Attendance & Punctuality Policy
Introduction and Rational
Grosvenor Park Academy recognises the importance of good attendance and the impact it has on children’s
progress, attainment, enjoyment of learning and relationships within school. Good attendance helps a child to
realise their potential. Everyone associated with the school including teachers, children, governors and parents are
encouraged to work in partnership to create a culture which promotes and values good attendance. Good
attendance is promoted via our policy and prospectus and is recognised and rewarded as an achievement. The
school monitors attendance and ensures quick and early intervention if a problem is identified. A child must attend
school on each and everyday that they are required to do so unless an exceptional circumstance arises.
The Attendance & Punctuality Policy is based on the premise of equal opportunities for all.
School Attendance Officers: R Clark (Head of School & DSL), L Dunkerley (Office Manager)
Legislation
Section 7 of the Education Act 1996 states that “The parent of every child of compulsory school age shall cause
him/her to receive efficient full-time education suitable … to [their] age, ability and aptitude, and …to any special
educational needs [they] may have, either by regular attendance at school or otherwise”.
Section 444 (1) of the Education Act 1996 makes it a criminal offence for a parent to fail to secure their child’s
attendance at the school at which they are registered, where that absence is not authorised by the school.
Therefore, regular and punctual attendance at school is a legal requirement, as well as being essential to enable
children to maximise their educational attainments and opportunities. For the purposes of Education Law the
definition ‘parental responsibility’ lies with whomever the child resides. This could be one parent, both parents
and/or carer/s.
Procedure
Children are expected to attend school regularly, unless there is good reason for absence.
There are two types of absence:
•
Authorised (where the school approves a pupil absence)
•
Unauthorised (where school will not approve the absence)
The school has a duty to safeguard all of its pupils therefore if a child is absent, parents/carers should inform the
school on the first day of absence, and each day of absence, thereafter, stating the reason. The school office will
make telephone contact with home on the first day of absence and the parent/carer has not notified the school of
the absence. Contact made and/or reasons for absence will be recorded within each individual child’s Arbor profile.
If no contact can be achieved or the reason for absence is not accepted the absence will be unauthorised. At this
point, the school may refer to the procedures in the Missing Child Policy if there is a concern about the welfare or
wellbeing of the child.
1. Punctuality
The school opens for all pupils at 8.40am. Registration opens for all pupils at 8.45am and closes at 9.00am. All
pupils are expected to be in school for registration by 9.00am.
2. Lateness
The school registers are closed at 9.00am each morning. These are legal documents and are marked twice daily. All
latecomers will be given a “late after register closed” mark (L) if arriving at school after registration has closed at
9am with the number of minutes late recorded. Any child arriving after registration has closed, is to report to the
main office and be signed in using the digital signing screen by their accompanying parent or guardian. Any late

arrivals after 9.20am will be recorded on the register as U which is an unauthorised absence. If the school has been
advised that a child will arrive late due to a dental/medical appointment, an attendance mark will be given on arrival.
Children who are consistently late for school are disrupting not only their own education but also that of other
children. Where persistent lateness gives cause for concern, further action may be taken which may include referral
to external agencies.
3. Appointments
The school operates a signing out system for appointments and other periods of absence. Pupils leaving school, for
any reason whatsoever, will be signed out, and if appropriate, back in again. This enables the school to monitor
absence levels for appointments, and for health and safety reasons should the school need to be evacuated. Parents
and Guardians should avoid appointments within the school day, where possible, and inform the school where this is
not possible in advance of the appointment. Copies of appointments cards may be requested by the school to help
verify the absence.
4. Medical Absence
Absence due to sickness should be reported to the school by 9.15am on the first day of absence. The school should
be kept informed during longer periods of absence. Any medical absence in excess of 5 days (10 sessions) should be
supported by medical evidence. If no medical evidence is received, then the absence will be recorded as
unauthorised. School will contact parents during the first day if no satisfactory reason for absence has been received.
The school will work with all families on an individual basis if medical absences exceed the maximum threshold.
5. Recording and Reporting Absences.
When appropriate, parents will be informed of their child’s attendance level, and may be invited into school to
discuss their child’s attendance if it was to drop below 96% for no specific medical, or other acceptable reason. The
monitoring process will include a three-step referral procedure; this includes the issuing of standard letters.
Absence figures will be included in each child’s annual progress report. Where a pattern of poor attendance exists
and attendance does not improve, despite the school’s involvement, the Educational Welfare Officer (EWO) will be
asked for help and school staff will be used as and when required to support the child and family.
6. Application For Exceptional Circumstances.
In September 2013, amendments to the Education (Pupil Registration) (England) Regulations 2006, make it clear that
Head Teachers may not grant any Leave of Absence (holiday) during term time unless there are ‘Exceptional
Circumstances’.
The Head Teacher and members of the Governing Body will determine what constitutes an exceptional circumstance
on an individual basis. If parents/carers need to request Exceptional Leave of Absence, they must complete an
‘Exceptional Leave of Absence’ form available from the school office. It should be noted that if any application is
declined and unauthorised absence occurs, then school may apply to the Local Authority for consideration of a Fixed
Penalty Notice which would be issued to each parent/carer according to the appropriate legislation.
A child’s absence during term time seriously disrupts their continuity of learning. Not only do they miss the teaching
on the days they are away, but also they are less prepared for the lessons building on that teaching when they return
to school. There is a consequent risk of under achievement, which we must seek to avoid. Clearly, there are times
when children are unwell and cannot avoid being absent from school. Absence for any reason other than sickness
must be avoided.
The school reports attendance levels to the Governing Body and Academy Trust. The governing body is responsible
for ensuring any attendance issues are dealt with in line with school policy.
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Appendix 1.

