
 

 
 

Goostrey Community Primary School 

 

Attendance and Truancy Policy              
 

Updated Summer 2024    To be reviewed Spring 2026 

Add information for pupils absent due to medical needs. 

 

At Goostrey Community Primary School we believe children only learn 
effectively when they attend school regularly.  We believe it is important 
that children arrive and leave school on time, and that children should 
not attend school if they are unwell.  
 
School Hours: 
 

Infants 8 45 AM – 3 15 PM  (32.5 hours) 
 Juniors 8 50 AM  - 3 25 PM  (32 hours 55 minutes) 

1. Legal framework 

This policy has due regard to all relevant legislation and statutory guidance 
including, but not limited to, the following: 

The Education Acts 1996 and 2002  
The Children Act 1989  
The Crime and Disorder Act 1998  
The Anti-Social Behaviour Act 2003  
The Education and Inspections Act 2006  
The Sentencing Act 2020  
The School Attendance (Pupil Registration) (England) Regulations 2024  
The Education (Parenting Contracts and Parenting Orders) (England) 
Regulations 2007  
The Education (Penalty Notices) (England) Regulations 2007, as amended  
The Education (Information about Individual Pupils) (England) Regulations 2013  
The Children and Young Persons Acts 1933 and 1963  

The Equality Act 2010 

Attendance and children out of education (cheshireeast.gov.uk) 

This policy operates in conjunction with the following school policies: 

 Child Protection and Safeguarding Policy 



 Complaints Procedures Policy 
 Behaviour Policy 
 SEND Policy 
 Supporting Pupils with Medical Conditions Policy 
 Children Missing Education protocol 
 Pupils with Additional Health Needs Attendance Policy 

 
2. Statement of Intent 
Our intent is to: 

 encourage good attendance 
 monitor attendance carefully 
 encourage an active dialogue with parents to ensure they follow the   
framework set in section 7 of the Education Act 1996, which states that the 
parent of every child of compulsory school age shall cause them to receive 
efficient full-time education suitable to their age, ability and aptitude, and to 
any SEND they may have, either by regular attendance at school or 
otherwise. 
 maintain attendance registers in accordance with statutory 

requirements 
 monitor requests for absence carefully 
 report all authorised and unauthorised absences to parents on the 

yearly report form. 
 regularly report to governors regarding attendance targets and 

concerns 
 

3. Definitions 

The following definitions apply for the purposes of this policy: 

 Absence: 
· Arrival at school after the register has closed 
· [Updated] Not attending the registered school for any 

reason 
 Authorised absence: 

· An absence for sickness for which the school has granted 
leave 

· Medical or dental appointments which unavoidably fall 
during school time, for which the school has granted 
leave 

· Religious or cultural observances for which the school 
has granted leave 

· An absence due to a family emergency 
 Unauthorised absence: 

· Parents keeping children off school unnecessarily or 
without reason 

· Truancy.  Truancy will be considered as any absence of 
part, or all, of one or more days from school, during which 



the school has not been notified of the cause behind such 
absence. 

· Absences which have never been properly explained 
· Arrival at school after the register has closed 
· Absence due to shopping, looking after other children or 

birthdays 
· Absence due to day trips and holidays in term-time which 

have not been agreed 
· Leaving school for no reason during the day 

 Persistent absence (PA): 
· Missing 10 percent or more of schooling across the year 

for any reason 
 Missing education 

· Not registered at a school and not receiving suitable 
education in a setting other than a school 

4.   Procedures 
 Registration takes place at the start of each morning and afternoon 

session, via our Management Information System (SIMS) 
 Parents must notify school via the absence reporting line on the 

telephone system before 9:30 am, on each day of absence. SIMS is 
updated with information provided. 

 If no call is received, a smartphone message or email will be sent to 
parents, to inform them their child has not arrived at school and to 
ascertain the reason for absence. If, after 30 minutes, no response is 
received, a telephone call will be made to the registered emergency 
contact numbers held.  If there is no response from the telephone calls, 
2 members of staff will attend the home address.  If no response is 
received from the home address, the matter will be reported to the 
police as a Safeguarding concern for a child missing in education. 

