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THE FOREST SCHOOL 

 

 

POLICY TITLE 
 

 Attendance and Punctuality 

PERSON(S) RESPONSIBLE 

FOR POLICY 

 

Assistant Head (Student Matters) 

 

WHO IS GOVERNED BY THIS POLICY 

Students, Parents or Carer 

 

POINT (S) OF CONTACT 

SLT, Community Leaders, Attendance Officer, APL and Form Tutor 

 

LINKS TO THE FOLLOWING POLICIES AND PROCEDURES: 

Safer Recruiting, Child Protection, Health and Safety, Behaviour and Inclusion, 

Disability Equality Scheme, Diversity and Equality Policy 

 

INTRODUCTION 

We aim to create a learning environment which enables and encourages all members 

of the community to strive for excellence. For our students to gain the greatest benefit 

from their education it is vital that they attend school and are punctual every day the 

school is open, unless the reason for the absence is unavoidable. Forest has always 

had very good levels of attendance – 95% or above is always our target. Below this 

figure means too many days of school missed. In order to sustain and further improve 

good attendance it is very important that all parents/carers are aware of, and support, 

our aims, policy and procedures. 

 

WHY REGULAR ATTENDANCE IS SO IMPORTANT 

Any absence affects the pattern of a child’s schooling and regular absence will seriously 

affect their learning. Any student’s absence also disrupts teaching routines so may 

affect the learning of others in the same class. Ensuring your child’s regular attendance 

at school is your legal responsibility and permitting absence from school without a 

good reason creates an offence in law and may result in prosecution. 
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PROMOTING REGULAR ATTENDANCE 

Helping to create a pattern of regular attendance is everybody’s responsibility - 

parents, students and all members of school staff. To help us all to focus on this we 

will:  

 Report to you regularly regarding your child’s attendance and punctuality rate 

 Promote good attendance by sharing individual and class achievements 

 Reward good attendance through student praise and rewards. 

 

UNDERSTANDING TYPES OF ABSENCE 

Every half-day absence from school has to be classified by the school (not by the 

parents), as either AUTHORISED or UNAUTHORISED. This is why information about 

the cause of any absence is always required, preferably in writing.  

Absences can be authorised for illness, medical/dental appointments which 

unavoidably fall in school time, emergencies, failure of county transport, days of 

religious observance, snow closures or other unavoidable causes.  

Unauthorised absences are those which the school does not consider reasonable and 

for which no “leave" has been given. This includes:  

 Parents/carers keeping children off school unnecessarily 

 Truancy before or during the school day 

 Absences which have never been properly explained  

 Children who arrive at school after 9:00am without good reason  

 Shopping, looking after other children or birthdays  

 Day trips and holidays in term time which have not been authorised in advance  

This type of absence can lead to the Local Authority using sanctions and/or legal 

proceedings. If your child is reluctant to attend please do not cover for their absence 

and make immediate contact with your child’s Community Leader.  

 

PERSISTENT ABSENTEEISM (PA)  

A student becomes a ‘persistent absentee’ (PA) when their attendance is at 90% or 

below for whatever reason. Absence at this level is doing considerable damage to any 

child’s educational prospects and we need parents’ fullest support and co-operation to 

tackle this.  

We monitor all absence thoroughly. Any case that is seen to have reached the PA mark 

or is at risk of moving towards that mark is given priority and you will be informed.  

PA students are tracked and monitored carefully through our pastoral system.  

PA cases may be made known to the Local Authority through Student Entitlement and 

may be subject to an Action Plan. 
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LOCAL AUTHORITY – PUPIL ENTITLEMENT 

Parents are expected to contact school at an early stage and to work with the staff in 

resolving any attendance concerns together which is nearly always successful. If 

difficulties cannot be sorted out in this way, the school may refer the child to Pupil 

Entitlement and an Investigating Officer may be appointed. He/she will review the 

attendance issues and work with the family and the school to try and improve 

attendance.  

Parents or children may wish to contact Pupil Entitlement themselves to ask for help 

or information. They are independent of the school and will give impartial advice. 

Telephone no. 03302 228200.  

