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LIMPSFIELD GRANGE SCHOOL 
‘together we make a difference’ 

 

  

 

Attendance Policy 
 

 

This school is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment 

 

 

Governor’s Committee Responsibility: Curriculum, Community and Student 

Welfare Committee  

 

Date Approved:     Summer 2015 

 

Review Period:      3 yearly 

 

Next Review Date:     Summer 2018 
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Autism Statement 
 
We at Limpsfield Grange School aim to develop practices and policies that promote and 
sustain the wellbeing of children and young people with Autism.  
 
We aim to offer training and support for staff parents and other stakeholders to enable 
them to best meet the needs of children and young people with Autism.  
 
We aim to establish a consistent approach across all areas of our school community that 
enables all students with Autism to learn and make progress. 
 
We aim to ensure that our communication with all stakeholders is clear and appropriate. 
 
We aim to ensure that our physical environment is responsive to the needs of children and 
young people with Autism, and that we take account of the sensory needs of individuals. 
 
We aim to provide a range of experiences that enable interaction; promote social inclusion 
and independence; and support learners with Autism to reflect on their experiences.  
 
We aim to empower our learners to understand their Autism and celebrate their difference. 
 
We aim to provide on-going high quality staff development for all members of staff at 
Limpsfield Grange. 
 
We aim to develop and sustain a multi-disciplinary approach where professionals plan and 
work together to meet the needs of learners with Autism. 
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The staff and Governors of Limpsfield Grange School firmly believe that all students benefit 

from regular school attendance. Good attendance at school is important for a child’s 

education and establishes a positive work ethos in early life. To this end, we will do all that 

we can to support parents and carers to ensure that the children in their care achieve 

maximum possible attendance, and that any problems that prevent full attendance are 

identified early, and acted on promptly. 

 

The Education (Pupil Registration) (England) (Amended) Regulations 2013, which became 

law on 1st September 2013 states that Headteachers may not grant any leave of absence 

during term time unless there are exceptional circumstances. The Headteacher is also 

required to determine the number of days a child can be away from school if leave is 

granted. 

 

By law all children of compulsory school age must receive a suitable full-time education. 

Parents and carers have a legal responsibility to ensure that this happens. Once a child is 

registered at a school, parents and carers have a legal responsibility for making sure that 

they attend regularly. 

 

The School aims to: 

 Support students and their parents or carers in the establishment of high levels of 
attendance and punctuality. 

 Ensure that all students have full and equal access to the highest quality education 
that we can offer in order to fulfil their individual potential. 

 Provide a welcoming atmosphere. 

 Provide a challenging and stimulating learning environment. 

 Provide a sympathetic response to any student or parent or carer concerns. 

 Keep daily accurate records of AM and PM attendance and punctuality. 

 Monitor individual student’s attendance and punctuality. 

 Contact parents when a student fails to attend and where no message has been 
received to explain the absence. 

 Follow up all unexplained absences to obtain explanations from parents. Although 
parents may offer a reason, only the school can authorise the absence. In the case of 
long term or frequent absence due to medical conditions, verifications from a GP or 
other relevant body may be requested. 

 Encourage excellent attendance and punctuality through our rewards system. 

 Make initial enquiries regarding students who are not attending regularly. 

 Meet with the Welfare Officer for Special Education (WOSE) to monitor and support 
school attendance and punctuality. 

 Refer irregular or unjustified patterns to the WOSE. Failure by the family to comply 
with the planned support set by the WOSE may result in further actions, e.g. and 
application for an Education Supervision Order, or court prosecution. 

Limpsfield Grange School Attendance Policy 
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 Meet the requirements of the UN Convention, The Rights of the Child, by ensuring 
that whenever possible, students are consulted in all decisions that relate to them.    

 Make parents and carers aware of the legal requirements. Under current 
Government legislation unauthorised absence is regarded as truancy and all absence 
figures are reported to the LA, DfE; are recorded on the child’s termly report to 
parents, and annually in the child’s Annual Review 

 

We expect students will: 

 Attend school regularly. 