 If a pupil arrives late, SIMS is updated recording number of minutes 
late.  Register marks are L, up to 15 minutes after the start of the day.  
An unauthorised late mark (U) 15 minutes after registers close.   

 Pupils going home ill or attending medical appointments, must sign out 
at the reception desk or at main entrance to infant department. 

 Attendance data is used in completing statutory returns and monitoring 
reports.  This exchange of data is covered by the Privacy Notice issued 
annually on the school website, and within annual Start of Year packs. 

 Pupils must be added to the admission register on the first day on 
which the school has agreed, or been notified by our admissions 
authority (Cheshire East) that the pupil will attend, either for the new 
intake Reception class, or for In-Year admissions. 
If a pupil fails to attend on the agreed or notified date, school will 
endeavour to establish the reason for absence and mark the register 
accordingly.  GCPS will follow up such absences promptly with the 
admissions team, and where appropriate, follow Cheshire East Child 
Missing Education protocols. 

 
  



5.   Communication 
 Information on attendance expectations, lateness, illness and absence 

is given to parents in the school prospectus, on the website, at start of 
year meetings, at new parents’ meetings and in annual start of year 
packs.  

 Parents are expected to provide the school with accurate and up-to-
date contact details, including more than one emergency contact 
number and update the school if their details change.  

 Parents are asked to share with school any worries their child might 
have about coming to school.  Sometimes little things can upset a child, 
which means they become unhappy. If staff are aware of issues, often 
these can be quickly resolved.  

 School will not request medical certificates unnecessarily. Medical 
evidence may be requested in the form of prescriptions, appointment 
cards, clinic letters etc. rather than a doctor’s note. 

 Specific government advice regarding absence due to illness, including 
when a child may return to school can be found at: 
https://www.gov.uk/government/publications/health-protection-in-schools-
and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases 

 To prevent the spread of infection, children and adults who have 
suffered vomiting or diarrhoea should remain away from school for 48 
hours after the last episode. 

 
 
6. Concerns 

 If a child is regularly late for school or persistently absent (Missing 10 
percent or more of schooling across the year for any reason) school will 
contact their parent/s to arrange a meeting to discuss concerns, and 
agree an action plan to improve attendance.  

 
 School holds a list of vulnerable pupils in school that staff have access 

to, and while we monitor all pupils’ attendance, we are especially 
mindful of our vulnerable pupils’ absences and take account of their 
individual circumstances. 

 
 Registers are inspected at regular intervals, with feedback providing 

advice on individual situations. 
 

 
7. Truancy and Unauthorised Absence 

 GCPS takes the regular attendance, continuity of learning and every 
child’s safety, welfare and happiness, very seriously.   Although it is  
rare for a child to truant, any concerns will receive immediate action. 

 
 If truancy is suspected, the Headteacher will be notified and will contact 

the parent, either by phone, or by a home visit if possible.  The Head 
may also liaise with the Education Support Team.  Parents will be 
encouraged to bring their child to school to discuss reasons for not 



wanting to attend school, try to resolve problems, and agree an action 
plan to improve attendance.  

 In the event of not being able to talk to the parent, the Head will talk to 
the child concerned, to ascertain if there are any worries or problems in 
school causing non attendance.  If there are, then these will be 
discussed with the class teacher and an appropriate action plan 
agreed, which will be shared with parents/guardians. 

 Where a pupil’s attendance falls below 85%, for any reason, including 
truancy or unauthorised absence, the Education Support Team will be 
contacted. 

 Where necessary, school may issue Fixed Penalty Notices, or 
Prosecution Notices, following Principles of Attendance guidance, as 
issued by The Education Support Team. Parents will be notified in 
writing in such circumstances.  Failure to make payment will result in 
the Local Authority taking legal action for failure to ensure regular 
attendance at school under Section 444 (1) Education Act 1996.  

 
8. Requests for Absence 

 Requests for absence are dealt with in line with current legislation as 
set out in Section 1.  

 Parents requesting an absence in school time, must complete a 
request for absence form, available from reception or the school 
website.  This is reviewed by the Headteacher, in line with LA 
guidelines. 

