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WITTON PARK ACADEMY 
ATTENDANCE POLICY 

 
 
A. RATIONALE 
 
Education is important. Children should be at school, on time and ready to learn every day the school is                   
open unless the reason for absence is unavoidable. Good attendance is also a prerequisite for a                
successful school career. There is a strong link between attendance and attainment – a student who fails                 
to attend school regularly cannot hope to realise her / his full potential. The value and importance of                  
good attendance should be emphasised to parents and students at every available opportunity. 
 
A vital component of our policy must be the adherence to rigorous monitoring procedures, which will                
allow us to pick up problems quickly and deal with them appropriately. Running alongside such               
procedures is our commitment to acknowledge and reward good attendance. 
 
 
 
B. REGISTRATION 
 

1. For statutory purposes it is a legal requirement to take a register during Tutor (8.30am to                
8.45am) and at the beginning of Period 4 (11.50pm) 

2. Tutors should use the registration session to discuss any attendance concerns with individual             
students. The importance of good attendance and punctuality should be emphasised to all             
students on a regular basis and tutors will receive regular attendance updates for their tutor               
group. 

3. Late arrival to registration and lessons is rigorously monitored throughout the school. Late             
detentions are held every lunch time and if a student is late more than once there are other                  
sanctions in place. The registers close at 8.40am every morning and lateness after this time is                
coded as unauthorised (U). 

4. It is the joint responsibility of the attendance team, tutors and Year Managers to monitor all                
students’ attendance and follow up any unexplained absence. (N Codes) 

 
 
 
C. REGISTERING ATTENDANCE USING ARBOR 
 

1. The marking of registers is a legal requirement and should be done meticulously and accurately.               
Year Managers are required to check the attendance of their year group once a week. 

2. Subject teachers should mark lesson registers promptly so that students can be tracked for              
internal truancy. 

3. Guidelines on attendance are provided in a separate document distributed to all staff. 
(See Appendix A) 

 
 
 
D. STUDENT ABSENCE 
 

1. When a student is absent, it is essential that there is communication between home and school.                
Parents/carers are asked to telephone the Absence Line as early as possible. Staff should be               
particularly vigilant with respect to possible safeguarding issues arising from student absence. 

2. When no communication has been received regarding an absence, an automated text message             
will be sent to the parents / carers of all students who are marked absent at morning registration.                  
This allows parents / carers to reply by text. 

 



3. If a response is not received via text, the attendance team will try to make telephone contact. If                  
this also fails, then an absence letter is sent to the home address. 

4. In cases where it has not been possible to establish contact with home by telephone or letter, the                  
In-School Education Welfare Officer or Year Manager may make a home visit. 

5. The Attendance Team maintain computerised records of all contacts (or attempted contacts) with             
parents / carers regarding a students’ absence and ensure that registers are coded accordingly. 

6. The Year Manager and the In-School EWO will meet weekly to discuss students whose              
attendance is a cause for concern. 

7. Parents are often invited into school to meet with Year Managers and the In School EWO. If                 
necessary, school will refer to the Local Authority Education Welfare Officer in order to discuss               
and resolve attendance related issues. 

8. If form tutors know of an absence in advance, they should inform the Attendance Team to avoid                 
unnecessary contact being made with home. An advance request for student absence must be              
authenticated by parents / carers. 

9. Staff should be particularly vigilant with respect to the incidence of post registration truancy.              
Where it is suspected that a student is truanting from an individual lesson, the member of                
staff should alert the Attendance Team as soon as possible.   

10. Where a student’s poor attendance is symptomatic of more complex difficulties within a family,              
pastoral staff will seek to enlist the support and intervention of agencies outside school if               
appropriate.  

11. When absence falls into the persistent absentee bracket (below 90%) – parents will be invited in  
for an Attendance Improvement Meeting (AIM). During the meeting, it may be mutually agreed               

that future absences will require medical evidence and will be coded as unauthorised should this               
not be provided. After 10 unauthorised absence sessions, the fixed penalty notice procedure             
would apply, currently standing at £60 per pupil, per parent – based on current government               
legislation. 
 

 
 
E. AUTHORISED / UNAUTHORISED ABSENCE  
 

1. School must decide whether the absence of a student is authorised or unauthorised and code the                
absence accordingly. 

2. The majority of student absences arise from genuine illness and if this is the case school will                 
authorise the absence using Code I. 

3. Absence that is due to religious observance will be authorised by school, providing the day is                
exclusively set apart by the parents’ religious body. 

