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 ATTENDANCE POLICY STATEMENT FOR WOODLANDS SCHOOL 

We are a Rights Respecting School and this policy is underpinned by our continued work of our 
commitment to UNICEF and the UN Convention of Rights of the Child.  

This policy links directly to the following articles of the UN Convention of the Rights of the child.  

Children’s rights and responsibilities: 

 Article 28 - Every child has the right to an education. Primary education must be free. 
Secondary education must be available for every child. Discipline in schools must respect 
children’s dignity. Richer countries must help poorer countries achieve this. 

 Article 29 - Education must develop every child’s personality, talents and abilities to the 
full. It must encourage the child’s respect for human rights, as well as respect for their 
parents, their own and other cultures, and the environment. 

 Article 30 - Every child has the right to learn and use the language, customs and religion of 
their family, regardless of whether these are shared by the majority of the people in the 
country where they live. 
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Introduction   

At Woodlands we recognise the importance of regular attendance to:   

 Promote children’s welfare and ensure they are safe   

 Ensure every student has access to the full time education to which they are entitled   

 Ensure that students succeed whilst at school   

 Ensure that students have access to the widest possible range of opportunities when they 
leave school   

This policy outlines government guidelines and statutory duties that all schools must fulfil regarding 
the attendance of students. Parents also have a legal responsibility to ensure that their child 
attends school regularly.   

The Legal Framework   

Section 7 of the 1996 Education Act states that parents must ensure that children of compulsory 
school age receive efficient full time education suitable to their age, ability and aptitude and to any 
special educational needs they may have, either by regular attendance at school or otherwise.   

A person begins to be of compulsory school age on the prescribed day which either falls on or 
follows a person’s fifth birthday. The prescribed days are currently 31st August, 31st December and 
31st March, ie. The term following the person’s fifth birthday. A person ceases to be of compulsory 
school age on the school leaving date in the academic year in which they turn 16. The school 
leaving date is currently set as the last Friday in June. Raising the participation age (RPA, as set out 
in Chapter 1 of the Education and Skills Act 2008) does not affect the compulsory school age. 
However, its effect is that a person who ceased to be of compulsory school age but has not yet 
reached the age of 18 (or attained a level 3 qualification), is under a duty to participate in education 
or training.    

 Under the Education Act 1996, the local Authority has a statutory responsibility to ensure that 
parents secure education for children of compulsory school age and where necessary, to use legal 
enforcement.   

Registration   

The Education (Student Registration) (England) Regulations 2006, require schools to take an 
attendance register twice a day, once at the start of the morning session and then again during the 
afternoon session.   

Lateness   

We understand that the needs of our students may sometimes mean that they are late, however 
we ask parents not to go in to the class with their child as this can be disruptive for others.  A 
member of the office staff can take your child to their class or ask a member of class to come and 
collect them from you.   
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How We Manage Lateness:   

The school day starts at 8.50am   

Registers are marked by 9:15am and a late mark is given after that time unless their arrival in 
school has been discussed and agreed with the Headteacher.   

Types of Absence   

Every half-day absence from school has to be classified by the school as either authorised 
or unauthorised. This is why information about the cause of any absence is always required, 
preferably in writing.    

Authorised absences are mornings or afternoons away from school for a good reason.  This 
includes:   

 sickness   

 unavoidable medical/dental appointments   

 days of religious observance   

 exceptional family circumstances, such as a bereavement.’   

Unauthorised absences are those which the school does not consider reasonable and for which no 
“leave" has been given. This includes:    

 parents/carers keeping children off school unnecessarily    

 absences which have never been properly explained    

 children who arrive at school too late to get a mark   

 shopping or birthdays   

 day trips and holidays in term time which have not been agreed.     

Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend 
school. Any problems with regular attendance are best discussed between the school, the parents 
and, if appropriate, the student.     

Working Together   

At Woodlands we understand the individual needs of our students and recognise that these may 
have an impact on their attendance and may also mean that they are late. However, by working 
together we aim to minimise the impact on their attendance and education.   

We report your child’s attendance data at their annual Education, Health and Care Plan review.   

Persistent Absenteeism   

A student becomes a ‘persistent absentee’ when they miss 57 (28.5 days) or more sessions across 
the school year for whatever reason.    
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Absence Procedures:   

 If your child is absent you must contact us as soon as possible on the first day of absence with the 
reason for your child’s absence.   

