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ATTENDANCE AND PUNCTUALITY POLICY 

 
 
1.1 Introduction 
 

At the Bolton Wanderers Free School (BWFS) we believe that in order for our students to gain the greatest 

advantage from their education it is vital that they attend regularly as timetabled. This means students should be 

present at the timetables classroom or venue, on time, every day during term time unless the reason for absence 

is unavoidable. BWFS has a legal duty to publish its absence figures to parents/guardians and to promote 

attendance. Equally, parents/guardians have a duty to make sure that students attend. 
 
 
1.2 Why good attendance and punctuality is important? 
 

Regular attendance enhances the learning opportunities that students have, therefore greatly increasing their 

chances of being successful in education and all aspects of life. Poor attendance and punctuality often leads to 

lack of self-esteem, disaffection and can have an adverse effect on a student’s achievement. It is the legal 

responsibility under Section 7 of the Education Act 1996 that ‘the parent or guardian of every young person of 

compulsory education age shall cause him/her to receive efficient, full-time education’. It is also the duty of 

staff in line with our safeguarding policies to encourage good attendance and punctuality. 

 

1.3 Aims 
 

The aim of this policy is to ensure all the relevant persons are aware of their roles and responsibilities with 

regards to attendance and punctuality.  Helping to create a pattern of regular attendance is everybody’s 

responsibility: parents/guardians, students and all members of the BWFS team. 

 

1.4 Procedures 

 

All parents/carers/guardians should: 

 

 Ensure students attend daily, punctually, in correct and appropriate wear and equipped to learn. 
 

 Notify the BWFS on the first day of absence and for each subsequent day of absence. 
 

 Provide a note to explain with evidence of appropriate any absences on the first day the student returns. 
 

 Be aware that there are sufficient school holidays which should allow enough time for holidays, 

routine medical and dental check-ups to be taken outside of education hours. 
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 Where appropriate, send students into lessons before and after an appointment if a medical 

hospital appointment is made during the timetabled day. 

 

 Be aware that BWFS will only authorise leave in exceptional circumstances.  A letter to request 

exceptional leave will need to be submitted to the Principal or SLT for their consideration.  

 

 Be aware that any more than 5 consecutive days of absence will require a doctor’s note. 

 

 Students that miss 15% or more education across the school year become a ‘Persistent 

Absentee’. Absence at this level does considerable damage to any student’s educational 

prospect and we need parent’s full support and co-operation to tackle this. 

 

Students will:  

 

 Attend education regularly and be at registration on time. Students should be aiming for 100% 

attendance, our whole school target is 95%. 

 

 Arrive to all aspects of their education on time. 

 

 Inform their tutor in person, before the lesson by an agreed contact route, if they have genuine 

reasons for lateness or absence. 

 

 Follow the rules regarding attendance and punctuality and ensure they are aware of the 

procedures involved.  

 

BWFS staff will: 

 

 Arrive at their lessons 15 minutes before the start to meet and greet their students. 

 

 Take an accurate register and follow up on absences to check if they are genuine. 

 

 Apply sanctions to any student who arrives late without a note of explanation. 

 

 Apply sanctions to any student who truants their lesson. 

 

 Refer students to student services if a problem with attendance and/or punctuality persists. 

 

 Operate procedures which allow absentees or late comers to catch up on missed work without 

disrupting the learning of other class members. 

 

The Student Services will: 

 

 Have overall responsibility for electronic registration monitoring and initiating truancy call 
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(absence notification text service) for absent students. 

 

 Regularly analyse attendance and punctuality data and provide the Head of Student Services 

with this information as required and to other members of staff. 

 

 Liaise closely with the SLT regarding matters of the attendance and punctuality of identified 

students for whom there are concerns and organise necessary action promptly. 

 

 Target (along with the SLT) any student whose average yearly attendance falls below 93%. 

 

 Ensure prompt follow up action is taken regarding students identified as persistent absentees 

and maintain rigorous monitoring of the situation. 

 
 
1.5 Understanding types of absence 

 

Every half-day absence from education has to be classified by BWFS (not parents or guardians), 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 education for acceptable reasons such as illness, 

hospital appointments, which unavoidably fall in lesson time, emergencies or other unavoidable causes. 

 

Unauthorised absences are those that the BWFS does not consider reasonable and for which no ‘leave’ has been 

given. This includes: 

 

 Parents/carers keeping students off school unnecessarily 

 Truancy before or during the school day 

 Absences which have never been properly explained 

 Students who arrive at school after 9.00am or the timetabled start of a lesson / session without a 
valid reason 

 Shopping, looking after other children or birthdays 

 Day trips and holidays in term time which have not been agreed 

 Dentist and doctors’ appointments that are not classed as emergencies  
 
 
Whilst any student may be absent from education if they are ill, sometimes they can be reluctant to attend. Any 

problems with regular attendance are best sorted out between the BWFS, the parent or guardians and the 

student. 

  

1.6 Procedures for dealing with persistent absences 
 

 Contact made to home by BWFS to ascertain reasons for non-attendance. 

 Student Services to ascertain reasons for absence if persistent. 

 Meeting arranged by Student Services with parents and, if necessary school staff, to discuss and 
implement strategies to improve attendance. 

 If non-attendance remains persistent the local authority need to be made aware of the situation. 
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1.7 Lateness 
 

Poor punctuality is not acceptable. All students should arrive before the start of their timetables lesson/session.  

If a student misses the start of the day, they can miss work and do not spend time with their class teacher getting 

vital information and news for the day. Late arriving students also disrupt lessons, can be embarrassing for the 

student and can also encourage absence. 

 

1.8 How we manage lateness 

 

 All lessons and sessions have a timetabled start time and we expect students to be in class at this time. 
 

 10 minutes after the start time registers will be closed. In accordance with the Regulations, if a student 
arrives after that time (unless he/she has let their teacher prior know and it is a valid excuse) they will 
receive a mark that shows them to be on site, but this will not count as a present mark and it will mean that 
they have an unauthorised absence.   

 

 Students who arrive after their timetabled session and have not let their teacher know prior, will receive a 
verbal warning. 

 

 If students have a persistent late record (more than twice in a week) their parent or guardian will be asked 
to meet with a member of the BWFS team to resolve the problem. Parents/Guardians are advised that they 
can approach any member of the team at any time if they are having problems getting a student to school 
on time, or the student is having difficulty arriving on time via public transport. 

 

 

 

1.9 Rewards System 

 

Students are rewarded for a 100% attendance record for a whole term.  

 

Rewards include, for example, sports vouchers, training kit, tickets to BWFC games, match day meals in hospitality 
suites, etc. 

 

1.10 Evaluation and Monitoring 

 

Through the academic year we monitor absences and punctuality to show where improvements need to be made.  
A strategic plan and action plan will then be put in pace if appropriate  

 
 

 