4. There will be other unavoidable reasons to account for absence (e.g. a catastrophic event at               
home) for which school will authorise the absence. 

5. Where no acceptable reason for absence has been given, absences will be coded as              
unauthorised using Code O. 

6. All schools are required to report overall absence and persistent absence figures on a termly               
basis to the Department for Education (DFE). A Persistent Absentee is defined as a pupil who                
misses the equivalent of 10% or more of school over a typical school year (10% from September                 
2016). An Individual Attendance Plan is drawn-up for each student who falls into the Persistent               
Absence category and if appropriate they are referred to the LEA Education Welfare Service. 

7. The attendance of groups of students is also closely monitored by the In-School EWO in order                
that any difficulties can be highlighted at an early stage. 

 
 
 
F. REQUESTS FOR LEAVE OF ABSENCE IN TERM TIME 
 
Following Government legislation, school policy from September 2013 is that holiday absences            
during term time will not be authorised under any circumstance. 

 



 
A request for a term-time holiday is not a parental right. Taking leave without permission will be classed                  
as an unauthorised absence and can be subject to a Penalty Notice or other legal proceedings by the                  
LEA. 
 

1. If Parents / Carers choose to take their child / children out of school during term time they must                   
complete an Absence Form, which is obtainable from Student Services.  

2. Parents seeking to remove their child from school for periods in excess of 10 days should                
complete a Local Authority application form also available from Student Services. A copy of the               
form will be sent to the LEA and the information will be held on a central data base. This may                    
result in the removal of a child’s name from the school roll and/or a request to the Local Authority                   
to issue a fine to parents/carers – currently standing at £60 per pupil, per parent – based on                  
current government legislation. 

3. For all applications of absence parents / carers must provide evidence of booking details, for               
example: flight documentation or hotel confirmations. 

4. The leave of absence will be coded appropriately in registers as an unauthorised absence. 
5. If a child does not return on the agreed date, they may risk losing their place at Witton Park                   

Academy. 
 
 
 
G. TRUANCY 
 
It is the responsibility of all staff to be alert to the possibility of safeguarding issues arising from                  
student absence. Staff should inform the Attendance Team as soon as possible if a student is                
absent from their lesson. 
 
 
 
H. CHILDREN MISSING EDUCATION 
 
Our school is proactive in ensuring that no child ‘disappears’ from the school roll. We follow the new                  
government guidelines in relation to removing children from the school roll and ensure that, where               
information is not available as to their destination, every possible attempt has been made to establish                
where they have moved to. We also complete CME forms and send them to the authority when                 
necessary. 
 
Staff should alert the attendance team if they become aware of information that might help clarify a                 
child’s destination. Where there are concerns, the Year Manager or the In School EWO should be                
informed immediately. 
 
 
 
I. LEGAL FRAMEWORK 
 

1. Regular and punctual attendance at school is a legal requirement. Pastoral staff endeavour to              
establish good relationships with parents / carers in order to work in partnership to tackle               
attendance difficulties at an early stage. 

2. Referrals are regularly made to the Local Authority Education Welfare service when a student’s              
attendance falls below 90% and statutory intervention is required. 

3. The Local Authority may institute legal action in cases where parents / carers persistently fail to                
secure their child’s regular attendance at school. This may take the form of parental prosecution               
under Section 444 of the Education Act 1996 or an Education Supervision Order under Section               
36 of the Children Act 1989. 

 



4. Under section 444A of the Education Act 1996 and the Education (Penalty Notices) (England)              
Regulations 2004, the issuing of Penalty Notices is a further option available to the Local               
Authority to improve attendance. 

5. A minimum evidential requirement of 20 sessions lost to unauthorised absence by any student              
during the school year and / or 8 sessions lost in the current term may trigger the issuing of a                    
Penalty Notice. 

6. Circumstances in which school can request a Penalty Notice include: 
▪ Unauthorised absence sessions. 
▪ Unauthorised holidays in term time 
▪ Unwarranted delayed return from an extended holiday (without school agreement) 
▪ Persistent late arrival after the register has closed. 

In each case, the Local Authority will send a formal written warning to parents / carers about the                  
possibility of a Penalty Notice being issued with respect to a child’s absence from school.  

 
 
 
J. REPORTING AND REWARDING ATTENDANCE 
 

1. Systematic monitoring of attendance and punctuality is undertaken on a daily basis. These             
figures will be used to pinpoint individuals and classes with unsatisfactory records of attendance              
and punctuality in order that remedial action can be taken. 

