
Whyteleafe School  
Pupil Attendance Policy Statement February 2016 

- 1 - 

Whyteleafe School 
Pupil Attendance Policy Statement  

Aim High • Be Independent • Enjoy Yourself 

 

By law, parents are required to ensure that their children of compulsory school age are registered at school and attend 
regularly. Absence should only occur when a child is unfit to learn or has a day of religious observance. 

Children’s life chances are enhanced by regular attendance at school and Whyteleafe School will support parents and 
carers in achieving excellent attendance in order to maximise educational opportunities for their children.   
 
There are clear links between poor attendance and poor attainment. An analysis by the DFE found that over 90% of 
pupils with fewer than 7.5 days’ absence gained at least five A*-C grades at GCSE compared with only 31% of pupils 
whose absence was over 20 days.   
 
Expectations 
 
We expect that all pupils will: 

 attend school regularly; 
 attend school punctually; 
 attend school appropriately prepared for the day; 

 
We expect that all parents/carers/persons who have day to day responsibility for the children and young 
people will: 

 encourage regular school attendance and be aware of their legal responsibilities; 
 ensure that the child/children in their care arrive at school punctually, prepared for the school day; 
 ensure that they contact the school whenever the child/children is/are unable to attend school; 
 contact the school on the first day of the child's absence; 
 contact the school promptly whenever any problem occurs that may keep the child away from school. 

 
We expect that school staff will: 

 keep regular and accurate records of attendance for all pupils, at least twice daily; 
 monitor every pupil's attendance; 
 contact parents as soon as possible when a pupil fails to attend where no message has been received to 

explain the absence;  
 follow up all unexplained absences to obtain notes/phone calls authorising the absence; 
 encourage good attendance;  
 provide a welcoming atmosphere for children; provide a safe learning environment; provide a sympathetic 

response to any pupil's concerns; 
 make initial enquiries of parents/carers of pupils who are not attending regularly, express their concern and 

clarify the school's and the LA's expectations with regard to regular school attendance; 
 refer irregular or unjustified patterns of attendance to the Education Welfare Service (EWS). 
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Encouraging Attendance 
Whyteleafe School will encourage regular attendance in the following ways:  
 

 by providing a caring and welcoming learning environment; 
 by responding promptly to a child or parent/carer concern about the school or other pupils; 
 by taking time to discuss issues which may be impacting on attendance and helping parents/carers to overcome 

obstacles; 
 by publishing and displaying attendance statistics; 
 by celebrating improved attendance (e.g. rewarding 100% attendance with a certificate); 
 by monitoring pupils, informing parents/carers in writing of irregular attendance and holding meetings with them 

and finally referring the family to the Education Welfare Service(EWS) if the irregular attendance continues. 
 
 
Arrival and registration 

 Key Stage 2 (KS2) children are welcomed into school from 8.35 each morning (8.45 for KS1/EYFS) and the 
register is taken at 8.45 (KS2) / 8.55 (KS1/EYFS).  The register is taken twice a day, in the morning and after 
lunch. A day counts as 2 attendances.  
 

 Morning registration ends at 8.55 (KS2) / 9.05 (KS1/EYFS).  If a child arrives late after the registration period 
he/she will be marked in as late (children arriving after 9.05 should sign the late book in the school office). 
After 9.20 the registers officially close and anyone arriving after this time will become an Unauthorised 
Absence (lateness as a result of medical appointments will not result in an unauthorised absence). The 
afternoon register ends at 13.05 (KS1/EYFS) / 13.20 (KS2) and the same rules apply.  
 

 It is essential that children arriving and leaving school with a parent/guardian outside of normal school hours 
are signed in or out from the school office. The signing in/out register in the office is used in the case of fire as 
an appendix to class registers. 
 

 Registers are checked regularly by the Education Welfare Officer to ensure they are kept accurately by 
teachers and to assess the reasons and incidence of any absences. 

 
 

Illness and medical appointments: 
 Every effort should be made to arrange medical appointments outside school hours. All children returning to 

school must be signed in at the school office. 
 The school office must be informed during the morning of the first day of a child’s absence on 0208 6602062 

by 9:30am.   
 
 

Grant for Leave of Absence 
The taking of leave during school time is not a right and can only be taken with the permission of the Governing Body.  
The school holiday dates are published a year in advance and we therefore do not see any reason for parents/carers 
to take their child/children out of school during term time.  All applications must be received at the school not less 
than 3 weeks before the intended period of leave.    
 
 The Head Teacher on behalf of the Governing Body will only authorise leave, other than in exceptional 

circumstances, if an attendance rate of 93% or above has been achieved in the previous 12 months.  
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 Usually only one period of leave will be granted in any school year and this will generally not exceed 10 school 

days. 
 
 Requests for occasional days will not be authorised unless the circumstances are exceptional. Birthday treats/day 

trips with family are not considered exceptional and will not be authorised.   
 
 No leave will be granted to pupils in Year 6 during the spring term and the first half of the summer term 

due to revision programmes and statutory tests, other than in exceptional circumstances. 
 
If leave is taken without authorisation then the Local Authority may be asked to issue a Fixed Penalty Notice to each 
parent.   
  
 
Responding To Non-Attendance 
The school register opens at 8.45 am(KS2) / 8.55am (KS1/EYFS), when students are expected to be present, and 
closes at 8.55am (KS2) /  9.05am (KS1/EYFS). If a pupil arrives after the close of the register, they are given an 
attendance mark for health and safety reasons, but are regarded in law as being absent.  If a child persistently attends 
school after the close of the register the matter will be referred to the Education Welfare Service for consideration to 
be given to (a) the issue of a Fixed Penalty Notice or (b) a prosecution.  Lateness not only affects the learning of the 
pupil in question, but also affects the learning of others. 
 
