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INTRODUCTION 
 
Woodloes Primary School seeks to ensure that all its pupils receive a full-time education 
which maximises opportunities for each pupil to realise his/her true potential.  
 
The school will provide a safe, welcoming, caring environment, which will encourage every 
pupil to feel motivated to attend. 
 
Poor attendance disadvantages children. Any unnecessary absence from school will be to 
the detriment of the child’s education and personal development. All school staff will work 
with pupils and their families to ensure each pupil attends school regularly and punctually.  
 
Poor attendance could be a safeguarding concern and this would be investigated swiftly 
with appropriate actions taken by the school’s safeguarding team. Early Help  may be 
offered and Children Missing Education (CME) procedures would be implemented if 
necessary. 
 
The school will challenge the behaviour of those pupils and parents who give low priority to 
attendance and punctuality.  Unless a valid reason is provided the absence will be classed 
as unauthorised.  The school will make the final decision as to whether the absence can 
be authorised or not, following published guidelines. 
 
The Local Authority (LA) will consider the issue of a Penalty Notice in those cases where a 
child’s attendance has fallen below the level determined as the trigger for legal intervention 
AND it is considered likely that the issue of such a notice will bring about an improvement 
in attendance.  In all cases, the LA will issue Penalty Notices in accordance with the 
published Warwickshire Code of Conduct 
 
By law, all children of compulsory school age (between 5 and 16) must receive a full-time 
education.  Parents are responsible for making this happen, either by registering the child 
at school or by making other arrangements which provide an effective education.  
 
To meet these objectives Woodloes Primary School will establish an effective and efficient 
system of communication with pupils, parents and appropriate agencies to provide mutual 
information, advice and support. We work closely with the Warwickshire Attendance 
Service (WAS) who regularly review and audit our attendance. 
 
AIMS 
 

1. To improve the overall percentage of pupils attending school.  
2. To make attendance and punctuality a priority for all those associated with the 

school including pupils, parents, teachers and governors.  
3. To maintain a framework which defines agreed roles and responsibilities and 

promotes consistency in carrying out designated tasks.  
4. To provide support, advice and guidance to parents and pupils.  
5. To maintain a systematic approach to gathering and analysing attendance related 

data.  
6. To further develop positive and consistent communication between home and 

school.  
7. To promote effective partnerships with WAS and with other services and agencies.  

 
8. To recognise the needs of the individual pupil when planning reintegration following 

significant periods of absence. 
 



 
 
EQUAL OPPORTUNITIES  
 
High levels of attendance and good punctuality will be expected and encouraged from 
every member of our school community irrespective of any race, gender, disability or 
ethnic minority group. This school promotes inclusion at every given opportunity making 
good attendance and punctuality essential. 
 
Where there are specific reasons impacting upon a child’s ability to attend school there is 
a clear expectation that families will engage with the school to provide appropriate support. 
 
ORGANISATION 
 
Aim No. 1: To improve the overall percentage attendance of pupils at school  
 

1. Apply Whole School Attendance Policy consistently.  
2. Establish and maintain a high profile for attendance and punctuality.  
3. Relate attendance issues directly to the school’s values, ethos and curriculum.  
4. Monitor progress in attendance measurable outcomes. 

 
Aim No. 2: To make attendance and punctuality a priority for all those associated 
with the school including pupils, parents, teachers and governors  
 

1. Use school prospectus.  
2. Produce annual reports to parents/governors.  
3. Report in newsletters.  
4. Provide INSET training for appointed staff.  
5. Display materials at focal points – entrance hall, outside noticeboard.  
6. Discuss attendance issues in WAS/Pastoral staff evaluation meetings and/or in 

relevant staff meetings (e.g. attendance review meetings).  
7. Discourage holidays in term time (appendix 2). Following receipt of holiday 

application form (appendix 3), the Headteacher will discuss this with parents if 
requesting extended leave (more than 10 days). 

 
Aim No. 3: To maintain a framework which defines agreed roles and responsibilities 
and promotes consistency in carrying out designated tasks  
 

1. Maintain unambiguous procedures for statutory registration.  
2. Attempt to make phone contact before 9.30am, using designated school staff, on 

first day of absence using the contact numbers which parents have provided to the 
school.  

3. Ensure clearly defined late registration procedures.  
4. Respond swiftly to lateness (in respect of both pupils and parents).  
5. Define clearly the roles and responsibilities within the school staffing structure.  
6. Have clear procedures prior to referral to Casework Officers. Review attendance 

regularly.  
7. Be familiar with the Casework Officer’s referral and recording system. 

