
 

 

 

 

 

Policy Statement 
 
In order to meet the needs of all of our children we are actively working towards ‘Dyslexia Friendly 
Schools status’. We believe that this will not only benefit children with dyslexic tendencies but will 
also have a significant impact on other pupils whose Literacy skills are not appropriate to their 
age, as strategies that are good for the dyslexic learner are good for everyone. 
 
The Governing Body believes that all children, regardless of ability and behaviour, are valued equally 
at Kinver High School. SEN and Pupil Premium children are not viewed as a separate entity but are 
part of the whole school approach, and different children’s needs are recognised and met through 
varied and flexible provision throughout the curriculum.  
 
It is the Governors policy to encourage maximum possible attendance of pupils. The following 
paragraphs describe the principles and procedures involved: 
 
 
1.  Principles 
 

1.1. Promoting excellent attendance is the responsibility of the whole school community.  
  
1.2. The School will promote good attendance through its use of curriculum and learning 
materials. Good behaviour by pupils will be recognised appropriately. All children should be at 
school, on time, every day the School is open, unless the reason for the absence is unavoidable.   
 
1.3. All children are sometimes reluctant to attend school. Any problems that arise with 
attendance are best resolved between the School, the parents and the child. If a child is reluctant 
to attend, it is never better to cover up their absence or to give in to pressure to excuse them 
from attending. This gives the impression that attendance does not matter and may make things 
worse. Permitting absence from school without a good reason is an offence by the parent.  
 
1.4. The School has a duty in law to refer to the Education Welfare Service (EWS) any absence 
of 10 days or more, where it has not been possible to make contact with the parent/carer or 
where there is general concern about the absence. 
 
1.5. The School is required to take an attendance register twice a day, and this shows whether 
the student is present, engaged in an approved educational activity off-site, or absent. For a 
student of compulsory school age, every half-day absence from school has to be classified by the 
School, as either AUTHORISED or UNAUTHORISED. Only the School can authorise the absence, 
not parents. This is why information about the cause of each absence is always required, 
preferably in writing.  
 
Authorised absences are mornings or afternoons away from school for a good reason like illness 
or other unavoidable cause. Unauthorised absences are those that the school does not consider 
reasonable and for which no “leave” has been given. This includes:  
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• parents keeping children off school unnecessarily;  
• truancy before or during the school day; 
• absences which have never been properly explained; and 
• children who arrive at school too late to get a mark; 
• holidays taken in term time which have not been authorised following a decision that the 

holiday can be authorised due to exceptional circumstances. 
 
1.6. Parents/carers whose children are experiencing difficulties should contact the School at an 
early stage and work together with the staff in resolving any problems.  This is nearly always 
successful. If difficulties cannot be sorted out in this way, the School may refer the child to the 
Education Welfare Officer from the Local Authority.  He/she will also try to resolve the situation 
with voluntary support. If other ways of trying to improve the child’s attendance have failed, 
these Officers can issue Penalty Notices or use court proceedings to prosecute parents or to seek 
an Education Supervision Order on the child.  The maximum penalty on conviction is a fine of 
£2,500 and/or 3 months imprisonment. 
 
Alternatively, parents/carers or children may wish to contact the EWO themselves to ask for help 
or information. They are independent of the School and will give impartial advice.  Their telephone 
number is available from the School Office or by contacting the Local Authority (Pupil Support 
Division). 

 
 
2. Procedures 
 
The School applies the following procedures in deciding how to deal with individual absences: 
 

2.1. If a student is unable to attend school, parents/carers are asked to contact the School Office 
before 9.30 am, giving the student’s name and tutor group together with the reason for the 
absence. A letter, signed and dated by the parent/carer, should be brought into school on the 
student’s return. The student hands the letter to their tutor who slips the note into the 
compartment in the register, from where the note is retrieved by the office staff. 
 
