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The Winston Churchill School - ATTENDANCE POLICY 
 
Review by: SLT / Attendance and Welfare Manager 

Adopted by the Full Governing Body: August 2020 

Next review: 2022 

 
Aim 

 
The Winston Churchill School aims to actively pursue the goal of regular attendance for every student. 
The Governing Body and staff of The Winston Churchill School are committed in partnership with parents1, 
students and the Local Authority (LA) to maintain the highest levels of attendance at the school. We firmly 
believe that regular attendance at school is fundamental to a child’s well-being and safety, educational 
achievement and social inclusion. 

 

Objectives 
 

• To ensure that parents understand the importance of punctuality and full attendance at school, 

• To encourage students to be aware of the importance of their own attendance and punctuality, 

• To respond promptly to student and/or parent concerns that may affect attendance, 

• To provide an establishment that is welcoming and rewarding for all students of all abilities, 

• To ensure that every child has full access to a curriculum that is relevant to his or her needs thus 
encouraging attendance, 

• To ensure that equality of opportunity and the development, performance and attainment of students is 
high on our agenda. 

• To fulfil the expectations of The Winston Way: 
 

 
1 The word ‘parent’ represents an adult with legal responsibility or day-to-day care for the student attending The 

Winston Churchill School. 

 

 

Coronavirus Pandemic: 
The school has taken all reasonable steps to put in place provisions to protect all members of 
the school community.  The school will work with parents and students to ensure that there is 
full attendance, with the aim that every child has the right to the opportunities that the school 
can provide. While consideration will be given to context, education is not seen as optional it 
is compulsory. Development of our risk assessment will take place, as research highlights 
further actions that supports those at greatest risk. 
If a child displays any of the coronavirus symptoms they must remain at home, a test 
arranged, and the school informed of the outcome.   
If the test is negative, the child can return to school; if the result is positive inform the school 
and the school will follow the advice of Public Health England as well as instigating the track 
and trace procedures. 
Any child found to be displaying coronavirus symptoms in school, will be isolated and the 
parents contacted to take the child home immediately and then to be tested. 
 
If a child is not attending school due to circumstances related to coronavirus (COVID-19) or a 
national lockdown, the school will immediately offer them access to remote education (details 
can be found in the school’s curriculum policy). The school will monitor engagement with this 
activity, but this does not need to be tracked in the attendance register.  
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Responsible 
Respectful 

Ready 

 
General Statement 
 
As a school, we actively encourage parents to ensure that their children achieve maximum possible 
attendance and that any problems that prevent this are identified and acted on promptly. Research has 
shown all students benefit from regular attendance at school and it is key to their social, emotional and 
educational progress and attainment. As part of our commitment to maximising attendance we take into 
account the statutory duties highlighted in the following documents: 

 
The Education Act 1996 

The Education (pupils’ attendance records) Regulations 1991 
The Education (pupil registration) Regulations 1995 (amended 2013) 

Social Inclusion: Pupil Support DfEE circ. 10/99 
Penalty Notices Anti-Social Behaviour Act 2003 Section 23  

 
Principles and Responsibilities 

 
Students 

 
Students have the responsibility to meet the expectations of The Winston Way. 

 
Parents  
 
Parents have the responsibility to:  
 

• Ensure their child’s regular attendance and be aware of their legal responsibilities, 

• Ensure that their child/ren arrive on time prepared for the school day, 

• Ensure that they contact the school on the first day of absence, before the start of the school day, 
or if known in advance, whenever their child is unable to attend school, 

• Contact the school promptly whenever a problem occurs that may prevent their child attending 
school, 

• Notify the school immediately of any changes to contact details, 

• Notify the school immediately of any home circumstances that may affect the attendance, 
punctuality, behaviour and learning of their child, 

• Support the school when disciplinary sanctions are required in relation to attendance and 
punctuality, 

• Attend meetings in school when required. 
 

School 
 
The school through its teaching and administrative staff has the responsibility to: 
 

• Provide a welcoming atmosphere, 

• Provide a safe learning environment, 

• Provide a response to any student or parent concerns, within 48 hours/two working days where 
possible 

• Keep regular and accurate records of morning and afternoon attendance and punctuality for all 
students, 

• Monitor the attendance and punctuality of individual students, 

• On the first day of absence, if no reason is provided from the parent/carer by 10:00am the school 
will endeavour to contact them that day by automated text, telephone or email messages. 

• Follow up all unexplained absences to obtain reasons from parents, although parents may offer 
a reason, only the school can authorise the absence, 

• Encourage good attendance, with rewards 
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• Provide support through the pastoral system for students with difficulties, 

• Escalate to the Inclusion Officer where necessary to support students, parents and the school to 
achieve its aims, 

 
Students Leaving During the School Day 

 
• Students are not allowed to leave the premises without prior permission from the school, 

• If it is agreed with the Year Leader that a student needs to go home, then the main office must make the 
call to the parent.  Students must not contact the parent directly, 

• Whenever possible, parents should try to arrange medical and other appointments outside of school 
hours, 

• Parents are requested to confirm in writing the reason for any planned absence, the time of leaving, 
whether the student is expected to return and at what time and whether the student will be collected or 
will make their own way to the appointment, 

• Students must sign out at the student entrance on leaving the school and sign back in on their return and 
their planner will note this accordingly, 

• Where a student is being collected from the school, parents are requested to report to the student 
entrance before the student is allowed to leave the site, 

 

Students Educated Off Site 
 

• When students are educated off the school premises, e.g. College, Work Placement, communication with 
the Provider is made daily, regarding attendance, so that the registers are marked accordingly and follow 
up calls made, to ensure the student is safe. 

