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ATTENDANCE POLICY  
AND ATTENDANCE PENALTY NOTICE 

 
Person Responsible: Headteacher 

Date Adopted: September 2017 

Date of last Review: September 2022 

Date of next review: October 2023 

1. Introduction 
 

1.1 Regular attendance and excellent punctuality are the foundations for academic achievement and 
personal development. They establish a responsible attitude towards the opportunities available at 
school and underpin the basis for future employment. Attendance and punctuality are strongly linked 
to students’ well-being and safety, and to their achievement. Regular attendance demonstrates a 
commitment to learning and the school community. 
 

1.2 At Chertsey High School we are committed, in partnership with the parents, students, governors, and 
the Local Authority, to building a School which serves the community commendably, and of which the 
community is proud. 

 
1.3 The School staff, alongside the LA, firmly believes that regular school attendance is key to achieving 

this. Research clearly demonstrates the link between regular attendance and educational progress 
and attainment is clearly evidenced. To this end we will do all we can to encourage parents/carers to 
ensure that the children in their care achieve maximum possible attendance and that any problems 
that prevent full attendance are identified and acted on promptly. 
 

1.4 In this policy statement we set out how CHS will:  
• Promote good attendance and reduce absence, including persistent absence  
• Ensure every student has access to the full-time education to which they are entitled  
• Take action to address patterns of absence.  

 

2. Expectations 
 

2.1 We expect that all students will: 
 

• attend School every day; 

• attend School punctually; 

• sign in at Reception if they miss tutor time for any reason 

• Attend school in full uniform and equipped for the day.  

• attend School appropriately prepared for the day. 

• discuss promptly with their Form Tutor, Head of Year, relevant member of the Leadership 
Team, any problems that deter them from attending the School. 

• Sign out at reception before leaving school site ay attend an appointment and sign back in at 
reception when they return.  

 

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—  
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(a) to his age, ability and aptitude, and  

(b) to any special educational needs he may have,  

either by regular attendance at school or otherwise. 
 

2.2 We expect that all parents/carers/persons whom have day to day responsibility for the children 
and young people will: 

 
• Undertake their legal responsibility to ensure that students of compulsory school age attend 

school every day; 

• ensure that the child/children in their care arrive at school punctually, fully prepared for the day; 

• Telephone the school and leave a message on the absence line for the Attendance Officer by 
9 am on each day of absence informing the school of the reason for absence and the expected 
date of return to school  

• contact the school on the first day of the child's absence and send a note on their return to 
School. 

• contact the school promptly whenever any problem occurs that may keep the child away from 
School. 

• notify the school immediately of any changes to contact details. 

• notify the school of any home circumstances that might affect the behaviour and learning of 
their child. 

• Support the efforts made and measures taken by the school and the Local Authority Inclusion 
Service to help students back into school if attendance becomes a problem  

• Discuss with the Tutor/Head Year of any attendance issues.  
 

 
2.3. We expect that the staff will: 

 

• keep regular and accurate records of attendance for all students, at registration and at the 
start of each lesson 

• monitor every student's attendance and punctuality; 

• contact parents/carers on the same day when a student fails to attend where no message 
has been received to explain the absence 

 

2.4. All teaching staff will: 
 

• encourage good attendance and punctuality; 

• provide a welcoming atmosphere for children, provide a safe learning environment and 
provide a sympathetic response to any student's concerns; 

• make initial enquiries of parents/carers of students who are not attending regularly, express 
their concern and clarify the School's and the Local Authority's expectations regarding 
regular attendance; 

• refer irregular or unjustified patterns of attendance to the Education Welfare Service.  
Failure by the family to comply with the planned support set by Education Welfare may 
result in further actions, e.g. a Penalty Notice, parental prosecution or an application for an 
Education Supervision Order; 

 
2.5. Students leaving during the School Day 

 

2.5.1 Students are not permitted to leave the premises without prior permission from the 

school. 
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2.5.2 Whenever possible, parents should try to arrange medical and other appointments 

outside of School time; 
 

2.5.3 Parents are requested to confirm in writing the reason for any planned absence, the 
time of leaving, the expected time of return and whether the student is being collected 

or will make their own way to their destination. 
 

2.5.4 Students must sign out on leaving the School and sign back in upon their return. 

 
2.5.5 Where a student is being collected from the School, parents are requested to report to 

the School reception desk before the student is permitted to leave the School site. 
 

