
 
The Warriner Multi Academy Trust 

The WMAT Attendance Policy 

1. Aims 

The Warriner Multi Academy Trust wants the best outcome for pupils at all its 
schools. The WMAT recognises a clear link between attendance and attainment of 
students. The aim of this policy therefore is to prevent students from being 
deprived of their educational opportunities by non attendance.  

This policy is the overarching principles which are followed by all WMAT schools. 
Specific details of procedures to follow for pupils and parents can be found in the 
school specific attendance policy in appendix 1. 

We aim to maximise the attendance of each and every pupil by; 

• Having a consistent approach to managing absence across all our schools. 

• Identifying and addressing patterns of absence as quickly as possible. 

• Establish good home school links and communication systems both to ensure 
the safety of our students and to support parents to perform their legal duty 
to ensure their children of compulsory school age attend regularly and 
punctually and do not take unauthorised absence. 

• Educating students and parents on the impact of persistence absence, 
including recognising those students whose attendance is outstanding. 

• Utilising penalty notices through the Local Authority when alternative 
methods have been unsuccessful in reducing unauthorised absence 
(including persistent absence) 

2. Legislation and guidance 
This policy meets the requirements of the school attendance guidance from the 
Department for Education (DfE), and refers to the DfE’s statutory guidance on 
school attendance parental responsibility measures. These documents are drawn 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance


from the following legislation setting out the legal powers and duties that govern 
school attendance: 

• The Education Act 1996 
• The Education Act 2002  
• The Education and Inspections Act 2006 
• The Education (Pupil Registration) (England) Regulations 2006  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2011 
• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2016 
• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

3. Roles and responsibilities 
The WMAT Board of Directors 

The Directors of the Warriner Multi Academy Trust are responsible for reviewing 
this policy and ensuring that it meets the vision and ethos of the Trust. 

The Local Governing Body 

The Local Governing Body is responsible for reviewing the school specific 
attendance policy and for monitoring attendance figures for the whole school on at 
least a termly basis. It also holds the Head Teacher to account for the 
implementation of this policy. 

The Head Teacher 

The Head Teacher is responsible for ensuring that the school’s policy is consistent 
with the WMAT policy and that it is implemented consistently across the school, 
and for monitoring school-level absence data and reporting it to governors.  

The Head Teacher also supports other staff in monitoring the attendance of 
individual pupils and issues fixed-penalty notices, where necessary. 

The attendance officer 

The attendance officer: 

Monitors attendance data at the school and individual pupil level 

Reports concerns about attendance to the Head Teacher 

Works with education welfare officers to tackle persistent absence 

Arranges calls and meetings with parents to discuss attendance issues 

Advises the Head Teacher when to issue fixed-penalty notices 

https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.centralbedfordshire.gov.uk/Images/amendment-regulation-2010_tcm3-8642.pdf
http://www.legislation.gov.uk/uksi/2011/1625/made
http://www.legislation.gov.uk/uksi/2013/756/made
http://legislation.data.gov.uk/uksi/2016/792/made/data.html
http://www.legislation.gov.uk/uksi/2013/756/pdfs/uksiem_20130756_en.pdf


Class teachers / form tutors 

Class teacher / form tutors are responsible for recording attendance on a daily 
basis, using the correct codes, and submitting this information to the school office 
as per the procedures related to their individual school and in accordance with DfE 
guidance. 

Office/reception staff 

Office/reception staff are expected to take calls from parents about absence and 
record it on the school system.   

4. Links with other policies 
This policy is linked to our child protection and safeguarding policy 

5. Monitoring and review of this policy 
This policy will be reviewed at least annually to ensure that it continues to meet 
statutory requirements and that it is effective in meeting its aims. 

6. School procedures 
See appendix 1 individual school attendance policy to understand specific 
procedure in your school. 

Attendance register 

By law, all schools are required to keep an attendance register, and all pupils must 
be placed on this register. The school has a legal duty to distinguish between 
authorised and unauthorised absence on this register. Every entry made in the 
attendance register will be preserved for 3 years after the date on which the entry 
was made.  