2.2. When a student arrives late for school, he/she should go directly to their tutor base if they 
are arriving before the end of the registration / tutor period and ensure that their tutor marks 
them in. Any student arriving later than this must sign in at the School Office. This is very 
important, in view of health and safety considerations (most notably, fire drills). 
 
2.3. If a student needs to leave school during the school day, he/she needs to have a letter with 
them, signed and dated by their parent/carer, giving details of the reason why their child will not 
be able to attend school. This should be passed to the student’s tutor for information and 
authorisation, who will pass this back to the student. When the student needs to leave school, 
he/she must go to the School Office to get a signing out slip before leaving the school premises. 
Again, this is very important, in view of health and safety considerations (most notably, fire drills). 
 
2.4. Parents should avoid taking holidays during term time. Nevertheless, if parents believe that 
there are exceptional circumstances which make such a holiday justifiable they should write to 
the Headteacher requesting that the absence be authorised. The Headteacher will decide if there 
are exceptional circumstances and if so will authorise the absence. The Headteachers decision 
will be communicated to the parents by letter. 
 
2.5. The School operates a first day call system for managing absences, whereby parents are 
contacted after 10 am if their child was not present at registration and the Office has not received 
a message to explain the absence. When the School is not notified of the reason for a child’s 
absence, it is marked as an unauthorised absence. Parents/carers are also contacted when 



students truant lessons during the day and cannot be located promptly. In both cases, by 
contacting the parent the school also ensure that the parent is aware their child is not in school 
enabling the parent where necessary to establish their child is safe. 

 
2.6. The School will not authorise absences for shopping, looking after other children, haircuts 
etc.  Leave may be granted in an emergency (e.g. bereavement) or for medical appointments 
that must be in school time.  Consideration will be given to cases where students are identified 
as young carers, however, authorisation of absence will not be permitted for extended periods as 
it risks further damaging a child’s potential through time missed at school. 
 
2.7. A student’s Head of Year will refer a student to the Educational Welfare Service: 
 

• when a student is absent from school for ten days or more, and an explanation for this 
absence has not been provided by the child’s parent/carer; 

• when the reasons for the absence are deemed unsatisfactory and the parent/ carer seems 
unwilling to ensure that their child attends school in future in similar circumstances; 

• when a student’s attendance falls below 90%, over a period of a term, without good 
reason.  This is considered by the government to reach the threshold of persistent absence 
from school. 

 
Along with first day absence calls/texts, tutors supervising students to communicate their attendance 
figures in their planners each fortnight to parents we also have a formal procedure which involves a 
series of letters. 
 
Letter 1 will identify that your child’s attendance is below 90%, notify the parent/carer that this 
figure needs to improve and invite you to contact the school to discuss our concerns incommon. 
 
Letter 2 will be issued if a child’s attendance does not make satisfactory improvements - there have 
been further absences.  This will ask for medical evidence and warn that if medical evidence is not 
forthcoming, future absences will be unauthorised.  The letter will also invite parent/carer into school 
to discuss the matter with a representative of the school e.g. AHT Support. 
 
Letter 3 will be issued if a student’s attendance falls further or does not make satisfactory 
improvements - there are further absences.  This will warn parents that this absence and future 
absence will be unauthorised unless medical evidence is provided.  It will again invite parents/carers 
into school to discuss how this matter can be resolved.  The Educational Welfare Officer at LST 18 
will be contacted and will become involved in the case. 

 
‘Following investigation any unresolved issues could result in the parent receiving a Penalty Notice 
or ultimately a prosecution under the Education Act 1996 s.444.’ 

 
The law makes it an offence for a parent or carer to fail to secure the regular attendance of their 
child at a school at which the child is a registered pupil, without good reason or the agreement of 
the school. 
 