2.5.6 If a student leaves the School site without permission their parents will be contacted. 

Should the School be unable to make contact with the family it may be appropriate, in 
certain circumstances, to contact the Police to register the student as a missing person. 

 

3. Registration and Punctuality  
 

3.1 Punctuality to School is crucial and registration at the beginning of the day with a student’s tutor is one 
of the most important periods in the day. Lateness to School causes disruption to that individual’s 
learning and to that of the other students in the class. It is paramount therefore that all students arrive 
at School on time. Poor attendance may lead to rising a safeguarding issue. 

 
3.1.1 Registration takes place at 8:30 am and students who arrive after 9am will be recorded 

as a U code (arrived in school after registration closed). Close of register is 8.50am. 
 
3.1.2 Unauthorised absences will be recorded as O and can be subject to prosecution by the 

local authority.   
 

3.1.3 Lateness by a student will be dealt with and sanctioned through the School pastoral 
system and may be referred to the Education Welfare Officer. 
 

3.1.4 Afternoon registration will be taken during period 5. 
 

3.1.5 The School day ends at 3pm (unless students attend extracurricular activities) each day 
unless otherwise stated in the diary. 

 
3.1.6 Absences of five days or more due to illness or medical conditions require verification 

from a GP or other relevant body before the absence can be authorised. Evidence 
includes an appointment slip, medication packet with the date and name of student, copy 
of prescription or equivalent. 
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Punctuality Policy  
 

 

 
Calculations of late minutes start at the beginning of each week 

Record of letters are calculated per half term 
 

4. Encouraging Attendance 
 

4.1. Chertsey High School encourages regular attendance in the following ways:  
 

• by providing a caring and welcoming learning environment 

• by responding promptly to a child's or parent's concerns about the School or other students; 

• by marking registers accurately and punctually during morning registration and in each 
lesson.  

• by providing regular attendance statistics; 

• by celebrating good and improved attendance; 

• by monitoring students, informing parents/carers in writing of irregular attendance, arranging 
meetings with them if necessary and referring the family to the Education Welfare Service if 
the irregular attendance continues. 

 

5. Attendance tracking and support 
 

The school reviews attendance on a daily basis and follows up on poor or irregular attendance or punctuality.  
 

Attendance office meet with the CHS Education Welfare Officer every cycle to discuss attendance 
concerns and share and record information. All students with less than 100% attendance are reviewed. 

Stage 1

Under 20 minutes late in a week- Afterschool detention

Stage 2

Over 20 minutes late in a week / 5 sessions late in a week- Afterschool detention and a phone call home

Stage 3 

Over 60 minutes in a week / 10 sessions late in a week - 2 hour SLT and a letter sent home. For every week 
of over 60 minutes of lateness next letter is sent home and meeting is arranged. 

Letter 1- Written warning , parent meeting with tutor & AHOY 

Letter 2- On late report, parent meeting with AHOY & HOY 

Letter 3- Extended day 8-5pm (in lessons- no social time) Parent meeting with SLT+HOY 
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Where there is no valid reason for low attendance the following process and sanctions are put into 
place: 

 
• Letter 1 - If a student has less than 95% attendance then Letter 1 will be sent from the school. 

 

• Letter 2 - If a student’s attendance does not improve within 4 weeks after Letter 1, and 
attendance drops below 90%, then Letter 2 will be sent from the school. The school will 
arrange a meeting to discuss attendance with the student and the parent/guardian. This is the 
final step before a referral is made to the Education Welfare Officer. 
 

• Letter 3 - If a student’s attendance does not improve within 2 weeks after Letter 2 is sent, a 
referral will be made to the Education Welfare Officer and Letter 3 will be sent from the school 
to inform you of this referral. At this stage of the process parents/guardians may be subject to 
fixed penalty fines from the Local Authority if the students attendance does not improve.  

 
 

5.1 When a student does not attend School and a reason has not been previously provided, steps will be 
taken to ascertain why the student is absent. 

 
5.2 On the first day of absence, if no note or telephone call is received from the parent/carer by 10:00 am 

the School will endeavour to contact them that day by automated text, telephone or email messages. 
 

5.3 If there is no response, the School will continue to try to contact the parent/carer.    
 

5.4 Failure to comply with the expectations set by the Education Welfare Service may result in further 
action, an application for an Education Supervision Order, or court prosecution. 