Pupil-level absence data is collected each term and published at national and local 
authority level through the DfE's school absence national statistics releases. The 
underlying school-level absence data is published alongside the national statistics. 
We compare our attendance data to the national average, and share this with 
governors.  

Lateness and punctuality 

A pupil who arrives late but before the register has closed will be marked as late, 
using the appropriate code. 



A pupil who arrives after the register has closed will be marked as absent, using 
the appropriate code. 

Persistent lateness has a significant impact on a student’s learning and will be 
addressed in the same way as persistent absenteeism. 

See the appendix 1 the school attendance policy for your child’s school 
procedures. 

Unplanned absence 

You must always notify your child school if they will not be in. See appendix 1 the 
school attendance policy for your child’s school procedures. 

Absence due to illness will be authorised unless the school has a genuine concern 
about the authenticity of the illness. 

If the authenticity of the illness is in doubt, the school may ask parents to provide 
medical evidence, such as a doctor’s note, prescription, appointment card or other 
appropriate form of evidence. We will not ask for medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will 
be recorded as unauthorised and parents will be notified of this in advance. 

Medical or dental appointments 

Missing registration for a medical or dental appointment is counted as an 
authorised absence; advance notice is required for authorising these absences. See 
appendix 1 the school attendance policy for your child’s school procedures. 

However, we encourage parents to make medical and dental appointments out of 
school hours where possible. Where this is not possible, the pupil should be out of 
school for the minimum amount of time necessary. 

Following up absence – missing from school 

The school will follow up any absences to ascertain the reason, ensure proper 
safeguarding action is taken where necessary, identify whether the absence is 
approved or not and identify the correct attendance code to use.  

See appendix 1 the school attendance policy for your child’s school 
procedures. 

Authorised and unauthorised absence 

Head Teachers of WMAT schools will not grant any leave of absence to pupils during 
term time unless they consider there to be 'exceptional circumstances'. 

The school considers each application for term-time absence individually, taking 
into account the specific facts, circumstances and relevant context behind the 
request. A leave of absence is granted entirely at the headteacher’s discretion. 



You must apply for leave of absence in advance – see the school attendance 
policy for your schools procedures. 

7. Legal sanctions 
Schools will fine parents for the unauthorised absence of their child from school, 
where the child is of compulsory school age. 

If issued with a penalty notice, parents must pay £60 within 21 days or £120 within 
28 days. The payment must be made directly to the local authority. 

The decision on whether or not to issue a penalty notice ultimately rests with the 
Head Teacher, following the local authority’s code of conduct for issuing penalty 
notices. This may take into account: 

A number of unauthorised absences occurring within a rolling academic year 

One-off instances of irregular attendance, such as holidays taken in term time 
without permission 

Where an excluded pupil is found in a public place during school hours without a 
justifiable reason 

If the payment has not been made after 28 days, the local authority can decide 
whether to prosecute the parent or withdraw the notice. 

8. Monitoring and supporting parents to improve attendance 
All WMAT school monitors pupil absence on a weekly basis.  

• If your childs attendance drops below 90% the school will contact you to 
discuss the reasons for this.  

• If after contacting parents a pupil’s absence continue to rise, advice will be 
sought from the Warriner Multi Academy Trust attendance officer. 

• The school and the LA/MAT will work with the pupil and the parents to 
improve their attendance. Multi agency meetings may take place and 
parents will be asked to sign a parent contracts which aims to improve 
attendance. 

• The issuing of fixed penalty notice will be considered 

This policy was approved by the School Improvement Committee of 
the WMAT on the 6th February 2019. 

Review Due February 2021. 



Appendix 1 

Important attendance procedures for pupils and parents at  

Bishop Carpenter CE  
Primary School 

Attendance Policy into Practice 
Improving Achievement Together 

The Education Act 1996 states that Parents have a legal duty to ensure their children attend 
school regularly. 

1. School registers 
Pupils must arrive in school by 8.40am on each school day (doors open at 8.30am) 
The register for the first session will be taken at 8.45am and will be kept open until 8.50am.  
The register for the second session will be taken at 1.05pm and will be kept open until 1.10pm. 