 
 
 
 
 
 
 



 
Aim No. 4: To provide support, advice and guidance to parents and pupils 
  

1. Highlight attendance via:  

• PSHE&C  

• Assemblies  

• Staff available to talk to pupils  

• Making use of available resources  

• Displays  
2. Outline the support offered by the school, including Early Help if required.  
3. Set aside area/time for parents to speak to staff.  
4. Seek improved communication with parents e.g. when parents ring in.  
5. Provide accurate and up-to-date contact information for parents.  
6. Involve parents from earliest stage.  

 
Aim No. 5: To maintain a systematic approach in gathering and analysing 
attendance related data  
 

1. Maintain a school register for attendance and ensure pupils are marked absent or 
present at the beginning of each morning and afternoon session. 

2. Any child arriving after the 8.55am bell should be signed in by a parent. 
3. Any child arriving after 8.55am but before registration closes at 9.25am will be 

marked ‘late’ and clearly coded “L”.  Arrival after 9.25am will be an unauthorised 
absence and clearly coded “U” unless a legitimate reason is supplied e.g. 
doctor/optician/dentist. 

4. Any child arriving after 1.00pm but before registration closes at 1.05pm will be 
marked ‘late’.  Arrival after 1.05pm will be an unauthorised absence and clearly 
coded “U” unless a legitimate reason is supplied. 

5. Be consistent in the collection and provision of information.  
6. Decide what information, if any, is provided for:  governors/other school 

staff/parents/pupils (individual or groups)/ WAS.  
7. Identify developing patterns of irregular attendance and lateness. 

 
 

Time of Arrival Code 

8.55am – 9.25am L 

After 9.25am U 

 
 
 
Aim No. 6: To further develop positive and consistent communication between 
home and school  
 

1. Initiate first day absence contact.  
2. Promote expectation of absence letters/phone calls from parents.  
3. Our school target is 96.5%.  In order to maintain this, every child’s attendance is 

checked regularly.  As a rule, once individual attendance drops below 95% we are 
required by WAS to investigate further, primarily by sending a standard letter, and, if 
necessary, regular contact with the parent will commence.  If a child’s attendance 
should fall below 88%, this may be referred to the WAS Team, unless satisfactory 
medical evidence has been produced.   

4. Provide information in a user-friendly way (may include languages other than 
English, and non-written where appropriate).  

 
 



 
 
 
As a general rule: 
 

Attendance Percentage Action taken 

95% or below First contact with parents 

88% or below Refer to WAS unless evidence produced 

 
 
Aim No. 7: To promote effective partnerships with the Warwickshire Attendance 
Service (WAS) and with other services and agencies  
 

1. Designate key staff for liaison with WAS and other agencies.  
2. Give priority to timetabled meetings with WAS.  
3. Carry out initial enquiries/intervention prior to referral.  
4. Gather and record relevant information to assist WAS.  
5. Arrange multi-agency liaison meetings as appropriate.  
6. Establish and maintain list of named contacts within the local community e.g. 

community police contact officer.  
7. Encourage active involvement of other services and agencies in the life of the 

school.  
8. Develop understanding of agency constraints and operating environments.  
9. Support inset for school attendance co-ordinators.  

 
Aim No. 8: To recognise the needs of the individual pupil when planning 
reintegration following significant periods of absence 
  

1. Be sensitive to the individual needs and circumstances of returning pupils.  
2. Involve/inform all staff in/of reintegration process.  
3. Provide opportunities for counselling and feedback.  
4. Consider peer support and mentoring.  
5. Involve parents as far as possible.  
6. Agree timescale for review of reintegration plan.  
7. Include Education Social Workers, parents and pupil in reintegration plan. 

 
 
MONITORING 
 
Attendance figures will be reported to the School Standards Committee on a termly basis 
in the school report. 
 
 
FUTURE DEVELOPMENTS 
 
Full implementation of the policy. 
 
 



 
APPENDICES 
 
Appendix 1  Attendance Compliance Enforcement Service Extract 
Appendix 2     Holiday Application Form 
Appendix 3             Flowchart for attendance monitoring (escalation process) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 
 
 
 
 

Warwickshire Attendance Service 

 

 
Attendance Policy Extract: 

 
 
Leave of Absence 
 
The Government have 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. 

 

➢ Applications for Leave of Absence must be made in advance and failure to do so will result in 

the absence being unauthorised.  

 

➢ Applications for Leave of Absence which are made 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.  

 

➢ 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. 
 
 

 

 

 

 

 

 

 



 
 
 
Appendix 2 
APPLICATION FOR LEAVE OF ABSENCE FOR A SCHOOL PUPIL IN TERM TIME IN 
EXCEPTIONAL CIRCUMSTANCES ONLY 

 
 
 
 
 
 
 
 
 
 

 
 

Please note:  Parents do not have any entitlement to take their child on holiday 
during term time. 