 
5.5 The school will issue letters when students drop below exact overall attendance percentages. Please 

 see below our process at each stage.  
 

6. Holidays and exceptional leave of absence 
 

6.1 The School holiday dates are published a year in advance and we expect parents/carers to book their 
family holidays during the School holidays.  All holidays in term time will be marked as 
unauthorised absence, this is following government guidance.  Parents/carers should apply to the 
school by completing the request form and submitting to the Head Teacher directly; however, it is no 
longer policy to authorise any absences due to holiday taken during term time. Some exceptional 
circumstances may be considered when appropriate. Any unauthorised absence will be recorded as 
such on your child’s attendance record. If leave of absence is taken without prior authorisation by the 
school it will be recorded and the Local Authority will be notified. Parent/carers may be issued with a 
Fixed Penalty Notice. 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. Please see the Penalty 
Notice section below for full details.  

 
6.2 No parents/carers can demand leave of absence for their child/children as a right. 
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6.3 There a child is taken out of school for a holiday during term time for 5 days or more without the authority 
of the head teacher, each parent may be liable to receive a penalty notice for each child.  If a student fails 
to attend a public examination for which they have been entered 9 by the school without good reason, 
parent/carers will be liable to reimburse the full cost of each exam entry to the school.  

 
6.4 Failure of students to return from leave om the agreed date may result in them losing their school place and 

having to reapply for admission to the school, their place cannot be guaranteed.  

7. Changing Schools 
 

7.1 It is important that if families decide to send the child/children in their care to a different school that 
they inform the 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 Chertsey High School and starting the new school; 

• the address of the new school; 

• the new home address, if it is known and is applicable. 
 

7.2 The student’s School records will then be sent on to the new school as soon as possible 
 

8. Absence Coding 
 
The list of codes below are used for the recording of attendance at CHS: 
  

Code L:  Late arrival before the register has closed 
 Code U: Late arrival after the register has closed 
 Code C: Leave of absence authorised by the school 
 Code I01: Illness (not medical or dental appointments) 
 Code M: Medical or dental appointments 
 Code O: Absent from school without authorisation 

9. Children from travelling Gypsy, Roma and Traveller families 
 
9.1 Authorisation for a child’s absence will be given if the following criteria is met: 
 

• The child attends school regularly when not travelling 

• The child has been in school for at least 100 days (200 sessions) in the 12 month period prior to their 
expected return date from travelling (Education Act 1996 Section 444(6)  

• Parents have completed a leave of absence request form before the period of travel for work. Being 
able to show they are travelling for work purposes is recommended and will help the Headteacher in 
making the decision of whether to approve or accept the request.  

• Parents have given the school a date when they expect the child will return to school. If this changes 
they will need to let the school know along with the reasons why  

 
It is not acceptable for parents to take their child out of school for extended periods of time without 
authorisation from the Headteacher for reasons such as: visits to relatives, to attend weddings or funerals or to 
go on holiday.  
 
If the absence is not authorised and exceeds 20 days or a child does not return on the expected date schools 
should contact EWS for guidance in following deletion from roll legislation. 
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10. Attendance Penalty Notices 
 

What is Anti-Social Behaviour Act 2003? 
Section 23 of the Act gives powers to the Local Education Authority and other designated bodies to issue Penalty 
Notices where a parent/carer is considered capable of but unwilling to secure an improvement in their child's 
school attendance. The powers came into force on the 27th February 2004. 
 
Why has it been introduced? 
Reducing absence from school is a key priority nationally and locally because missing school damages a pupil's 
attainments levels, disrupt school routines and the learning of others and can leave a pupil vulnerable to anti-
social behaviour and youth crime. Above all, missing school seriously affects children's longer-term life 
opportunities. 
 
What is a Penalty Notice? 
Under existing legislation, parents/carers commit an offence if a child fails to attend regularly and the absences 
are classed as unauthorised (those for which the school cannot or has not given permission). Depending on 
circumstances such cases may result in prosecution under Section 444 of the Education Act 1996. A Penalty 
Notice is an alternative to prosecution, which does not require an appearance in Court whilst still securing an 
improvement in a pupil's attendance. If the Penalty Notice is paid in full on time, then you will not be prosecuted 
for this particular offence. 
 