Failure to improve attendance could result in legal action being taken. This could 

include prosecution of parents, Education Supervision Orders and Fixed Penalty 

Notices. For further details please contact Pupil Entitlement: Investigation.  
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School Day 

Lesson Register Taken Register Closes 

School Open to Students 08.20am NO REGISTER 

Tutor Time (AM Register) 08:30am 08:35am 

Lesson 1 09:00am 09:05am 

Lesson 2 10:00am 10:05am 

Morning Break 11:00am to 11:30am NO REGISTER 

Lesson 3 11:30am 11:35am 

Lesson 4 12:30pm 12:35pm 

Lunchtime 1:30pm to 2:00pm NO REGISTER 

Lesson 5 (PM Register) 2:00pm  2:05pm 

End of School Day 3:00pm  

 

The register will close five minutes after the start of all lessons.  Any student who 

arrives after the closing of the register will count as late, with the number of minutes 

being recorded via SIMS Lesson Monitor. 

The local authority recommends that unless there is prior agreement or good reason, 

should a student arrive more than half an hour late after the registration closes, this 

should be recorded as an unauthorised absence (U). It is important that all students 

arrive at school punctually.  If a student is late, he should report to Student Reception 

to be marked in, this ensures that in case of emergency the school has an accurate 

head count.  

 

Students arriving late to lessons with an unauthorised absence (e.g. music lesson, 

staff withdrawal) will be marked as present. Student punctuality is monitored regularly 

and if any student has three lates or more in a week they will be issued with a 

Community Leader detention; if attendance does not improve they will be issued with 

an SLT detention. 

 

Pupil Entitlement Investigation is also responsible for issuing employment 

certificates. All students doing any work outside, paid or unpaid, need an 

employment certificate. Application forms can be obtained from the school. If 

attendance is not at a certain level, employment certificates will not be issued. 
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Procedure for an Absent Student 

If a student is absent, the school expects Parents/Carers to make contact as early as 

possible.  Parents/Carers should phone the main school number (The Forest School – 

Tel: 01403 261086) and follow the instructions for an ‘Absent Student’. When leaving 

a message you need to give your child’s name, year and tutor group and a brief 

explanation of why they are absent, together with the expected day of return.  If no 

word is received from the Parents/Carers the school will endeavour to contact the 

Parents/Carers on that day either by phone call or text.  The school follows up all 

absences where no reasons are given by either phone or text.  If the reasons for the 

absence remain unspecified it will be classed as unauthorised. 

 

It is the Parents’/Carers’ legal responsibility to ensure their child’s good school 

attendance and punctuality.  If attendance or punctuality is persistently unsatisfactory, 

initially the school will liaise with the parent verbally and/or by letter.  If attendance 

does not improve a meeting will be required with your child’s Community Leader / Link 

Assistant Head Teacher.   

If the situation does not improve (i.e. the student’s unauthorised absence reaches 10 

sessions) the school will consider a referral to the Educational Welfare Service.  Should 

a student’s attendance/punctuality still not improve, the Parents/Carers could be 

prosecuted under the 1996 Education Act.  Alternatively, an Education Supervision 

Order could be sought in the Family Proceedings Court under the 1989 Children Act. 

 

Medical Appointments 

If a student has a medical appointment, Parents/Carers must notify the Attendance 

Administrator either by a phone call or letter stating the details of the appointment 

and whether the student is expected to be in school before or after the appointment. 

If a student needs to leave for a medical appointment during school hours he or she 

must be signed out / in at Student Reception and have a letter to confirm this. 

Parents/Carers are asked to make every possible effort to make appointments out of 

school hours. 

 

Holiday Requests 

With effect from 1st September, 2013 there is now no legal entitlement to holidays 

during term time and this should be avoided.  Any holiday request will automatically 

be classed as unauthorised absence and after 5 days, a Fixed Penalty Notice can be 

issued by the Educational Welfare Services. 
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Amendments to the 2006 regulations remove reference to family holiday and 

extended leave as well as the statutory threshold of ten school days.  The 

amendments make it clear that Headteachers may not authorise any leave of 

absence during term time unless there are exceptional circumstances. If the 

leave is authorised, the Headteacher should determine the number of school days a 

student can be away from school. 

Examples of exceptional circumstances would include: 

 Funeral of immediate or close relative 

 Religious observation on days officially set apart by the religious body to 

    which the parents belong 

 Close family weddings 

 Dental and Medical appointments that cannot be arranged outside the school  

    day 

 Music / dance exams 

 Educational / Interview visits to other schools 

 Compassionate leave  

 

However, this is not an exhaustive list, and each request for absence will be looked at 

on its own merits. 