2. All students are given an attendance target of 97% or above to achieve each half-term. There is a                  
range of reward schemes in operation to recognise both good and improved attendees             
throughout the school. Incentives to encourage individual students to improve their own            
attendance rates are also employed when needed.  

 
 
 
K. ATTENDANCE: MONITORING AND EVALUATION 
 

1. Attendance is always an agenda item for pastoral and governing body meetings and is subject to                
on-going discussion and review. 

2. It is the responsibility of Year Managers to monitor attendance across their year group and to                
ensure that school policy is being implemented. Year Managers work closely with In-School EWO              
on attendance matters. 

3. All form tutors receive regular attendance updates for all students in their tutor group. It is their                 
responsibility to monitor the attendance levels of students in their group and the Year Manager               
must be alerted to problems as soon as possible. 

4. The In-School EWO has responsibility for coordinating all aspects of the attendance policy and              
will carry out an annual review and evaluation. The Policy will be amended as a result of the                  
evaluation.  

 
 
 
Reviewed by Ryan Woods 
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Appendix A. 
ATTENDANCE 

 
Good attendance is a prerequisite for a successful school career. There is a strong link between                
attendance and attainment and a pupil who fails to attend school regularly cannot hope to               
achieve their full potential. 
 
Overall attendance for the last academic year 2019-20 was 94.1% and we would like to thank all staff for                   
their efforts in helping the School to achieve this fantastic target. This year, our target is to maintain an                   
overall attendance of 97% or higher and we ask for your continued support to assist us in attaining this. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A.M / P.M and lesson registration 
 

● The efficient management of attendance is largely dependent on the accurate marking of registers. 
● For statutory purposes, it is a legal requirement to take morning registers during tutor period and in                 

the afternoon at the beginning of period 4. 
● Please could all staff mark their registers at the start of each lesson? If there is a problem with Arbor                    

or your computer, please send a paper register to Sue Blundell (reception) as soon as possible. 
● Accurate marking of registers is crucial for staff to be able to track pupils involved in post registration                  

truancy. This is particularly important for our more vulnerable pupils, where there could be              
safeguarding issues and implications for personal welfare and safety. Staff should alert the             
Attendance Team directly if a pupil is absent from their lesson, especially if they have been marked                 
present in previous lessons. 

● If a pupil arrives late to a lesson it is important that staff override the absent mark if possible or send                     
the pupil to Student Services to get their mark. 

 
 
On a daily basis... 
 

● Parents are asked to contact school on the first morning of their child’s absence. When all relevant                 
attendance information has been collated and entered into the computer, the Attendance Team will              
produce a daily absence list. 

● Text messages are sent out as soon as possible to all parental contacts for pupils where no reason                  
for absence has been received. 

● The Attendance team also makes direct phone calls. Letters are sent home to parents and carers                
on the first day of absence if no contact has been possible by the end of the day. All or no contact                      
with parents is recorded on the Arbor system. 

● All pupils must sign out from Student Services if they need to leave the school site during the day                   
due to illness, medical appointments etc. so that their whereabouts can be recorded on Arbor.               
Pupils must also sign back in at reception if they return to school that day. 

● The In School EWO will meet with each Year Manager on a weekly basis to discuss attendance. 
 
 

 



 
 
 
Attendance Information 
 

● The In-School EWO will meet with each Year Manager on a weekly basis to discuss attendance. 
● When a pupil’s absence gives cause for concern, the In-School EWO will make a home visit.                

Referrals to other agencies are also made where appropriate, when poor attendance is symptomatic              
of wider difficulties. 

● The Attendance Team will provide Tutors and Year Managers with regular attendance updates for              
their pupils and weekly attendance statistics are distributed to the relevant members of staff. Staff               
can also check a pupil’s attendance in Arbor. 

● We would also ask that Tutors speak with individual pupils about reasons for an absence on their                 
return to school, and convey any appropriate information or concerns to Achievement Leaders and              
the Attendance Team. 

● Appropriate absence codes are entered for all pupils by the Attendance Team in accordance with               
DfE Regulations. 

● All requests for leave of absence (holiday or other) should be brought to the attention of both the                  
Year Manager and the Attendance Team, and Parents should complete an Absence Form. These              
are obtainable from Student Services. 

● For holiday absences, parents/carers are required to provide evidence of booking details (e.g. flight              
documentation or hotel confirmations). However, school policy is that holiday absences during term             
time will not be authorised under any circumstance. 

● For absences over 10 consecutive days the Attendance Team will notify the Local Authority. All               
absence forms and correspondence will be kept on file.  
 

 

 

 


