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Ravens Wood School 
(Part of the Impact Multi Academy Trust) 

Attendance and Punctuality Policy  
 
 
 

1. Introduction 

Ravens Wood School is a school community, committed to providing a full and varied education to all 
pupils, and embraces the concept of equal opportunities for all.  We will endeavour to provide an 
environment where all pupils feel valued and welcome. 
 
For a child to reach their full educational achievement a high level of school attendance is essential. We 
will consistently work towards a goal of 100% attendance for all pupils. Every opportunity will be used to 
convey to pupils and their parents or carers the importance of regular and punctual attendance.  
 
Ravens Wood School takes the attendance of its pupils very seriously.  The set target for pupil attendance 
at Ravens Wood School is 96.5%.  This is the equivalent to attending 182 days out of the 190 school days 
in each year. 
 
Attendance figures for the school are monitored by the school’s Educational Welfare Officer (EWO) on a 
weekly basis and by the governing body every six weeks. 
 
School attendance is subject to various Education laws and this school attendance policy is written to 
reflect these laws and the guidance produced by the Department for Education. 
 
The school will review its systems for improving attendance at regular intervals to ensure that it is 
achieving its set goals. 
 
This policy will contain within it the procedures that the school will use to meet its attendance targets. 

2. 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 pupil’s absence 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. 

3. Promoting Regular Attendance: 

Helping to create a pattern of regular attendance is everybody’s responsibility - parents, pupils and all 
members of school staff. 

4. To help us all to focus on this we will: 

 Give you an attendance certificate at every reporting period; 

 Celebrate good attendance on a termly basis; 

 Reward good or improving attendance through class competitions, certificates and the school rewards 
system. 
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5. 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.  
 
Authorised absences are mornings or afternoons away from school for a good reason like illness, 
medical/dental appointments which unavoidably fall in school time, emergencies or other 
unavoidable cause.  
 
Unauthorised absences are those which the school does not consider reasonable and for which no “leave" 
has been given. This type of absence can lead to the Local Authority using sanctions and/or legal 
proceedings.   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 the register closes 

 shopping, looking after other children or birthdays 

 day trips and holidays in term time which have not been agreed. 
 
Whilst any child may be off school because they are ill, sometimes they can be reluctant to attend school. 
Any problems with regular attendance are best sorted out between the school, the parents and the child.  
If your 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 usually make 
things worse.  

6. Persistent Absenteeism (PA): 

A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across the school year 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 of this immediately. 
 
PA pupils are tracked and monitored carefully through our pastoral system and we also combine this with 
academic mentoring where absence affects attainment.  All PA cases are also automatically made known to 
the Education Welfare Officer. 
 

7. Absence Procedures: 

If your child is absent you must: 

 Contact us as soon as possible using the absence line or the attendance@rws.uk.net email on the first 
day of absence and each day subsequently that the pupil is absent 

 Send a note in on the first day they return with an explanation of the absence or medical verification; 

 If your child is absent for 3 days or more then we will require medical verification 

 Notify the office in advance by email (attendance@rws.uk.net) of any booked appointments, e.g. 
medical (see below), write a note in the student’s Contact Book and send in a copy of the appointment 
letter, if available, for verification. 

mailto:attendance@rws.uk.net
mailto:attendance@rws.uk.net
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If a student has low attendance and/or has had a lot of time off due to illness, we will request that medical 
notes are provided before authorising any further absences due to illness.  If no medical proof (e.g. 
doctor’s notice, stamp or appointment card) is provided the absence will remain unauthorised and 
Education Welfare will be informed. 
 
If your child is absent we will: 

 Text you on the first day of absence if we have not heard from you; 

 Depending on the circumstances surrounding absence,  invite you in to discuss the situation with our 
Pastoral team; 

 Refer the matter to the Education Welfare Officer if attendance moves below 90%. 

