendance/ persistent 

lateness. Data is reported to the HT and reviewed. 

 
The School Administration Officer meets with the Headteacher on a termly basis to discuss any 

attendance issues bought to light after termly attendance figures are generated.  An action plan is 

developed, which may include school to monitor attendance or a meeting with the parents.  If there  no 

improvement the school will meet with the E.W.O to discuss a possible referral. 
 

 

 School Admin Officer - attendance below 90% raised with Headteacher 

 If there is no improvement further involvement of  E.W.O, which might include legal action related 

to attendance. 
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APPENDIX 2: PENALTY NOTICE 
 

Royal Borough of Windsor and Maidenhead 
Penalty Notice Code of Conduct 

1.   Legal Basis: 
For the purposes of this Code of Practice “parent” includes any person who is not a parent but has parental 

responsibility for a child or any person who has care of a child. 

Parents of a pupil who is registered at a school and who fails to attend school regularly are committing an offence 
under section 444(1) Education Act 1996.  The Anti-social Behaviour Act 2003 introduced new powers for 
authorised local education authority officers, (typically Education Welfare Officers), head teachers (and deputy and 
assistant heads authorised by them) and the police, to issue penalty notices to such parents.  The Education 
(Penalty Notices) (England) Regulations 2004 as amended came into force on 27

th
 February 2004 and enable 

parents to discharge potential liability for conviction for the above mentioned offence by paying a penalty of up to 
£120.  
 
2.  Rationale: 
Regular and punctual attendance at school is both a legal requirement and is essential in order for pupils to 
maximise their educational opportunities. Parents and pupils are supported at school and LEA level to overcome 
barriers to regular attendance through a variety of intervention strategies.  Sanctions of any nature are for use only 
where parental co-operation is either absent or deemed insufficient to resolve the presenting problem.  They are 
used as a means of enforcing attendance where there is a reasonable expectation that their use will secure an 
improvement.  Prosecution is expensive and time-consuming and can be considered too severe for parents who 
are not persistent offenders. Penalty notices provide a quicker, cheaper and more effective way of sanctioning 
those parents who are capable of improving their child’s attendance and where a simple sanction will focus them 
on their responsibilities. 
 
3.   Circumstances where a Penalty Notice may be issued: 
A Penalty Notice can only be issued in cases of unauthorised absence.  The issuing of a Penalty Notice is 
considered appropriate in the following circumstances: 

(i) Truancy (including pupils caught on truancy sweeps); 

(ii) Parentally-condoned absences; 

(iii) Unauthorised leave of absence in term-time; 

(iv) Unexplained delayed return from leave of absence;  

(v) Persistent late arrival at school (after the Register has closed). 
 
To ensure consistent delivery of Penalty Notices the following criteria will be applied before a Penalty Notice is 
issued: 

(i) at least 10 sessions (5 school days) must have been lost to unauthorised absence by the pupil 

during one term and 

(ii) other than in specific circumstances mentioned in (iii) below, the parent must have received a 

formal written warning of the possibility of a Penalty Notice being issued and given a 

maximum of 15 school days to effect a sustained improvement. 

(iii) the deliberate taking of leave of absence in term time without / against school  permission 

(where it can be clearly demonstrated that the parent understood that permission had 

not/would not be given) and where this has created a period of unauthorised absence in the 

current term of at least 10 sessions. 
(For the purposes of this Code of Practice unauthorised absence shall be determined in accordance with the 

provisions of the Education (Pupil Registration) Regulations 1995 as amended) 

 

4.   Procedure for issuing Penalty Notices: 
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(i) The Education Welfare Service (EWS) only, will issue Penalty Notices on behalf of the Royal 

Borough of Windsor and Maidenhead as Local Education Authority (LEA), in order to avoid 

the issuing of duplicate notices. This will also ensure consistent and equitable delivery, retain 

school-home relationships and allow cohesion with other enforcement sanctions.  

(ii) Before any action is taken the EWS will first make all reasonable enquiries to determine 

whether or not other intervention strategies are in place or other enforcement action is already 

being processed or contemplated, in order to ensure there is no conflict. Schools maintained by 

the LEA are to advise the EWS without delay of any potential cases for prosecution. Penalty 

Notices will only be issued by post and never as an on the spot action; this is to ensure that all 

evidential requirements are in place and to meet Health and Safety requirements for the 

Education Welfare Officer.  

(iii) In addition to initiating action on behalf of the LEA, the EWS will consider requests to issue 

Penalty Notices from schools, Thames Valley Police and neighbouring LEAs. These requests 

will be considered providing that: 
 

(a) all relevant information is supplied on a referral form;  

(b) the circumstances of the pupil’s absence meets all the requirements of this Code of 

Practice and 

(c) the issue of a Penalty Notice does not conflict with other intervention strategies in place or 

other enforcement sanctions already being processed or contemplated. 

(iv) The EWS will use its best endeavours to respond to all requests within 10 school days of 

receipt and where all criteria are met will: 
 

(a) Issue a formal written warning to the parent of the possibility of a Penalty Notice being 

issued (unless the exception in Clause 3(iii) applies; 

(b) In the same letter, set a maximum period of 15 school days within which the pupil must 

have no unauthorised absence; Issue a Penalty Notice through the post at the end of the 15-

day period if the required level of improvement has not been achieved. 

(c) Advise the requesting body of the action taken 

(v) A maximum of 2 penalty notices will be issued to one parent in any twelve month period 
 
5.  Procedure for withdrawing Penalty Notices: 
Once issued, a Penalty Notice will only be withdrawn in the following circumstances: 

(i) Proof has been established that the Penalty Notice was issued to the wrong person; 

(ii) The use of the Penalty Notice did not conform to the terms of this Code of Practice  

 
Due consideration will be given to any written representations that the recipient wishes to make.  If the recipient 
would have difficulty with making written representations assistance will be given. 
 
6.   Payment of Penalty Notices: 
Arrangements for payment will be detailed on the Penalty Notice.  Payment of a Penalty Notice discharges the 
parent/carer’s liability for the period in question and he/she cannot subsequently be prosecuted under other 
enforcement powers for the period covered by the Penalty Notice. 
The amount of the penalty to be paid shall be £60 where paid within 21 days of receipt of the notice and £120 

where paid within 28 days of receipt. 

The LEA retains any revenue from Penalty Notices to cover the costs of issuing and enforcing notices or the costs 
of prosecuting recipients who do not pay. 
 
7.   Non-payment of Penalty Notices: 
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If the penalty is not paid in full before the expiry date mentioned in the notice the LEA shall either institute 
proceedings against the recipient for the offence to which the notice relates or withdraw the notice in accordance 
with Clause 5 above. 

 
8.   Policy & Publicity  
The issuing of Penalty Notices as a sanction will be included in the LEA’s Attendance Policy. 
Schools will be advised that their school Attendance Policies must include information on the issuing of Penalty 
Notices and this will be brought to the attention of all parents and pupils. 
The LEA will include information on the use of penalty Notices and other attendance enforcement sanctions in 
promotional/ public information material. 
 
9.   Reporting & Review: 
The EWS will review the use of Penalty Notices at regular intervals and amend the general enforcement strategy 
as appropriate. 
 

 
 

 