Cheshire West & Chester
Code of Conduct for Education Fixed Penalty Notice (Unauthorised Leave of Absence & Irregular Attendance)
1. A Fixed Penalty Notice (FPN) can only be issued in cases of unauthorised absence.
2. A maximum of two FPNs may be issued in an academic year and these FPNs may be issued against each
parent/carer of a child. Once two FPNs have been issued, should there be further unauthorised absences,
the Local Authority are able to move to prosecution immediately.
3. A FPN may be issued per parent per child.
4. Penalty Notices may be considered appropriate if
• Unauthorised absences of at least 10 consecutive school sessions (five school days). Sessions
either side of a weekend or school holiday will be counted as consecutive school days.
• For poorly attending pupils, at least 10 sessions (five school days) lost due to unauthorised
absence during a school term. These do not need to be consecutive.
• For poorly attending pupils, persistent late arrive at school in a term. Persistent means at least
10 sessions of late arrival.
• Truancy
• The presence of an excluded child in a public place in the child’s first five days of exclusion.
5. The Academy must notify parents of the Attendance Policy and clearly state that parents may receive an FPN
for an unauthorised leave of absence relating to holiday in term time.
6. Schools and the Education Welfare Services will take into account and exceptional circumstances when
determining whether to issue a FPN
Cheshire West & Chester: Education Welfare Service.
The Education Welfare Service delivers on the Statutory Duties of the Local Authority (LA):
•
•
•
•
•
•
•
•

Identification of Children Missing Education (CME) - (see current CME Guidance and Procedures)
Improving attendance via investigation/enforcement process
School Attendance Orders
Contribute to the Code of Conduct for Fixed Penalty Notices
Assessment of Fixed Penalty Notice Warning requests
Assessment and Guidance for Education Act 1996 (section 444) Parental Prosecution
Child Performance/Employment Regulation (Child Licensing)
Right to inspect Attendance Registers

EWS Manager: Morag Bragger
The Education Welfare (District) Officers are:
Chester/Rural
Ellesmere Port/Neston
Winsford & Northwich
Child Licensing Officer

Karen Deans 01244 976905
David Williams 01606 275090
Susie Sheasby 01606 275133
Gareth Lewis 01606 275642

EWS Telephone: 01606 275759
Email: educationwelfare@cheshirewestandchester.gov.uk

Appendix 2: CWaC Attendance Guidance Flow Chart.