 Applications will only be authorised where there are ‘exceptional 
circumstance’ (inc. religious or cultural considerations) and parents will 
be informed of the decision. 

 Requests for absence to attend ‘taster days’, external examinations etc 
for transition to secondary education will be granted, but pupils may be 
requested to complete work missed during breaks or other suitable 
times during the school day, to enable catch up. 

 Unauthorised absence taken may result in a Fixed Penalty Notice 
being issued (see Appendix 1) 

 
 
9. Pupils with additional health needs  

 Goostrey Community Primary School (GCPS) aims to support the 
Local Authority (LA) and ensure that all children who are unable to 
attend school due to additional medical needs, and who would not 
receive suitable education without such provision, continue to have 
access to as much education as their medical condition allows, to 
enable them to reach their full potential.  

 Due to the nature of their health needs, some children may be admitted 
to hospital or placed in alternative forms of education provision. We 
recognise that, whenever possible, pupils should receive their 
education within their own school and the aim of the provision will be to 
reintegrate pupils back into school as soon as they are well enough.  

 We understand that we have a continuing role in a pupil’s education 
whilst they are not attending the school and will work with the LA, 



healthcare partners and families to ensure that all children with 
additional medical needs receive the right level of support to enable 
them to maintain links with their education.  

 
 
10. Child Employment and Entertainment 

 Regulations and legislation to safeguard children who have part time 
jobs, or who take part in entertainment or paid sporting activities, 
ensure that a child’s education does not suffer & the child is not at risk 
of harm from participating in these activities. 

 The Education Welfare Service oversees this legislation in Cheshire 
East and GCPS will work with the EWS to ensure their procedures are 
followed.  Detailed information can be found on the following link: 

Children in entertainment, modelling and paid sport (cheshireeast.gov.uk) 
 
 
 
 
 
 
11. Monitoring and Evaluation 

 We assess attendance on a regular basis and liaise with Education 
Support Team where necessary. 

 We complete statutory absence returns to the DfE each term, and set 
attendance targets annually. 

 We retain registers electronically in line with statutory requirements. 
 
This policy is to be implemented with due regard to supporting policies which 
include Safeguarding, Health and Safety and in accordance with the Single 
Equality Scheme. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 
 
With the introduction of the new National Framework for 
Penalty Notices, the following changes will come into force on 
19 August 2024. 
Penalty Notices will be issued for 
Term time leave: Penalty Notice fines will be issued for term time leave of 5 or 
more consecutive days. 
10 Sessions of Unauthorised absence in a rolling 10 week period: A Penalty Notices 
may be 
considered when there have been 10 sessions of unauthorised absences in a 10 
week period. 
However, we retain the discretion to issue a Penalty Notice before the threshold is 
met. For example, 
where parents are deliberately avoiding the national threshold by taking several 
term time holidays 
below the above thresholds. 
Per Parent/Per Child 
Penalty Notice fines will continue to be issued per parent per child. For example: 3 
siblings absent for 
term time leave, would result in each parent receiving 3 separate fines. 
First Offence 
The first time a Penalty Notice is issued for term 
time leave or irregular school attendance the 
fine will be charged at: 
£160 per parent, per child if paid within 28 days 
of the issue, reducing to £80 per parent, per 
child if paid within 21 days. 
(Unpaid penalty notices may result in a parental 
prosecution) 
Second Offence 
Where it is deemed appropriate to issue a 
second penalty notice to the same parent for the 
same pupil within 3 years of the first penalty 
notice, for either term time leave or irregular 
attendance the second penalty notice will be 
charged at: 
£160 if paid within 28 days. (Unpaid penalty 
notices may result in a parental prosecution) 
Third Offence 
On the third time that an offence is committed within 3 years of the first penalty 
notice for either a term 
time leave or irregular attendance a penalty notice will not be issued. The case may 
proceed to Parental 



Prosecution under the Single Justice Procedure. If found guilty of the offence of 
‘Failure to send a child 
to school’ the Magistrates can impose a fine up to £1000 or legal proceedings under 
Section444 (1a) can include a fine of up to £2500 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 


