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Introduction 

Within this Attendance Policy a parent is defined as in Section 576, Education Act 
1996. This means all natural parents, whether married or not and includes any 
person who, although not a biological parent, has responsibility or has care of the 
child or young person. 
 
Introduction: At the Winstanley School we believe all members of our school 
community can SHINE brighter than they thought they could.  For all students to gain the 
greatest benefit from their education it is vital that they attend regularly and all students 
should be at school, on time, every day that the school is open unless the reason for 
their absence is unavoidable. Parents have a legal obligation to ensure that their child 
attends school and this policy is written to reflect this law and the guidance produced by 
the Department of Education.  
 
Why regular attendance is so important:  
Any absence (including lateness) affects the pattern of a child’s schooling and regular 
absence will seriously affect their learning. Any student’s absence disrupts teaching 
routines so may affect the learning of others in the same class.  
 
Ensuring a child’s regular attendance at school is a parent’s legal responsibility and 
permitting absence from school without a good reason is an offence in law and may 
result in a Penalty Notice (for each parent) and/or prosecution.  
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Promoting regular attendance:  

Helping to create a pattern of regular attendance is everybody’s responsibility – parents, 
students and all members of school staff. 
To help us all to focus on this we will:  

● Ensure every pupil has access to full-time education to which they are entitled 
● Inform students weekly of their attendance and set achievable targets 
● Inform parents/carers when a student’s attendance has dropped  

o Act early to address patterns of absence 
● Promote good attendance and reduce absence, including persistent absence 
● Celebrate good attendance  

o Reward good attendance through initiatives and trips 
o Reward Yr. 11 students who achieve 100% attendance, for example free 

Prom admission. 
● Implement interventions for any student who is finding attending school 

problematic 
● Liaise with primary schools to ensure a smooth transition at the end of Key Stage 

Two 

 
The Winstanley School will also support parents so that they can perform their legal duty 
to ensure their children attend regularly and will promote and support punctuality in 
attending lessons by: 

● Sending texts messages to parents/carers if their child/ren are not present at 
school by 9.30am 

● Send text messages to parents/carers if their child/ren arrive after school has 
started at 8.40am 

● Write to parents if a student’s attendance or punctuality becomes a concern. 
 

Understanding Absence:  

By law, every half-day absence from school has to be coded by the school (not by the 
parent), as either AUTHORISED or UNAUTHORISED. This is why information about the 
reason for any absence is always required. These codes are given in Appendix 1.  
 
Authorised absences are mornings or afternoons away from school for a genuine reason 
such as illness, medical/dental appointments which unavoidably fall during school time, 
emergencies or other exceptional circumstances. Approved education activities are 
coded as a present mark.  
 
Unauthorised absences are those which The Winstanley School does not consider 
reasonable and for which no ‘leave’ has been given. This type of absence can lead to 
the local authority using sanctions and/or legal proceedings. These include:  

● parents keeping children off school unnecessarily (i.e. condoned absence)  
● truancy during the school day  
● absences which have never been properly explained  
● children who arrive at school too late to get a mark  
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● shopping, looking after other children, birthdays  
● day trips and holidays in term-time  

 
Whilst any child may be off school because they are ill, sometimes students can be 
reluctant to attend school. Any problems with regular attendance should be addressed 
by the school, the parents and the student together. If a student is reluctant to attend 
school, parents should not cover up the absence, or excuse the non-attendance but 
should approach the school so that a support plan can be initiated.  
 
Persistent Absenteeism (PA):  
A student becomes a ‘persistent absentee’ when their attendance falls below 90% for 
whatever reason. We monitor all student absence and PA students are tracked and 
monitored carefully through our pastoral system and we also combine this with academic 
mentoring where necessary.  
 

Absence Procedures:  

 
If a student is going to be absent, parents must:  
 

● Contact the school absent line on a student’s first day of absence and then on 
each day that the student is absent.  

● Send a note in on the first day students return with an explanation for the 
absence and PARENTS MUST do this even if they have already telephoned the 
school. 

