
 

 

Principles 

 
West Lea School, a specialist sports college seeks to ensure that all its pupils receive a full time 
education which maximizes opportunities for each individual pupil to realize their potential. The school 

will strive to provide a welcoming, caring environment whereby each member of the school community 
feels wanted and safe. All school staff will work with pupils and their families to ensure each pupil 
attends school regularly and punctually. The school will establish an effective system of incentives and 

rewards which acknowledges the efforts of pupils to improve their attendance and timekeeping, and will 
challenge the behaviour of those pupils and parents who give low priority to attendance and punctuality. 
However as a school catering for pupils with complex needs we understand that there can be 

circumstances that mean a child will be absent. 
 
Children should be at school, on time every day the school is open, unless the reason for the absence 

is unavoidable. Permitting absence from school without a good reason is an offence by the parent/carer.  
Every half-day absence from school has to be classified by the school, (not by the parents/carers), as 
either AUTHORISED or UNAUTHORISED. 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 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 

 Absences which have never been properly explained 

 Children who arrive at school too late to get a mark 
 

Commitments 

 

 To improve the overall percentage of pupils at school 

 To develop a framework which defines agreed roles and responsibilities 

 To further develop positive and consistent communication between home and school  

 To implement a system of rewards and sanctions, we will establish a robust system which 
ensures fair and consistent implementation and actively promotes good attendance. 

 To recognize the needs of the individual pupil when planning reintegration following 
significant periods of absence, 

 We will be sensitive to the individual needs and circumstances of returning pupils, 
involve/inform all staff in the reintegration process 

 Involve parents as far as is possible. 

 Include EWO, parents and pupil in reintegration plan. 
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Procedures 
 

To make attendance and punctuality a priority for all associated with the school including 
parents, we will: 
 

 Make clear the role and expectations of all parents regarding attendance and punctuality  

 Relay any relevant updated information to parents via the parents newsletter 

 Share expectation with all pupils within assemblies. 

 Parents/carers should state in writing why the child was absent from school. 

 If attending a known medical appointment parents should inform the school in writing and, if 
possible, in advance of the appointment. 

 If circumstances prevent parents/carers writing to school to notify absence the parents/ carers 
should telephone the school and leave a message on the dedicated Attendance line. A letter 

advising of the reason for absence is still required from the parent/carer.  

 If there is no message/ letter regarding absence, the school will telephone home on the first 
day of absence. 

 Parents who take their children on holiday during school time must first seek permission from 
the Head Teacher in writing. 

 Discuss attendance issues with Education Welfare Service/Parent Support Advisor. She will 
also try to resolve the situation by agreement but, if other ways of trying to improve the child’s 

attendance have failed, these Officers can 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 £2500 and/or 3 months imprisonment. 

However, the Head Teacher also has responsibility for attendance and can issue penalty 
notices. 

 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 Education 
Authority. Our EWO is Patrick Lemonius (020 8379 3336/7) 

 
Roles and Responsibilities 
 

Teachers 
 

 Tutors are required to take an attendance register twice a day at the start of both morning and 
afternoon sessions 

 Tutors are required to register electronically by 9.15am. Tutors should click on the relevant 
present/absence box to record attendance. 

 The time for registration closure is 9.15am and any child arriving before register closure 

should be marked ‘L’ 

 Students arriving after register closure (after 9.15am) should be marked with a ‘u’-this will 
count as an unauthorised absence unless there has been a problem with LA transport. But 
the pupil will be counted as in school. 

 Communicate any concerns over pupil attendance and punctuality to the Attendance Officer.  

 Promote the ethos of the attendance policy through registration periods.  
 

Attendance Officer 
 

 Print out reports when requested. 

 Ensure all electronic registers have been completed for both sessions . Ensure telephone calls 

have been made to parents of pupils with unexplained absences. 

 Send letters regarding absences and lates. 

 Liaise with PSA and EWO over concerns raised regarding pupil attendance.  
 

 
 
 

 
 



  

 
 

The Attendance Lead 
 

 Ensure that accurate attendance returns are made to the Department of Education within the 

stipulated time frame. 

 Encourage a positive and proactive ethos within the school by which attendance is prioritized, 
promoted and embedded in school policies, plans, practices and processes.  

 Ensure that the school has an attendance policy that has been agreed with key stakeholders 

and is revised every two years/when legislation dictates. 

 Ensure that the school has a range of strategies that are applied consistently to promote 
whole-school attendance. 

 Liaise with the Education Welfare Service whenever necessary 

 Facilitate a meeting each month to discuss attendance with the EWO and leads from each 
campus. 

 Regularly report to governors. 

 
Absence may only be authorised for 
 

 Pupil illness 

 Unavoidable medical appointments 

 Exceptional family circumstances ( e.g. bereavement) 

 When the absence occurred on a day set aside for religious observance by the religious body 

to which the pupils parents belong 

 Other circumstances specified and agreed upon in advance by the Heads of School 

 Approved educational activity. e.g. visit to secondary school. 

 Any other occasions on which a pupil is absent will be categorised as unauthorised absence.  

 Should the school feel that absences for which notes have been provided by parents show 
cause for concern because of their frequency the Heads of School will unauthorised the 
absences and follow the procedures for poor attendance. This will allow the involvement of 
the Education Welfare Officer. 

 
Dealing with Poor Attendance 
 

 When attendance falls below 90% a letter is sent home to parents/carers advising them that 
the school will be monitoring their child’s attendance.  

 Should the child’s attendance continues to fall below this level, parents/carers will be asked to 

come to the school to discuss this matter with Attendance Lead and Attendance Officer.  

 If the above interventions fail then the school will work with the EWS and the parent/carer to 
ensure the student’s attendance improves. 
 

Leave of absence 
 
There is no automatic parental right to withdraw a pupil for holidays, however parental requests will be 

considered on an individual basis by the Executive Head Teacher. 
 
 

 
 
 

 
 
 

 
 
 

 
 
 



  

Targets 
 

The school has adopted the following attendance: 
 
West Lea’s target is 93% 

 
People responsible for attendance matters in West Lea are: 
 

Jackie Corcoran 
James Carrick 
Caroline Nicholls 

 
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. School staff are committed 
to working with parents as the best way to ensure as high a level of attendance as possible.  
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