Penalty notices are one of the sanctions available for this offence.  Penalty notices will be issues 
by Senior Staff at Kinver High School if the matters in question reach the thresholds highlighted 
below: 
 
 
Legal Framework: 
 
Section 444A of the Education Act 1996 (as inserted by section 23 of the Anti-Behaviour Act 2003) 
empowers designated Local Authority (LA) officers, head teachers (as well as deputy and assistant 



head teachers authorised by them) and the Police to issue Penalty Notices in cases of unauthorised 
absence from school. 
 
The Education Penalty Notices (England) Regulations 2007 
The Education and Inspections Act 2006. 
The issuing of Penalty Notices must conform to all requirements of the Human 
Rights Act 1998 and the Equality Act 2010. 
 
Section 444 of the Education Act 1996 makes if an offence if a parent fails to secure their child’s 
regular attendance at school at which they are registered, if that absence is not authorised by the 
school. Penalty Notices supplement the existing sanctions currently available under s444 Education 
Act 1996 or s36 Children Act 1989 to enforce attendance at school where appropriate. 
As a result, the Local Authority has responsibility for developing a local code of conduct that will 
govern how all of the partners named in the Anti-social Behaviour Act 2003, will issue Penalty 
Notices. 
 
 
Circumstances where a Penalty Notice may be issued: 
 

• A Penalty Notice can only be issued in cases of unauthorised absence. 
• Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised absence will 

be restricted to one notice/ warning per parent of a pupil per academic year1. 
• There will be no limit on the times a Penalty Notice for unauthorised leave of absence can 

be used in an academic year. 
• In cases where there is more than one pupil in a family with unauthorised absences, Penalty 

Notices may be issued for more than one child. 
• The presence of an excluded child in a public place at any time during school hours in the 

first five days of exclusion. 
 
 
Penalty Notices may be considered appropriate if one of following criteria is met: 
 

• There are at least 20 sessions (10 school days) lost due to unauthorised absence during the 
current and previous term. These absences do not need to be consecutive. 

• For unauthorised leave of absence, there must be a minimum of 2 sessions of unauthorised 
leave of absence (due to unauthorised leave in term or time been absent for longer than was 
agreed) within the total of 10 sessions of unauthorised absence required prior to issuing the 
penalty notice. These unauthorised absences do not need to be consecutive and should be 
calculated from the previous rolling calendar year. 

• Persistent late arrival at school, i.e. after the register has closed, in the current and previous 
term. “Persistent” means at least 20 sessions of late arrival. These late episodes do not need 
to be consecutive. 

• The presence of an excluded child in a public place at any time during school hours in that 
child’s first five days of exclusion. An “excluded child” is one who has been excluded from 
school for a given period under the Education and Inspections Act 2006. 

• A Penalty Notice will not be issued in respect of children in the care of the LA with whom 
other interventions will be used. 

 
 
 
 
 
 



Leave not authorised by the Headteacher or in excess of the period determined by the 
Headteacher. 
 
The Local Authority will only issue Penalty Notices requested by a school in response to an 
unapproved leave of absence (including holiday related) resulting in unauthorised absence where 
the school has provided the necessary paperwork. 
 
This paperwork should comprise: 

• A copy of the newsletter or letter sent to all parents during the current academic year which 
clearly states that parents may receive a Penalty Notice for an unauthorised holiday in term 
time. (The LA does not need a hard copy of this newsletter/letter each time a school applies 
for an unauthorised holiday Penalty Notice, just on the first occasion each academic year.) 

• A copy of the leave of absence (Holiday) Request Form submitted by parent, and a copy of 
the response sent to the parent by school. In the event the leave of absence (holiday) request 
is being denied the school’s response should state the reason why the request is unauthorised 
and should again advise parent that they may receive a Penalty Notice if they take their child 
out of school and that the school has referred the matter to the Local Support Team 
(representing the Local Authority). 

 
In cases were the unauthorised leave of absence occurs without prior request from the parents, or 
is due to unauthorised absence beyond what was agreed, the school should include all 
correspondence sent to the parents to explore the unauthorised absence. 