8. Medical Appointments  

We will not authorise a full day's absence for a medical appointment such as dentist/orthodontist.  All 
appointments are requested to be made outside of the school day wherever possible but if an appointment 
has to be made during the school day we expect the student to be in before and/or after the appointment, 
depending on the time.  If a student is absent for the full day we will mark them as unauthorised for either 
the AM or PM registration unless expressly agreed by the school. 

9. Religious Observance 

The school will authorise an absence taken for religious observance on the day set for observance by local 
religious leaders. 

10. Telephone numbers: 

There are times when we need to contact parents, including for absence, so we need to have your contact 
numbers at all times. Please help us to help you and your child by making sure we always have an up to 
date number – if we don’t then something important may be missed.  

11. Punctuality Procedure (see Appendix 3): 

Morning registration will take place at the start of school at 8.30am.  
 
Any pupil arriving after this time will be marked as ‘late’. The registers will remain open for 30 minutes. 
Any pupil arriving after this time will be marked as having an unauthorised absence unless there is an 
acceptable explanation.  The acceptability of this reason is determined by the school.  In cases, for 
example, where the absence at registration was for attending an early morning medical appointment, the 
appropriate authorised absence code will be entered.  
 
The afternoon registration will be at 2.40pm.  
 
Registration times are altered during the examination periods in May/June. Please see the school calendar 
for the published dates, or contact the school office. 

12. Continuing Absence: 

If there has still been no contact from parents/carers after three days, the school will attempt to contact 
parents, and the Education Welfare Officer (EWO) will be informed.  The EWO will be informed of the 
actions the school has already taken. 
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According to the Education Act, any pupil who has unauthorised absence for 20 consecutive school days 
can be removed from the school roll under certain conditions.  The school reserves the right to remove a 
student from the school roll when we, and the EWO have failed, after reasonable enquiry, to ascertain 
where a student is.  If this action is to be taken, parents will be notified in writing, and the Local Authority 
will be informed.  Responsibility for good attendance and punctuality remains that of the parents/carers. 

13. Frequent Absence: 

It is the responsibility of the form tutor to be aware of and bring attention to, any emerging attendance 
concerns. In cases where a pupil begins to develop a pattern of absences, the school will try to resolve the 
problem with the parent/s. If this is unsuccessful the school will seek advice from the EWO. 

14. Promoting attendance: 

The school will use opportunities as they arise to remind parents/carers, that it is their responsibility 
to ensure that their children receive their education. 

15. Holidays and Extended Leave in term time: 

There is no automatic entitlement in law to time off in school time to go on holiday or take extended 
leave. 
 
Holidays and extended leave during term time will not be authorised, unless there are truly exceptional 
circumstances. 
 
Parents/carers wishing to apply for a period of leave must complete a ‘Request for Leave of Absence’ 
form and give two weeks’ notice in advance. 
 
Any period of leave taken without the agreement of the school, or in excess of that agreed, will be classed 
as unauthorised and may involve action from the EWO and could lead to a fixed penalty notice fine. 

16. Penalty Notices/Prosecution for Non-Attendance 

It is a legal requirement that your child attends school regularly.  As the parent/carer you have a legal 
responsibility to ensure their attendance.  The Local Authority has the statutory duty to enforce this.  The 
Local Authority can issue a fixed penalty notice of £60, if paid within 21 days, or £120 if paid within 28 
days.  .  The Local Authority can prosecute a parent/carer in the Magistrates Court for non-attendance at a 
registered school or non-attendance at an agreed Education Provision.  It is also a legal requirement that a 
pupil attends on time.  The parent/carer is responsible for ensuring that their child attends regularly and 
on time. The Local Authority can also issue a Penalty notice for a pupil arriving late after close of register 
or unauthorised absence. 
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17. The registration system: 

The School will use a computerised system for keeping the school attendance records. 
The following national codes will be used to record attendance information. 
 