 Attend school punctually. 

 Attend school appropriately prepared for the day. 

 Attend all of their timetabled lessons 

 Discuss promptly with a member of staff, any problems that may affect their school 
attendance.  

 

We expect parents to: 

 Encourage their child to attend school, working in partnership with the school and 
ensuring that their child attends school whenever possible.  

 Be aware of their legal responsibilities. 

 Ensure that their child arrives at school punctually and prepared for the school day. 

 Ensure that they contact the school on each day of absence or if known in advance, 
whenever their child is unable to attend school, giving details of the reason that they 
are unable to attend. 

 Notify the school immediately of any changes to contact details. 

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

 

Punctuality and lateness 
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 of the day. Lateness into school causes disruption 

to the 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. 

 

 Registration takes place at 9.00 am Monday to Thursday, 9.00am Friday. 
Students who arrive after 9.15 am will be recorded as late to school. 

 Students arriving late must ensure they go straight to the school office to 
register.  

 Registers close at 9.30 am and after this, lateness is recorded as an unauthorised 
absence and can be subject to prosecution by the Local Authority. 

 Persistent lateness by a student will be dealt with through the school pastoral 
system and may be referred to the WOSE. 
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Students leaving during the school day 

 Students are not allowed to leave the premises without prior permission from the 
school. 

 Whenever possible, parents should try to arrange medical and other appointments 
outside of school time. 

 Parents are requested to confirm in advance any planned absences, the time of 
leaving, the expected return time. 

 Students must sign out at the office on leaving the school and sign back in on their 
return. 

 Where a student is being collected from the school, parents/guardians are requested 
to report to the school office before the student is allowed to leave the site. 

 All students leaving with permission will be given a written authorisation slip by the 
school in case of being stopped by Truancy Patrol. 

 If a student leaves the school site without permission their parents/guardian will be 
contacted. It may be appropriate, in certain circumstances, to contact the Police and 
register the student as a missing person. 

 

Parental requests for leave of absence during term time 

The school holiday and INSET dates are published at the earliest opportunity, and we expect 

parents and carers to book their family holidays during the school holidays. 

 

Permission for leave of absence in term time can only be granted in exceptional 

circumstances, approved by the Headteacher. Requests should be put in writing.  

 

Where leave of absence is taken which does not fall into the exceptional circumstances 

category, it will be recorded on a child’s attendance record as unauthorised absence. 

 
Penalty Notices for holidays 
In line with guidance from the DfE and Surrey County Council, the Headteacher may request 

that the Local Authority issue a Penalty Notice to parents when students are taken out of 

school for 5 days or more days holiday or leave of absence without prior school 

authorisation. 

 

The amount payable on issue on a Penalty Notice is £60 per child, per parent or carer if paid 

within 28 days of receipt of the Notice, rising to £120 if paid after 28 days but within 42 

days.  

 

If the Penalty Notice is not paid within 42 days the Local Authority may prosecute parents 

for failure to ensure regular school attendance. 
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Failure to ensure regular school attendance 

Limpsfield Grange School hold Attendance Panels in conjunction with the WOSE. When a 

student’s attendance is a cause for concern parents will be invited to an Attendance Panel 

to discuss any difficulties they are experiencing in ensuring regular school attendance.  

 

If there is no improvement in attendance, the School may refer the matter to the WOSE 

who works in partnership with the School parents and careers to support students who are 

failing to attend school on a regular basis. Parents have a legal duty to ensure regular 

attendance and if they fail to do so, may commit an offence under Sections 7 and 444 of the 

Education Act 1996. 

 

This policy should be read in conjunction with the following policies: 

Absence of a Student Without Authority Policy & Procedure 
Behaviour Policy  
 

Review 

The Governing Body of Limpsfield Grange School adopted this policy on: 

_______________________ 

 

It will be reviewed on:          

___________________________________________________________ 

 

Signed: 

___________________________________________________________________________ 

 

Dated:  

___________________________________________________________________________ 