 

Leave of Absence 
 

• It is school policy not to authorise any absences due to holiday taken in term time.  Some exceptional 
circumstances may be considered, when appropriate, 

• The Education Regulations 2013 which became law on 01 September 2013 state that Head Teachers 
may not grant any leave of absence during term time unless there are exceptional circumstances, 

• Parents should book their family holidays during the school holidays, no parents/carers can demand 
leave of absence for their child/children as a right. 

 
Punctuality and Lateness 

 

• First bell occurs at 08:20am and registration takes place at 08:25am.  Students who arrive after 08:25am 
will be recorded as late to school, 

• Students who arrive late are required to sign in at the student entrance if they are unable to register with 
their tutor. Students who arrive at all other times must also register their time of arrival at the student 
entrance with a reason.  

• Morning registers close at 09:00am.  Students who arrive after the register has closed, without a valid 
reason, are recorded as an unauthorised absence and could be liable to prosecution by the Inclusion 
Service, 

• Afternoon registration is taken during period 4 
 

Absence Due To Illness or Medical Reasons 
  

• Absence will only be authorised in cases of illness or other situations that have been discussed with and 
approved by the school, 

• However in the case of long term or frequent absence due to medical conditions, verifications from a GP 
or other relevant body may be requested before the absence is authorised. 
 

Truancy 
 

• Truancy will be dealt with in line with the school behaviour policy and with regard to safeguarding 
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• If truancy persists despite involvement from the Attendance and Welfare Manager the student may be 
referred to the Inclusion Officer for further action which may include prosecution for failing to ensure 
regular school attendance, 

 

Penalty Notices  
 
• In accordance with Government Regulations, the Inclusion Service, acting on behalf of Surrey County 

Council may issue a Penalty Notice as an alternative to the prosecution of a parent/carer for their child’s 
unauthorised absence from school and requires the recipient to pay a fixed amount.The amount payable 
on issue of a Penalty Notice is £60 if paid within 21 days of receipt of the notice, rising to £120 if paid 
after 21 days but within 28 days.If the Penalty Notice is not paid within 28 days, the Local Authority must 
prosecute the parent/carer for failing to ensure regular school attendance under Section 444 Education 
Act 1996. 

 

Circumstances when a Penalty Notices may be issued 
 

• The Education (Pupil Registration)(England)(Amendment) Regulations 2013, state that Head teachers may 
not grant any leave of absence during term time unless there are exceptional circumstances. The Head 
teacher is required to determine the number of school days a child can be away from school if leave is 
granted. 
 

• Where a child is taken out of school for 10 sessions or more and the ‘leave of absence’ is without the 
authority of the head teacher, each parent is liable to receive a penalty notice for each child who is absent. 
In these circumstances, a warning will not be given where it can be shown that parents had previously been 
warned that such absences would not be authorised and that they will be liable to receive a Penalty Notice 
if the leave of absence is taken. 
 

• The issue of a Penalty Notice will also be considered where a pupil has incurred 7 or more unauthorised 
sessions during the preceding 6 school weeks. This includes absences and late arrival to school after the 
close of registration without good reason. Before a Penalty Notice is issued, a Penalty Notice warning letter 
will be sent to parents by the school’s Inclusion Officer informing them that if their child incurs further 
unauthorised absences during the following 15 school days monitoring period, a Penalty Notice will be 
issued. The parents’ failure to engage with supportive measures proposed by the school or Inclusion Service 
will be a factor when considering the issue of a Penalty Notice. 

 
Penalty Notice relating to Exclusions 
 

• Section 103 of the Education and Inspections Act 2006 places a duty on parents to ensure that their child 
is not in a public place without justifiable cause during school hours when they are excluded from school. 
This duty applies to the first five days of each exclusion. Failure to do so will render the parent liable to a 
Penalty Notice. The amount payable is £60 if paid within 21 days of receipt of the Penalty Notice, rising to 
£120 if paid after 21 days but within 28 days. If the Penalty Notice is not paid, the recipient will be prosecuted 
for the offence under Section 103. Alternative education provision will be made from the sixth day of any 
exclusion and failure to attend such provision without good reason will be treated as unauthorised absence. 

 
Changing Schools 
 

It is important that if families decide to send their child to a different school that they inform The Winston 
Churchill School as soon as possible.  A student will not be removed from the school roll until the following 
information has been received and investigated: 
 

• The date the student will be leaving the school and starting the next, 

• The address of the new school, 

• A new home address if appropriate. 
The student’s school records will then be sent to the new school.  In the event that the school has not been 
informed of the above information, the family will be referred to the Inclusion Officer and Social Care. 

 
Signed: Chair of Committee………………………………………..  Date:……………….. 