What are the costs? 
The amount payable on issue of a Penalty Notice is £60 if paid within 21 days of receipt of 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 
 
Please be aware that each parent is liable to receive a Penalty Notice for each child who incurs unauthorised 
absences. For example, if there are two parents and one child, each parent will receive one Penalty Notice. If 
there are two parents and two children incurring unauthorized absences, each parent will receive two Penalty 
Notices, which in this case would amount to £120 each if paid within 21 days. 
 
How are they issued? 
By post to your home. 
 
When are they used? 
Surrey Local Education Authority (LEA) considers that regular attendance at school is of such importance that 
Penalty Notices may be used in a range of situations where unauthorised absence occurs. 
 

1) Overt truancy (pupils found during truancy patrols) 
2)  Holidays in term time during GCSE, mock examinations or during National Curriculum Tests without 

school permission. In such cases the Headteacher / Governing Body will request that the LEA issue a 
Penalty Notice. 
 

The Authority does not take such action lightly and would prefer to work with parents/carers to improve 
attendance without having to resort to any enforcement actions. Attendance is of such importance to all of us 
however the Authority will use the powers if this is the only way of securing a child's school attendance. 
 

• Pupils identified by police and education welfare officers engaged on Truancy Patrols and who have 
incurred unauthorised absences. 
 

• 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. 
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• 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. 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. Unauthorised absence will include late arrival after the close of registration without good reason. 

 
Is a warning given? 
Yes, you will receive a written warning of the possibility of a Notice being issued, which will tell you the extent of 
your child's absences and give you 15 school days in which to affect an improvement. In that time your child 
must not have any unauthorised absences from school. In the event of a further referral in the same rolling year 
a Penalty Notice may be issued with immediate effect. Warnings will not be issued in the event of a holiday in 
term time during an exam, mock exam or National Curriculum Tests. 
 
With the exception of unauthorised leave of absence taken in term time, parents will be sent a formal warning 
of their liability to receive such a notice before it is issued. 
 
Is there an Appeal process? 
There is no statutory right of appeal once a notice has been issued, but on receipt of a warning you can make 
representation should you wish. 
 
How do I pay? 
Details of payment arrangements will be included on the Penalty Notice. You need to be aware that payment in 
part or by instalments is not an option with Penalty Notices. 
 
What happens if I do not pay? 
You have up to 28 days from receipt to pay the Penalty Notice in full, after which the Authority is required under 
the Act to commence proceedings in the Magistrates Court for the original offence of poor attendance by your 
child. If proven, this can attract a fine up to £2,500 and/or three months imprisonment, or a range of disposals 
such as Parenting Orders or Community Sentences. 
 
Can I be prosecuted if I pay the Penalty Notice but my child is still missing school? 
Not for the period included in the Penalty Notice as payment discharges your liability in this respect. However it 
may be the case that a prosecution might be considered for further periods of poor attendance not covered by 
the Notice, depending upon the circumstances. If this is an issue, it is vital that you work closely with your child's 
school and support agencies such as Education Welfare. 
 
Can I get help if my child is not attending regularly? 
Yes, Surrey Local Education Authority (LEA) and your child's school will give you advice and support if your 
need to secure and improvement in your child's attendance. It is very important that you speak with the school 
or with the LEA's Education Welfare Officer at the earliest opportunity if you have any worries at all about 
securing your child's attendance. 
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11. For More Information on Education Welfare Issues, Please 
Contact the Local Area Offices: 

 
North East Team 

. 
Based at: 
Fairmount House 
Bull Hill 
Leatherhead 
Surrey KT22 7AH 
. 

. 
General Enquiries: 
Tel: 01372 833634 
Fax: 01372 833636 

North West Team 
. 
Based at: 
Quadrant Court 
Guildford Road 
Woking 
Surrey GU22 7QQ 
. 

. 
General Enquiries: 
Tel: 01483 518100 
Fax: 01483 519055 

South East Team 
. 
Based at: 
Omnibus 
Lesbourne Road 
Reigate 
Surrey RH2 7JA 
. 

. 
General Enquiries: 
Tel: 01737 737711 
Fax: 01737 737913 

South West Team 
Based at: 
Grosvenor House 
London Square 
Cross Lanes 
Guildford 
Surrey GU1 1FA 
. 

. 
General Enquiries: 
Tel: 01483 517868 
Fax: 01483 517608 

 

 

 