Registering Attendance  
At Bishop Carpenter School we register attendance through: 

Formal Registers 
• Pupils are marked present or absent at the beginning of morning and afternoon school. 
• These registers are legal documents and we take great care to complete them accurately. 
• Registers must show whether absences are authorised or unauthorised. 
• Registration closes at 8:50am and after this time all absence that has not been reported by a 

parent will be recorded as ‘U’ 

2. Unauthorised and Authorised Absence 



The school has a duty to distinguish between authorised and unauthorised absence. 

AUTHORISED ABSENCE 

An absence from school is authorised when the school is satisfied the absence was for good and 
legally acceptable reasons e.g.: 

• The pupil was ill 
• The pupil was taking part in a day of religious observance (with prior information from parent/carer) 
• The school has been informed, in advance, of an intended absence e.g.:  
A doctor /dental appointment that could not be arranged outside of school hours. 

UNAUTHORISED ABSENCE 

• For which no explanation has been given 
• An absence for a reason the school cannot accept 

For example: 
- A shopping trip, haircut (or similar non-urgent appointment), looking after a younger child or 

parents at home, 
- When a pupil arrives after registration without an acceptable reason or when the parent takes a 

child away from school for a trip, visit or holiday which has not been agreed by the school in 
advance. 

All requests for absence related to holiday / prolonged, non-medical, absence in term time must be put 
in writing to the Headteacher; the Headteacher will respond, in writing, if the request has been 
authorised. 

3. Holidays in Term Time 

• Holidays in term time are very disruptive to a pupil’s learning. 
• Holidays should normally be taken during school holidays (referring to published calendar) 
• In exceptional circumstances the school will carefully consider a request for a pupil to take holiday 

in term time. The decision whether to authorise a holiday in term time will take into account the 
extenuating circumstances that the DfE has agreed: for example, if a parent is in the armed forces 
and has returned or is leaving for a tour of duty; if the leave has been recommended by a doctor as 
part of a rehabilitation programme; if the leave is to visit a close family member who is very poorly 
and it is the last time that the child is likely to see them.  

All requests for absence related to holiday / prolonged, non-medical, absence in term time must be put 
in writing to the Headteacher; the Headteacher will respond, in writing, if the request has been 
authorised. 

4. Unplanned absence 



Parents must notify the school on the first day of an unplanned absence – for example, if their child is 
unable to attend due to ill health – by  8.50am or as soon as practically possible.  In the case of 
sickness, specifically vomiting and diarrhea, 48 hours must pass from the last episode of sickness 
before returning to school. 
Parents should keep in touch with the school office if the unplanned absence is prolonged beyond 2 
days due to sickness. 
Parents should contact the school office on each day for any other unplanned absence reason. 

5. Punctuality 
Procedures if your child is late. Punctuality is very important and consistent or even one off lateness 
can often cause upset to a child for a range of reasons. 
• Pupils should arrive in time for morning and afternoon sessions 
• Registration is at 8.45am and 1.05pm 

6. Missing children 
If the school has not been notified of an absence and is not at school they will be considered “missing” 
and the following procedure will be followed; 
Parents should provide information about planned absences due to appointments, for example medical; 
this can be done by email, using the communication slips or writing a letter to the class teacher.  
Parents may be asked to provide evidence of the appointment details. 

7. How the school will report to you about attendance. 

Bishop Carpenter CE Primary school monitors attendance regularly throughout the year.  The school 
reports attendance figures to the Local Governing Body on a termly basis; this is broken down to year 
group, class, gender and groups of children. 

The school will also report attendance annually to parents during the summer term. 

At termly monitoring points, parents of pupils who have less than 95% attendance will be contacted by 
the school. 

The school will work in conjunction with the WMAT and LA to assist parents in improving attendance for 
their children; this may involve the setting up of CAF and TAC meetings.   

8. The Local Authority 

• By law, the Local Authority (LA) must enforce school attendance 
• The County Attendance Officer acts on behalf of the LA 