 

I wish to apply for Leave of Absence from school to be granted to: 
 
Name of Child:          Form Group:  
 
Dates of Proposed Absence: From:     To:  
 
Reason for Proposed Absence – please provide reasons to support the application including 
evidence (they can only be exceptional circumstances) (see overleaf before completing) 
 
…………………………………………………………..…………………………..…………………… 
 
…………………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………………… 
 
Total Days Requested On This Occasion 
 
(For siblings) I have also applied to      School/Academy for leave of absence 
for 
  

(Insert child/children’s name)  
 
Signature of Parent/Carer:              Date  
 
 

 

Important Information for Parents/Carers 

• The Education (Pupil Registration) (England) Regulations 2006 as amended by Education (Pupil Registration) (England) 
Regulations 2013 no longer permit Head Teachers to authorise leave for  holidays 

• Head Teachers may grant leave of absence in exceptional circumstances 

• If the exceptional circumstances are agreed, the  Head Teacher will determine the length of the absence authorised 

• Requests for Leave of Absence should made before any arrangements confirmed or  money committed 

• If Leave of Absence is granted please contact school to discuss measures to minimise the impact of the absence on your child’s 
academic progress 

• This form MUST be completed by the parent(s)/resident parent/carer(s) before requests will be considered 

• Please complete a Leave of Absence form for each child 
 

 

For school use only 
 

Timetable checked:         Form tutor consulted:  Y/N 
 
Previous leave checked:   Y/N   Attendance %:  ____________     
Consistent with school policy/regulations: Y/N      
   
 Reasons for decision: ………………………………………………………………………………………………... 
 
1st date of absence…………………  Expected date of return …………………… 
 
 
Authorised: Y/N   Head Teacher/Attendance Lead: …..………………… Date: …….………… 



 

The Education (Pupil Registration) (England) Regulations 2006 as amended by 
Education (Pupil Registration) (England) Regulations 2013 which come into effect 
on 1st September 2013 state: 

 
 
1. Head Teachers shall not grant any leave of absence during term time unless they 

consider there to be exceptional circumstances relating to the application. 

2. The Head Teacher must be satisfied that exceptional circumstances warrant the 
granting of a leave of absence. 

3. The Head Teacher will determine how long the absence should be and any 
additional absence will not be authorised. 

4. Parents whose children have unauthorised absence may be subject to a Fixed 
Penalty Notice and/or prosecution. 

 

➢ Parents have a legal duty to ensure that their children of compulsory school age 
receive a suitable full time education through regular attendance at a school or 
otherwise (ie home education) (Section 7 Education Act 1996) 

➢ If a child who is of compulsory school age, who is registered at school and fails to 
attend regularly, it is the parent that will be guilty of an offence  (Section 444 (1) 
Education Act 1996) 

 

➢ Children need to attend school regularly to benefit from their education 

➢ Missing out on lessons leaves children vulnerable to falling behind 

Parents: 

a. The application must be made in advance by the parent(s) that the child 
normally resides with.   

b. Parents can be issued with a Fixed Penalty Notice or prosecuted for 
unauthorised absence including holidays. 

We have a shared responsibility to ensure that the law is upheld and that your child 
achieves to his/her full potential.  We look forward to your co-operation. 

 

 

 
 
 
 
 
 
 

http://www.dfes.gov.uk/schoolattendance/prosecutions/index.cfm


Monitor attendance regularly. 

If attendance declines and/or below 95%, send WAS “letter 1” to parents  

Appendix 3 - PRIMARY SCHOOL FLOWCHART FOR ATTENDANCE MONITORING 
(ESCALATION PROCESS) 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance 
improves 

Attendance 
declines 

 

Send 2nd letter to parents* advising that child’s attendance is in danger of becoming a 
persistent absentee, therefore school to closely monitor. Parents may be requested to 

provide medical evidence in order to support absences and school will continue to monitor 
over next 4 weeks 

Attendance improves Attendance declines 

 

Send 3rd letter to parents* inviting them to attend a meeting with Attendance Administrator 
and Deputy Head to discuss strategies to support an improvement (set internal 5-6 week 
target, offer CAF if appropriate, record conversation and send letter to parents outlining 

actions to be taken by school and by parents) 

. 

Attendance improves  

Send ‘Praise’ 
letter and 
continue to 
monitor 

Attendance declines 
 

Send ‘Praise’ 
letter and 
continue to 
monitor 

Send ‘Praise’ 
letter and 
continue to 
monitor 

Monitor attendance over the next 4 weeks 

Monitor attendance over the next 4 weeks 

Monitor attendance over the next 5-6 weeks 

Send letter to parents* advising them that as 
attendance has not improved despite various 
supporting strategies, a discussion with WAS 

service for possible further intervention 
 

 