 

A ‘Leave of Absence’ Form can be obtained from the school office or the school website 

and must be completed when withdrawal from learning is being requested.  Appendix 

A is an example.  

Parents/Carers should be aware that The Forest School will follow the WSCC guidelines 

on issuing Fixed Penalty Notices and that unauthorised absences of 10 sessions or 

more (each half day counts as one session) could result in the issuing of a Fixed Penalty 

Notice (FPN) by the local authority. 

On Department for Education guidance, any unauthorised holidays of five 

consecutive days or more could lead to the issuing of a Fixed Penalty Notice 

(a guidance leaflet is available on request or found on the school website). 

 

Lateness, authorised and unauthorised absence at school 

Poor punctuality is not acceptable. Unauthorised absence or being frequently late could 

result in fine or prosecution. 

Every school, by law, has to register students twice a day; first thing in the morning 

at the start of the school day, and again in the afternoon session. If a student fails to 

attend or arrives late they can be marked as an absence for that session. 



 7 

It is a parent’s responsibility to ensure their children arrive at school on time. Lateness 

can disrupt the learning of others and can result in a student feeling greater stress and 

achieving poorer outcomes. 

All time out of school affects learning and achievement for students.  

If a student arrives after registration has closed, the absence will be recorded as 

unauthorised for that session.  

If your child has a persistent late record you will be asked to meet with his Community 

Leader to resolve the problem. If the problem persists you could face the possibility of 

a Fixed Penalty Notice. Please contact the school or Pupil Entitlement if you are having 

problems getting your child to school on time. 

 

Minutes late per day Equivalent of missing 

5 Minutes 3.4 school days a year 

10 Minutes 6.9 school days a year 

15 Minutes 10.3 school days a year 

20 Minutes 13.8 school days a year 

30 Minutes 20.7 school days a year 

 

 

EXCEPTIONAL CIRCUMSTANCES 

In exceptional circumstance a student may be authorised absence. Regardless of 

whether the absence is authorised or unauthorised, after ten days in which no contact 

can be made with the Parents/Carers, the school will make a referral to the Pupil 

Entitlement and consult the CME (Child Missing Education) Team. If the school can 

make contact with the Parents/Carers, it will warn them if possible, in writing, that it 

will consider taking the student off roll if he does not return by an agreed date.  If the 

student does not return within 20 days of the expected/agreed return date, the school 

will take the student off roll. 

If taken off roll, Parents/Carers would need to reapply for a place through West Sussex 

County Council Admissions on their return and a place cannot be guaranteed at their 

current school. 

Genuine illness will be authorised, although the school reserves the right to ask for 

medical clarification if a student’s medical absences are above the amount expected 
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for a usually healthy child.  If it has been necessary for a student to have extended 

absence due to illness, the school will work with the student, Parents/Carers and any 

other involved agencies to instigate a re-integration programme for that student. 

 

 

FIXED PENALTY NOTICES (FPNs)  

The aim of FPNs is to ensure regular attendance and punctuality which maximises 

educational outcomes for young people.  

Forest works within the local authority’s Code of Conduct for Fixed Penalty Notices 

(revised Summer 2015). The Code of Conduct outlines the eligibility criteria for the 

issue of a Fixed Penalty Notice which is when a student has a minimum of 10 school 

sessions (5 days) recorded as unauthorised in a 10-week period.  

Unauthorised absence would include: 

 Any absence recorded as unauthorised  

 A holiday in term time which has not been authorized by the Headteacher  

 Late arrival at school after the register has closed – at Forest this is 5 minutes 

after the stated registration times  

Forest will assess each case on an individual basis against the above criteria to ensure 

its appropriateness before referring to the local authority to issue a FPN. The 

assessment will involve the child’s Community Leader and other professional(s) if 

appropriate.  

Further details on FPNs are outlined in the local authority’s parental guide to FPNs 

(Summer 2015) and the local authority’s Code of Conduct (Summer 2015).  

 

SUMMARY 

The school has a legal duty to publish its absence figures to parents and to promote 

attendance. Equally, parents have a duty to make sure that their children attend. All 

school staff are committed to working with parents and students as the best way to 

ensure as high a level of attendance as possible. 
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Monitoring and Review of Policy 

 

Approved by the Governing Body at their May 2021 meeting.  

To be reviewed every 2 years, review date Spring 2023 

 

 

Signed:___________________________________ (Chair of Governors) 

 

 

Date: __________________________ 

 