Persistent lateness, after the register has been taken by the class teacher but before the register is closed at 8.55am 
(9.05 am KS1/EYFS), is equally concerning. The school will monitor lateness closely and send a letter of concern to 
parents /carers if this exceeds 10 days in any half term. Further persistent lateness will result in parents being invited 
into school to discuss the matter and this may result in a referral to the EWS.  
 
When a pupil does not attend school we will respond in the following manner: 
 
 On the first day of absence, if no note or telephone call is received from the parent/carer by 9.30 a.m. the school 

will endeavour to contact them that day. If the family are not on the telephone, a letter will be sent. 
 
 If there is no response, the school will continue to try to contact the parent/carer. If by the end of the week, there 

has still been no contact made, the school will send a letter of concern to parents/carers or invite them into school 
to discuss the child’s absence. The school will tell parents that if the absence persists that a referral will be made 
to EWS. 

 
 Failure to comply with the expectations set by the EWS may result in further action, an application for an 

Education Supervision Order, or court prosecution. 
 

 
Changing schools 
It is important that, if families decide to send the child/children in their care to a different school, they inform the Head 
Teacher as soon as possible in writing.  A pupil will not be removed from this school roll until the following information 
has been received and investigated: 
 
 the date the pupil will be leaving this school and starting the next; 
 the address of the new school; 
 the new home address, if it is known. 
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The pupil’s school records will then be sent on to the new school as soon as possible. In the event that the school has 
not been informed of the above information, the family will be referred to the Education Welfare Service. 
 
School Organisation 
In order for the school's Attendance Policy to be successful, every member of staff must make attendance a high 
priority and convey this to the pupils at all times. Parents/carers need to support these views in the home to ensure 
that children are receiving corresponding messages about the value of education. 
 
In addition to this, Whyteleafe School has the following responsibilities: 
 
Head Teacher, Governors and designated member of school staff with overall responsibility for attendance to: 
 put into practice the whole school attendance policy; 
 make sure that the registration procedures are carried out efficiently and that appropriate resources are provided; 
 ensure that procedures are carried out to contact parents/carers on the first day of a child’s absence; 
 provide key staff with time-tabled periods for liaison and follow-up work with the EWS and appropriate access to 

attendance data; 
 consult with parents/carers and children in order to improve attendance at school; 
 liaise closely with the EWS on a regular basis and take responsibility for ensuring appropriate pupils are identified 

and referred without delay; 
 work in close collaboration with the EWS during their termly/half termly register analysis; 
 set whole school attendance targets; 
 monitor and evaluate attendance with the EWS. 
 
 
Office Staff: 
 to oversee the registration process and ensure that registers are completed accurately and punctually; 
 to liaise regularly with the EWS; 
 to share the Class Teacher’s concerns regarding the early identification of possible pupil disaffection with 

schooling; 
 to complete first day of absence calls and to send out consequent letters to those who could not be reached. 
 to send out letters to persistent late comers in liaison with the Inclusion Leader/Head Teacher. 
 
Class teachers: 
 to complete registers accurately and punctually twice daily; 
 to record all reasons for absences in the register; 
 to inform the Head Teacher of any concerns; 
 to be alert to early signs of disaffection which could culminate in non-attendance and to report these concerns as 

soon as possible to the Head Teacher. 
 

At Whyteleafe School we ask parents and carers to come into school to discuss any circumstances which 
may impact on their child’s attendance.  We commit to supporting families in order that children have 
maximum opportunity to achieve in the school system. Children whose attendance falls under 80% are 
missing on average one day’s schooling each week and this seriously damages their life chances. 

 
Below is a directive from Surrey’s Educational Welfare Office relating to the issue of penalty notices:- 
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Penalty  Notices 

The Education Welfare Service, acting on behalf of Surrey County Council may issue a Penalty Notice as an 
alternative to the prosecution of a parent/carer for their child’s unauthorised absence from school and requires the 
recipient to pay a fixed amount.  
 
The amount payable on issue of a Penalty Notice is £50 if paid within 28 days of receipt of the notice, rising to £100 if 
paid after 28 days but within 42 days. 
 
If the Penalty Notice is not paid within 42 days, the Local Authority must prosecute the parent/carer for failing to 
ensure regular school attendance under Section 444 Education Act 1996. 
 

Circumstances when a Penalty Notices may be issued 

A Penalty Notice may be issued to parents/carers who are failing to secure their child’s regular school attendance and 
are failing to engage with supportive measures to improve attendance proposed by the school or Education Welfare 
Officer.   
  
Where a child is taken out of school for a holiday during term time for 5 days or more without the authority of the head 
teacher, each parent is liable to receive a penalty notice for each child. In these circumstances, a warning will not be 
given where it can be shown that parents had previously been warned that such absences would not be authorised. 
 
Pupils identified by police and education welfare officers engaged on Truancy Patrols and who have incurred 
unauthorised absences. 
 
Late arrival after the close of registration, on 5 occasions, during a half term.  The lateness will be recorded in 
accordance with the ‘Registration and Lateness’ section of this policy. 

 

With the exception of unauthorised holidays taken in term time, parents will be sent a formal warning of their 
liability to receive such a notice before it is issued. 
 

 