 We will telephone you or send you a text message via Sims InTouch on the first day of 
absence if we have not heard from you;   

 We will arrange a meeting with you to discuss your child’s attendance if it moves below 
90% 

Should your child’s attendance move below 87% we will refer the matter to the Student 
Attendance & Education Welfare Officer (PAEWO). If we are unable to contact you and we have 
concerns about your child’s welfare we may contact Social Care 

Up to Date Contact Details 

There are times when we need to contact parents about lots of things, including absence, so it is 
vital that we have your contact numbers at all times. We send you a new data sheet to complete 
each year and ask for you to notify us of any changes during the year.    

The Education Welfare Officer   

At Woodlands we work closely with parents in resolving any problems together.  This is nearly 
always successful. If difficulties cannot be sorted out in this way, the school may refer the child to 
the Student Welfare Officer (PWO) from the Local Authority.  He/she will also try to resolve the 
situation by agreement but, if other ways of trying to improve the child’s attendance have failed 
and unauthorized absences persist, these Officers can use a range of sanctions. Full details of the 
options open are available from the school or the Local Authority.   

Alternatively, parents may wish to contact the PAEWO themselves to ask for help or information. 
They are independent of the school and will give impartial advice.  Their telephone number is 
available from the school office or by contacting the Local Education Authority.   

Holidays in Term Time   

Taking holidays in term time will affect your child’s schooling as much as any other absence and we 
expect parents to help us by not to take children away in school time.   

There is no automatic entitlement in law to time off in school time to go on holiday.   

All applications for leave must be made in advance and will only be authorised in exceptional 
circumstances.    

School Performance   

We at Woodlands School are proud to be considered by school inspectors (OFSTED) to be a 
good school for our attendance. Inspectors look at every student’s attendance record when they 
decide how good the school is.   
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In order to maintain high levels of attendance we   

 Report attendance to you on reports and reviews   

 Monitor attendance throughout the year to show us where improvements need to be 
made   

 Report to the Local Authority and Central Government   

Legal Sanctions   

Where intervention fails to bring about an improvement in attendance, and as a last resort, the 
school and Local Authority are able to implement a number of sanctions.  These include:   

 Prosecution under Section 444 of the Education Act 1996, Parenting Contracts, Penalty 
Notices or an Education Supervision Order.   

 The Education (Penalty Notices) (England) (Amendment) Regulations 2012 increased the 
current amounts of penalty notices payable by parents from 1 September 2012.   

 These will apply to any parent who fails to ensure the regular attendance of their child of 
compulsory school age (5-16) who is registered at a state school or fails to ensure that their 
excluded child is not found in a public place during schools hours without a justifiable 
reason.    

 The amounts stated on the penalty notices are  £60 for those who pay within 28 days; and 
£120 for those who pay within 42 days.   

Who is Authorised to Issue Penalty Notices?   

A police constable, local authority officer, headteachers and those authorised by them (deputy and 
assistant head only).   

All state schools can use penalty notices including maintained, academies, Free Schools, alternative 
provision and student referral units in England. The local authority must publish a local code of 
conduct which sets out how the penalty notice scheme will work for all schools in the area.   

Legislative Background   

Education-related penalty notices were introduced by the Anti-social Behaviour Act 2003 which 
amended section 444 of the Education Act 1996 to allow parents to be issued with a penalty where 
they failed to ensure their child of compulsory school age (5-16) and school registered, regular 
attendance.   

Section 103 of the Education and Inspections Act 2006 also requires parents of excluded students 
to ensure that their child is not found present in a public place during school hours in the first five 
days of their exclusion from school without a justifiable reason.   

If parents fail in their duties they commit an offence either under section 444A of the Education Act 
1996 or section 103 of the Education and Inspections Act 2006 and can be served with a penalty 
notice by an authorised officer. Full payment of the penalty discharges the parent from liability for 
conviction following a prosecution.   

   



Reviewed: 5-Oct-19 

Staff Responsible for Attendance   

 Headteacher – Karen Haworth  
 School Business Manager – Toni Fairholm 

 Governor for Attendance – Kirsty Shepherd    

 

  

 