 
If a child is absent we will: 
 

● Make contact via text message on the first day of absence (and on subsequent 
days) if we have not heard from you by 9.30 

● Conduct a home visit if a student has been absent for 3 days or more. 
● If no contact has been received and no valid reason given, a letter will be sent to 

request this information. If the information is still not forthcoming, then the 
attendance will be coded as unauthorised and a fine could be issued by 
Leicestershire County Council. 

Attendance Intervention: 

 
In order for students to fulfil their full academic potential, The Winstanley School has an 
attendance system in place which is as follows: 
 
STEP 1 – If attendance starts to decline tutors will hold a conversation with students and 
a letter will be sent to parents to highlight the student’s attendance and offer support. 
Tutors will monitor the student’s attendance for 4 weeks and if attendance has improved 
over the monitoring period a postcard will be sent home. If attendance is still falling the 
tutor will refer the student to the Head of Year. 
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STEP 2 – If a student has been referred to the Head of Year due to failing to achieve 
96% attendance over the tutor monitoring period, the Head of Year will write to parents 
stating they will now be monitoring the student for a further 4 weeks. If the student 
achieves above 96% for this period, then a postcard will be sent by the Head of Year 
home. If they fail to achieve this the student will be referred to The Attendance 
Improvement Manager as advised in a letter. 
 
STEP 3 – If a student has failed to achieve the attendance target during the Head of 
Year monitoring parents are requested to attend an attendance meeting with the 
Attendance Improvement Manager and the student’s Head of Year. During this meeting 
any issues can be discussed and a plan of action will be agreed.  An attendance 
contract between school and home will be devised and signed. If there are NO absences 
during this monitoring period, the student will be referred to their Head of Year to monitor 
for a further 4 weeks and then referred to Tutor monitoring. 
 
STEP 4 – If absences are still occurring during this monitoring period and adequate 
evidence is not received, then the school will have no other option but to refer parents to 
Leicestershire County Council under: 

● Section 444(1): if “a child of compulsory school age who is a 
registered pupil fails to attend regularly” at the school. This leads to 
a fine of up to £1000 per parent. 

● Section 444(1A): if “the child is absent without authorisation and the 
parent knew about the child’s absence and failed to act” This 
‘aggravated offence’ leads to a fine of up to £2500 per parent and/or 
up to 3 months’ imprisonment. 

 

Leaving School After Registration 

 
● A student can only leave the school site for a pre-arranged appointment if they 

have a written permission from a parent/carer to visit the doctor etc. They must 
inform reception who will code registers accordingly. 

● Any student that is out of the classroom / premises will be automatically deemed 
as absent without authorisation and will be dealt with in-line with the behaviour 
policy.  Parents will be informed immediately. 

● All students who feel ill during the day should report to class and request to go to 
the Attendance or medical office. They will then be seen by the appropriate 
member of the first aid team and a decision will be made if parents should be 
contacted. Students should not contact home and arrange to be collected 
without reporting to the Attendance Office first.  

 
IF A STUDENT FAILS TO COMPLY THE ABSENCE WILL BE CODED AS 

UNAUTHORISED AND THEY MAY LOSE THEIR PLACES ON FUTURE TRIPS 
OR YEAR 11 STUDENTS THE CHANCE TO ATTEND PROM.  
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Exclusions 

 
The Winstanley School do all that it can to avoid excluding students. We employ a 
number of early intervention strategies, with policies and procedures to promote quality 
inclusion and positive behaviour, with alternatives to exclusion.  Please refer to our 
Behaviour Policy for information on exclusions. Any exclusions will appear as authorised 
absence on a student’s record. 
 
  

Medical evidence 

 
All students who are absent the first week after a holiday, last two weeks of a term, 
sports day or trips day will need medical evidence for the absence to be authorised. 
 