CODE DESCRIPTION MEANING 

/ Present (AM) Present 

\ Present (PM) Present 

B Educated off site (NOT Dual 
registration) 

Approved Education Activity 

C Other Authorised Circumstances (not 
covered by another appropriate 
code/description) 

Authorised absence 

D Dual registration (i.e. pupil attending 
other establishment) 

Approved Education Activity 

E Excluded (no alternative provision 
made) 

Authorised absence 

F Extended family holiday (agreed) Authorised absence 

G Family holiday (NOT agreed or days 
in excess of agreement) 

Unauthorised absence 

H Family holiday (agreed) Authorised absence 

I Illness (NOT medical or dental etc. 
appointments) 

Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Unauthorised absence (not covered 
by any other code/description) 

Unauthorised absence 

P Approved sporting activity Approved Education Activity 

R Religious observance Authorised absence 

S Study leave Authorised absence 

T Traveller absence Authorised absence 

U Late (after registers closed) Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience Approved Education Activity 

X Untimetabled sessions for non-
compulsory school-age pupils 

Not counted in possible 
attendances 

Y Enforced closure Not counted in possible 
attendances 

Z Pupil not yet on roll  Not counted in possible 
attendances 

# School closed to pupils Not counted in possible 
attendances 

 
Registers by law must be kept for at least 3 years. 
 
Related legislation: 
The Education Act 1996 
Education (Pupil Registration)(England)(Amendment) Regulations 2013 
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To be read in conjunction with the following RWS policies: 
Request for Leave of Absence Form 
Acceptable Use of Technology Policy 
Home-School Agreement 
Behaviour Policy 
Abusive Parents/Carers/Visitors Policy 
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18. APPENDIX 1:  Attendance and the Law 

 
The Education Act 1996 Part 1, Section 7 states: 
 
The parent of every child of compulsory school age shall cause him to receive efficient full-time education 
suitable- 
[a]  To his age, ability and aptitude and 
[b]  To any special needs he may have. 
 either by regular attendance at school or otherwise. 
 
For educational purposes the term parent is used to include those that have parental responsibility and/or 
those that have the day to day care of the child. 
 
The legislation that appertains to children who are of compulsory school age and are registered at school is 
contained within this Act. 
  
Part V1 Section 444 contains the details of when an offence is committed if a child fails to attend school. 
 
  Register and Admission Roll keeping. 
 
The legal requirements are found in: 
The Education [Pupil Registration] (England) Regulations 2006 
 
  



 
Page 9 – Attendance and Punctuality Policy (NS) 

 

19. APPENDIX 2:  Categorisation of Absence 

 
 
Any pupil who is on roll but not present in the school must be recorded within one of these 
categories. 
 
 

1. Unauthorised Absence 
2. Authorised Absence 
3. Approved Educational Activity 

 
  

1. Unauthorised absence 
 
This is for those pupils where no reason has been provided, or whose absence is deemed to be without 
valid reason or failure to provide evidence 
 

2. Authorised absence 
 
This is for those pupils who are away from school for a reason that is deemed to be valid under the 
Education Act 1996. 
 

3. Approved Educational Activity 
 
This covers types of supervised educational activity undertaken off site but with the approval of the 
school. 
 
Note Pupils recorded in this category are deemed to be present for attendance returns purposes. 
This would include: 
   

 Work experience placements 

 Field trips and educational visits 

 Sporting activities 

 Link courses or approved education off site  

 Most types of dual registration  
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20. Appendix 3: Ravens Wood Punctuality Procedure 2016-17 

 

 

 

Late x 1 – Late stamp or registered late – 15 minute 
centralised detention with SLT in Old TLC at 

lunchtime.  Failure to attend this detention will result 
in an automatic 1 hour detention with the AHoY. 

Late x 2- 15 mins lunchtime and a 30 minute 
detention with AHoY/HoY.   
AHoY to phone/email home.

Late x 3 - 15 mins lunchtime, a 1½ hour SLT 
detention and phone call home from HoY. 

Level 1 Attendance report- Form tutor and early risers 
with AHoY. 

Level 2 report- Early Risers with AHoY 

Meeting with AHoY and parents target set. 
Refer to EWO for intervention. 


