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Introduction 
Regular and punctual attendance is a legal requirement and essential for children to maximise their 
educational outcomes and opportunities. 
For the purpose of the policy Wistaston Academy is referred to as the school. 
 
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 either by regular 
attendance at school or otherwise”. 

 

• Section 444 (1) of the Education Act 1996 states that “if a child of compulsory school age 
who is a registered pupil at a school fails to attend regularly at the school his parent is guilty 
of an offence”. 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 Education Law purposes, parental responsibility lies with whomever the child resides with. This 
may include one parent, both parent/s, or a carer/s. 
 
Objectives 

• To ensure that all learners attend school well, aiming for 100% attendance or as close as 
possible. 

• To ensure that all learners are punctual. 

• To win the support of parents in ensuring that their children attend school well and that 
they arrive on time. 

• To keep good electronic records of attendance through school registers and to take prompt 
action to follow up absences. 

• To investigate and act immediately where unauthorised absence is confirmed or suspected. 

• To work effectively with other agencies to follow up attendance issues promptly and 
efficiently. 

• To monitor closely pupils with attendance and punctuality issues and to work with parents 
and where appropriate, other agencies to bring about improvement. 

 
Procedures 

Children are expected to attend school for the full 190 days of the academic year, unless there is 
good reason for absence. 
 
There are two types of absence: 

• Authorised: Where the school has approved the reason for the learner’s absence. 

• Unauthorised: Where the school does not approve the absence or no valid reason is 
provided. 

Parents are required to notify the school on the first day of absence and provide daily ongoing 
updates if the absence continues as part of the school’s safeguarding procedures. If no contact is 
made, the school will: 

1. Contact parents/carers via telephone or email. 
2. If no response is received, undertake a home visit. 

If a satisfactory explanation is not provided, the absence will be recorded as unauthorised. 

 



Completing the Register 
 
Registers are legal documents and must be completed twice daily (a.m. and p.m.). They may be 
required as evidence in court proceedings for non-attendance. 

• The school uses a computerised registration system. 
• Morning and afternoon registration is at 8:50 a.m. for both Key Stages. 
• Nursery registers are at 9:15 a.m. for the morning session and 12:30 p.m. for the afternoon 

session. 

Registers must be marked using the Department for Education (DfE) codes. 

 
 
 
Lateness & Punctuality 

All late pupils must report to the main office, where minutes late will be recorded and reasons 
noted.  

• Pupils arriving between 8:50 a.m. and 9:20 a.m. will receive a late mark (L) 

• Pupils arriving after 9:20 a.m. will be recorded as unauthorised absence (U). 

 
PENALTY NOTICES 
 
Penalty Notices may be issued in accordance with the Cheshire East Council Code of Conduct where 
unauthorised absence occurs. 
 



 
 
 
Promoting Good Attendance and Punctuality  
 

• Worksheets on attendance; time-keeping monitoring sheets  

• Lessons on telling the time  

• Weekly attendance assemblies 

• Writing letters  

• Class/Children’s Council discussions on feelings, likes and dislikes about school  

• Peer group support – contacting friends who are absent  

• Positive support for those pupils who have been absent for a significant period – planned 
reintegration  

 
What Parents can do to help 
 
Let the school know immediately why your child is absent. Contact must be made with school each 
day your child is absent from school. Where no notification is given, the school will either telephone 
or send a text to the parent/carer and complete a home visit. After a lengthy illness, or where 
absence is a concern, we ask parents to send in a doctor’s note or letter and evidence that medicines 
have been prescribed.  



 
Communication with school is extremely important in supporting your child.  Try to make any 
dental/GP appointments outside of school time. 
 
IF PARENTS ARE WORRIED ABOUT THEIR CHILDS ATTENDANCE AT SCHOOL WHAT CAN THEY DO? 

- You can talk to Tina Brittain, Attendance Manager and Family Support Worker. 

- Talk to your child’s Class Teacher 

- Each school has a designated Education Welfare Officer who can be contacted through school 

 

Overview of Wistaston Academy Attendance Policy.  

If learners are to get the greatest benefit from their education in school, it is important that they 
have good attendance and arrive punctually.  As learners grow and prepare for their next stages of 
education and employment, they need to see good attendance and punctuality as important 
qualities that are valued by others and employers. We will do all that we can to encourage good 
attendance and punctuality.   
 
Where learners are not conforming to our high expectations for attendance and punctuality, we will 
put into place effective strategies to bring about improvement. Wistaston Academy will strive to 
ensure that the most vulnerable pupils are given the same opportunities, which may mean extra 
support in some cases.  This Attendance policy is based on the premise of equal opportunities for all. 
 
Useful Documents and Resources  
 

• DfES Consultation on the Education of Sick Children 2001  

• DfES LEA Behaviour Support Plans (Circular 1/98)  

• DfES/Home Office Social Inclusion: Pupil Support (Circular 10/99)  

• DfES Tackling Truancy Together  

• Cheshire East Council Code of Conduct on Penalty Notices  

• DFE Working Together to Improve School Attendance – August 2024 

• Guidance for parents on school attendance 
 

 