Responsibilities for Attendance at The Winstanley School  

 
The Winstanley School will ensure that: 

● Students are registered accurately and efficiently  
● Attendance targets are set for individual students, tutor groups, year 

groups and the whole school. 
● Attendance and punctuality data and robustly monitored and reviewed 
● Students with excellent and improved attendance will be rewarded 

Governors will: 
● Monitor whole school, year group and sub group attendance on a monthly 

basis 
● Ensure that there are appropriate resources to promote excellent 

attendance. 
 
Students will: 

● Attend school every day and on time  
● Bring a signed letter from their parent/carer explaining any absence on the 

first day of their return to school  
● Speak to their Tutor or Head of Year if there is a problem which may lead to 

absences.  
 
The Parents will:  

● Ensure that their child attends school every day and on time  
● Inform the school on the first day and then each day their child is absent 

giving a specific reason – Please see Appendix 1 for further information 
for Parents/Carers  

 
Senior Leaders will:  

● Hold Heads of Year to account regarding the attendance of their year group  
● Ensure that attendance remains a key focus in line management meetings  
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● Have an overview of the year group attendance  
● Have an overview of the interventions in place and measure their impact  

 
The Attendance Improvement Manager will:  

● Send text messages for unexplained 1st day absences  
● Implement the “Child Missing in Education” procedures 
● Meet weekly with Heads of Year to advise on individuals whose attendance is 

declining (including students at risk or who have already become persistent 
absentees)  

● Meet weekly with the Assistant Head of School responsible for attendance  
● Complete weekly attendance reports for SLT and HOY 
● Issue Form tutor’s weekly data for attendance charts 
● Attend Referral Panel meetings  
● Liaise with external agencies  
● Organise and Run School Attendance Panel meetings (SAP’s) See Appendix 2  
● Ensure that penalty notice warning letters are issued  
● Ensure that fixed penalty fines are issued  
● Ensure that a Police and Criminal Evidence (P.A.C.E.) meeting takes place for 

students whose attendance is a serious cause for concern  
● Prepare and attend court cases regarding attendance  
● Collate and analyse required statistics for management use and external returns.  
● Bring issues to the attention of the Assistant Head of School.  
● Produce attendance data and data charts for Tutors, HOY, Senior Leaders and 

Governors 

 
Head of Year (HOY) will:  

● Monitor all tutor groups attendance  
● Hold Tutors to account for the attendance of their tutor group  
● Meet with Tutors weekly to monitor tutor group’s attendance and to investigate 

individual student attendance  
● Ensure that Tutors liaise with students and their parents whose attendance is 

concerning  
● Support Tutors with parental contacts when required (e.g. there has been no 

response from a parent/guardian)  
● Liaise with the Attendance Improvement Manager on behalf of the Tutor, and 

keep them updated  
● Attend weekly attendance meetings with the Attendance Improvement Manager 

(LABS) 
● Attend School Attendance Panel (SAP) meetings  
● Ensure that appropriate interventions are put into place for students whose 

attendance is declining  
● Ensure that students whose attendance is a concern are discussed at the 

Referral Panel meetings  
● Present information on the year groups attendance to Senior Leader link in line 

management meetings  
● Ensure that attendance remains high profile in assemblies on a weekly basis  
● Ensure that students and tutor groups with excellent attendance are rewarded  
● Ensure that certificates and the attendance Mascot are presented every week in 

assembly to the most attended tutor group. 
● Ensure that the best tutor group of the week are issued ‘Jumper passes’ to use 

during the week at break or at lunch. 
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Heads of Department (HOD) and Heads of Faculty (HOF) will:  

● Ensure that the curriculum is relevant, engaging and differentiated as well as 
ensuring that all members of staff plan lessons which are stimulating and 
accessible by all students.  

● Ensure that punctuality to lessons is recorded by the class teacher and 
consequences adhered to.  

● Ensure that all registers are accurately completed in a timely manner by staff  
● Ensure that any truancy from lessons is dealt with appropriately and relevant staff 

are informed if students are missing.  
 
