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Overview 
 
Attendance at school is an important pre-requisite for a successful and fulfilling school career. 
Prolonged absence, irregular attendance and lack of punctuality can all serve to undermine 
educational achievement and results in considerable long-term disadvantage to children. 
 
The Local Authority, school, parents/carers, pupils and other members of the community are 
expected to work collaboratively to maximise attendance. 
 
The Legal framework governing attendance at school is set by: 

 Section 444 of the Education Act 1996 

 The Children Act 1989 

 Section 23 of the Anti-Social Behaviour Act 2003  

 The Education (Penalty Notices) (England) Regulations 2007  
 
Roles and responsibilities 
 
Parents  
The 1996 Education Act states that:- 
‘The parent of every child of compulsory school age shall cause him / her to receive efficient full-
time education suitable – 

a) to his / her age, ability and aptitude and 
b) to any special educational needs he/she may have, either by regular school attendance or 

otherwise’ 
 
Therefore parents have a vital role to play in their child’s education which is best achieved 
through positive partnership with the school. 
 
Parents can help their child by keeping requests for their child to be absent from school to a 
minimum and communicating with the school on issues related to attendance.  
 
School 
The school is responsible for: 

 Ensuring accurate registers are kept 

 Identifying and monitoring post registration absence 

 Deciding whether any absence is authorized or unauthorized 

 Developing a whole school attendance policy 

 Providing education suitable to the child’s age, aptitude and any special educational needs 

 Providing a safe environment which encourages good performance and attendance 

 Establishing effective lines of communication with parents/carers 
 
Local Authority 
The Local Authority has a statutory duty to promote and enforce regular school attendance, this 
duty being carried out, in the main, by the Education Welfare Officers. This may involve them 
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working with schools or working directly with parents in addressing specific issues related to 
improving their child’s level of attendance.  
 
Penalty notices 
The school has adopted the Wokingham Borough Council Penalty Notice Code of Conduct 
issued September 2014. 
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Current procedures and practice at Aldryngton Primary School 
 
Registration 
Attendance is recorded in a class register twice a day, once at the beginning of the morning 
session at 9.00am and once at the beginning of the afternoon session at 1.10pm. 
 
Late arrival 
If a child is not present at the time of registration, but reports to the office before registers 
officially close at 9.30am, they will be recorded as late. Children arriving after 9.30am will have 
the appropriate code for their absence recorded by the school office. 
 
Absence due to illness 
When a child is not able to attend school due to illness, it is the expectation that parents will notify 
the school as early as possible from 8.00am onwards on the first day of the absence. A written 
note is required from the parent when the child returns to school. 
 
After morning registration the registers are inspected and the names of pupils without a recorded 
reason for absence noted. The school then attempts to establish the reason for the absence by 
contacting the pupil’s parents/carers.  
 
Absence during term time 
Requests for leave of absence should be made as early as possible using the school’s form 
which can be found online or in the school entrance area. Such requests will only be sanctioned 
when circumstances require the child/ren to be absent from school such as a family wedding, 
sporting event, graduation, religious event, entrance exam.  
Family holidays taken during term time will not be sanctioned and consequently will be recorded 
as unauthorized in the attendance register and on the child’s end of year report.  The school will 
not sanction leave during KS2 SATs week.  
 
Following up absence 
If the school does not receive notification of the reason for a child’s absence, a letter is sent 
home requesting this information. If the information is not provided the absence is recorded as 
unauthorised. Registers are monitored by teachers and office staff for patterns of non-attendance 
and repeated lateness. Any concerns are raised with the Headteacher who will discuss them with 
the parents / carers and thereafter refer them to the Education Welfare Service depending on 
circumstances.  
 
Unauthorised absence. 
When an absence is unaccounted for or unsanctioned it is recorded as unauthorised in the 
attendance register and may be referred on to the Education Welfare service.  
 
Persistent absentees 
Pupils with attendance rates below 90% will be categorized as persistent absentees which will 
instigate an alert letter being sent to the parents concerned. The letter will ask that their child’s 
attendance is prioritized in order that an improvement is achieved in the following term. If,on 
reviewing the situation, there has been no or insufficient improvement, a meeting will be 
organised. The meeting will involve parents, school representatives and a member of the 
Education Welfare service in order to plan a program of support with set outcomes. 
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Penalty notices – The school operates within the guidelines set out by Wokingham’s Penalty 
Notice Code of Conduct document issued – September 2014 as summarized below: 
   
Regular and punctual attendance at school is both a legal requirement and essential for pupils to 
maximize their educational opportunities. It is an offence if a parent / carer fails to secure a 
child’s attendance and ensure that all absence is authorized. Sanctions of any nature are for use 
only where parental co-operation in this process is either absent or deemed insufficient to resolve 
the presenting problem. A penalty can only be issued in cases of unauthorized absence and are 
restricted to one per pupil per term. However there is no restriction on the number of times a 
parent / carer may receive a formal warning of a possible issue of a Penalty Notice.  
The issuing of a Penalty Notice is considered appropriate in the following circumstances: 

 Overt truancy (including pupils caught on truancy sweeps) 

 Parentally-condoned absences 

 Unauthorised holidays in term-time – 5 days or more - either a block of 5 days or 
made up of individual days with a maximum of one penalty notice being issued per 
term  

 Excessive delayed return from extended holidays without prior agreement ie 2 
days  

 Persistent late arrival at school (after the Register has closed) ie 15 occasions in a 
half-term 

 Less  than 80% attendance, the absences being unauthorized; during a 4 week 
period 

 
In Wokingham all Penalty Notices will be issued through the Education Welfare Service after 
consultation with the school. Arrangements for payment are detailed on the Penalty Notice. If 
paid within 21 days the fine is £60 per child per parent, and if paid between 22 and 28 days the 
fine increases to £120 per child per parent. If the fine is not paid by the 28 day deadline the 
matter will be taken to court. 
 
Further details are available on the Wokingham Council website or from the Education Welfare 
service. 

 