• Relevant pupil Attendance of Registration Certificate signed by the Head teacher / Principal 
– or their nominated deputy – confirming that nonattendance during the period was 
unauthorised. 

• Completed school unauthorised absence checklist and signed penalty notice request form. 
(Appendix A). 

 
 
Excluded Pupils 
 
In the case of an excluded child, a copy of the letter required to be sent to parent(s) pursuant to 
s.104 of the Education and Inspections Act 2006 warning them to ensure that the child is not 
permitted to be present in a public place in the first five days of exclusion.  Robust and reliable 
evidence that the child was in a public place, which includes the date and time and a statement will 
be required from the witness will be necessary. 
 
 
Who May Issue a Penalty Notice? 
 
A Penalty Notice may only be issued by: 

• Authorised LA staff. In Staffordshire this will be members of the Local Support Teams. 
• Head teacher / Principal and school staff authorised by them may request Local Support 

Teams to issue a Penalty Notice. 
• A Police Officer during a truancy sweep under the provision of Crime and Disorder Act 1998 

may request a Local Support Team (LST) to write a notice. 
 
Further details, including the procedure for issuing penalty notices, procedure for withdrawing 
penalty notices, the procedure for payment/non-payment and details to such as a parent/carers 
right to representation can be found at: 
https://www.staffordshire.gov.uk/education/welfareservice/Attendance/Code-of-Conduct-January-
2015.pdf 
 
 

https://www.staffordshire.gov.uk/education/welfareservice/Attendance/Code-of-Conduct-January-2015.pdf
https://www.staffordshire.gov.uk/education/welfareservice/Attendance/Code-of-Conduct-January-2015.pdf


3.  Roles and responsibilities 
 

3.1 Tutor 
A form tutor registers students and maintains an overview of attendance patterns and potential 
underlying concerns within their form group, liaising with the Attendance Officer and the Head of 
Year, as necessary. He/she also collects in absence notes to pass on to the Attendance Officer 
(see 3.5).  
 
3.2 Class teacher 
Each teacher is responsible for keeping a register for each lesson taught, taken at the beginning 
of the session. Where a student is absent for a series of lessons or where there are other grounds 
for suspecting that internal truancy is taking place, the teacher should liaise with the Attendance 
Officer or the child’s tutor. A teacher should alert the School Office if they believe a child who is 
missing from the lesson was previously in school that day. 
 
3.3 Head of Year 
The Head of Year is responsible for maintaining an overview of attendance patterns and concerns 
across the year group. He/she works with the Attendance Officer and the Educational Welfare 
Officer to ensure that absences are coded correctly and parents are engaged in discussions 
regarding their child’s attendance and how to improve it. 
 
3.4 Assistant Head Support 
The Assistant Headteacher Support has a SLT overview of attendance issues. Where a Head of 
Year needs support to resolve a particular difficulty, the Assistant Headteacher will play a role. 
The Assistant Head Support will also advise on the review of the Attendance Policy and the 
implementation of the associated procedures. 
 
3.5  Attendance Officer 
The Attendance Officer administers the first day call system and the coding of authorised and 
unauthorised absences, liaising with the relevant Head of Year regarding the authorisation of 
absences and to highlight concerns regarding the length of unexplained absences and 
unacceptable explanations for absences. He/she produces termly summaries of attendance across 
the School for the attention of the Headteacher, Assistant Heads, Heads of Year and EWO. 
 
3.6  Information Manager 
The Information Manager oversees the School’s Management Information System with regard to 
student records, including attendance information.  

 
3.7   Headteacher 
The Headteacher bears the overall responsibility for the levels of student absence and, together 
with the Assistant Head Support, any recommended changes in policy in response to external 
requirements and internal performance data. 

 
4.  School absence target 
 

The school has adopted the following absence target for 2015-16: 
 

• 5% (combined authorised and unauthorised absence) 
 
5. 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. School staff are committed to 
working with parents as to the best way to ensure as high a level of attendance as possible. 