Tutors will:  

● Complete the register accurately  
● Verbally welcome back any students who have been absent and verbally 

challenge any unexplained absences  
● Obtain written explanations for absence by issuing Letter 1  
● Ensure that all letters issued have been recorded on SIMS (either by Tutor or 

Faculty Clerk)  
● Monitor patterns of daily and weekly absences and alert the Head of Year to any 

concerning absence patterns (using attendance chart) 
● Provide information about the tutor group/individual attendance in weekly year 

team briefings  
● Contact parents regarding the attendance of their child  
● Provide agreed support for students whose attendance is declining in the tutor 

group  
● Reward students with 100% attendance  
● Ensure that attendance remains high profile in the tutor group and that all 

attendance displays in the room are kept up to date  
● Monitor daily afternoon absence of individuals in the tutor group and follow up 

any absences  
● Monitor daily post registration truancy and implement sanctions  

 
Class teacher will:  

● Complete all class registers accurately and promptly  
● Alert Tutors concerning any student(s) who are potentially truanting from their 

lesson.  
● Set consequences for any student(s) who truants from any lesson in line with our 

behaviour policy 
 
Reception and Parent Engagement Office Staff 

● Input all incoming telephone calls onto sims IF parents call reception 
● Monitor the sign out and sign in book, inputting all details onto SIMS 

 
PA to the Head of Years and Attendance Improvement Manager 

● Print all attendance certificates for the weekly assemblies 
● Enter all late students onto SIMS 
● Upload all letters and correspondence to SIMS and google drive 
● Monitor the daily attendance of “At Risk” students and alert the Safeguarding 

Lead/Head of Year of any potential issues with individual students. 
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●  Send letters to parents/carers as per school systems and procedures  
● Compile an absent student list each day and circulate this to Heads of Year  
● Answer attendance phone calls and act on messages by recording information on 

SIMs  
● Check morning and afternoon lesson registers for non-attendance and inform the 

Tutor, HOY and Senior Leaders link of any post registration truancy.  
 

Monitoring of the Policy  

 
Regular reviews (weekly) of performance against agreed targets at tutor group, year group 
and whole school levels will assess the effectiveness of this policy.  
 
Monitoring of targets  

● Tutors – individual students below 97% 
● HOYS – tutor groups and individuals who have attendance below 94%. Tutor groups 

and the year group for individual patterns of attendance, and groups’ attendance 
performance.  

● Attendance Improvement Manager - Individuals who are below 92% and 
unexplained absences at all levels.  

● Assistant Head of School will monitor HOY, year groups, Attendance Improvement 
Manager and whole School performance against targets - weekly and half termly.  

● The Leadership Team will receive weekly updates on attendance issues which will 
be raised in their subsequent meetings with the HOY they line manage.  

● Governors will monitor attendance against national averages on a monthly basis in 
the Governing Body meetings  
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Appendix 1 CODE  DESCRIPTION  MEANING  
/  Present (AM)  Present  
\  Present (PM)  Present  
B  Educated off site (NOT 

Dual registration)  
Approved Education 
Activity  

C  Other Authorised 
Circumstances (not 
covered by another 
appropriate 
code/description)  

Authorised absence  

D  Dual registration (i.e. 
student attending other 
establishment)  

Approved Education 
Activity  

E  Excluded (no 
alternative provision 
made)  

Authorised absence  

G  Family holiday (NOT 
agreed or days in 
excess of agreement)  

Unauthorised absence  

H  Family holiday (agreed)  Authorised absence  
I  Illness (NOT medical or 

dental etc. 
appointments)  

Authorised absence  

J  Interview  Approved Education 
Activity  

L  Late (before registers 
closed)  

Present  

M  Medical/Dental 
appointments  

Authorised absence  

N  No reason yet provided 
for absence  

Unauthorised absence  

O  Unauthorised absence 
(not covered by any 
other code/description)  

Unauthorised absence  

P  Approved sporting 
activity  

Approved Education 
Activity  

R  Religious observance  Authorised absence  
S  Study leave  Authorised absence  
T  Traveller absence  Authorised absence  
U  Late (after registers 

closed)  
Unauthorised absence  
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