Appendix 3: Intervention
Early Intervention: Each step should be recorded on Arbor
• First Day Contact (via telephone call or text message alert)
• Attendance Letter (If poor attendance persists)
• Face to Face Attendance Meeting (arranged through formal invitation in writing)
N.B It is at this point that all contact with the parent should be regarded as possible evidence for any future legal
proceedings.
Formal Intervention:
Attendance Panels
Invitation to an Attendance Panel should be in writing. Attendance Panels provide the opportunity to consider:
● Sending a Medical evidence letter
● Using a Parenting Contract
● Initiating a TAF if there are multiple issues
● Consider an Education Supervision Order (ESO*) using the Welfare Checklist.
ESO*
There are a number of principles, which the Children Act 1989 requires the Court to consider before making an Order.
• Ascertainable wishes of the child
• Physical, Emotional and Educational Needs
• The likely effect on the child of any changes in his/her circumstances
• Any harm which the child has suffered or is at risk of suffering
• How capable are his/her parents of meeting his/her needs
• Age, sex, background and any characteristics of him/her which the Court consider relevant
The Children's Act 1989 allows the LA to apply for an Education Supervision Order on any child of compulsory school age, whom
it is felt, is not being properly educated. An Education Supervision Order lasts for one year initially, but may be extended for up
to three years on application.
If an Education Supervision Order is made on a child, he/she will be required to:
● Attend school regularly.
● Allow the School Supervisor to visit him/her at the place where he/she is living.
● Meet with the School Supervisor on a regular basis.
● Discuss with the School Supervisor any problems which arise which could prevent him/her attending school.
● Keep to any reasonable instruction which the School Supervisor may give.

Parenting Contracts
Parenting contracts can be used in cases of irregular school attendance. A parenting contract is a formal, written,
signed agreement between parents and either a LA or the governing body of a school. A parenting contract should
contain a statement:
● By the parents, that they agree to comply for a specified period with whatever requirements are set out in
the contract.
● By the LA, or governing body, agreeing to provide support to the parents for the purpose of complying with
the contract.
Parenting contracts are voluntary, but any non-compliance should be recorded by the school or LA so that it can be
used as evidence in court if an application is made for a parenting order.
TAF - Team Around the Family
The Team Around the Family (TAF) is Cheshire West and Chester’s (CWAC) approach to conducting an assessment of
a family's additional needs (including the needs of the children) and deciding how those needs should be met.
https://www.cheshirewestandchester.gov.uk/residents/health-and-social-care/children-and-young-people/teamaround-the-family.aspx
https://www.cheshirewestlscb.org.uk/multi-agency-assessment-toolkits/

Appendix 4: Fixed Penalty Notice (FPN)

Fixed Penalty Notices are used as an early intervention to tackle low level irregular attendance. They are not to be
viewed as a punitive measure or to tackle entrenched long term attendance problems. In cases of persistent absence
and where there is historic absence a prosecution should be considered.
The EWS will consider issuing a FPN warning letter if the unauthorised absence is greater than 10 sessions and less
than 26 sessions in a term and there is evidence of the following:
●
●
●
●
●
●

First Day contact
Letter to parent advising of irregular attendance
Letter of invite to attend a meeting in school
Letter of invite to an Attendance Panel
Minutes of an Attendance Panel, if parent attended
ESO consideration on the FPN Checklist form

FPN warning letters should be requested in a timely manner as historic absences will not meet legal deadlines.
When a FPN warning letter is issued by the EWS, the school will be sent a copy of the letter and notification of the 15
day monitoring period, including the first day of the monitoring period and the last day of the monitoring period.
At the end of the monitoring period, it is the responsibility of the school to send a registration certificate to the
EWS. The registration certificate must be received within 10 days of the end of the period to ensure that legal
timescales are met.
●
●

●
●

No unauthorised absence in the monitoring period, no further action and the action is closed.
Unauthorised absences in the monitoring period, the EWS will request that a penalty notice is issued. On
receiving the penalty notice, a parent has up to 21 days to pay £60 per child per parent. After 21 days and
up to 28 days, the penalty notice increases to £120.
Penalty notice is paid; there is no further action for EWS and school continues to monitor attendance.
Penalty notice is unpaid; the EWS will complete a FPN section 9 witness statement. The school must
complete a headteacher’s certificate stating the dates of the absences and the monitoring period.

Warning Letters
First Warning Letter: If there is continuing irregular attendance and unauthorised absence and there is evidence
that a parent is failing to ensure their child’s regular attendance at school a First Warning Letter is issued. An
example is provided within the CWaC guidance document.
Attendance Planning Meeting (APM)
If there is continuing irregular attendance and unauthorised absence, an APM should be considered after the First
Warning Letter has been issued. Further information is provided within the CWaC guidance document.
Final Warning Letter
If the child continues to be absent from school, after the First Warning Letter has been sent and an APM has been
offered, the Final Warning Letter should now be sent. This informs the parent that the school is referring the matter
to the LA to instigate Legal Proceedings. The school can now start collating it’s evidence to write the Section 9
Witness Statement.

