
             

 

 

Cynffig Cluster Attendance Policy 

This attendance policy represents a joint agreement between the following schools 

and is in line with Local Authority and Welsh Government expectations. 

Rationale 

The schools in the Cynffig Cluster are committed to providing a full and effective educational 

experience for all pupils. We believe that, if pupils are to benefit from education, punctual 

and regular attendance is crucial. In promoting the belief that attendance and punctuality are 

important values, we are preparing children for life and for a successful future. 

Purpose 

 To ensure that there is consistency of approach to managing attendance and lateness 

across the schools in the cluster.   

 To share the good practice in securing and raising attendance across the schools. 

 To improve the attendance figures for all schools involved. 

 To work with our community to develop supportive home/school links and 

communication systems which can be activated whenever there is a concern. 

Aims 

 To achieve as near 100% attendance as possible, believing that regular attendance is 

vital to a child's development and achievement. 

 To consult with all members of the school community and the Education Welfare 

Service in developing and maintaining the attendance policy. 

 

Roles and Responsibilities 
 

Each school within the cluster will ensure that it shares its expectations for pupils, parents, 

staff, Governors and the Education Welfare Service (EWS) and make clear the roles and 

responsibilities of each category. 
 

Parents have a responsibility to ensure their children are in school on time every day and to 

inform the school of the nature of any absence before 9.30 am. 

 



Celebrating Good Attendance  

Each cluster school will place emphasis on celebrating good attendance using a variety of 

rewards and incentives. 

 

Monitoring Attendance 

 Schools report attendance figures to parents at least once a term using the Callio 

colour banding frame and/or other system. 

 Attendance that continues to cause concern will result in a meeting between the 

parents, Headteacher and Education Welfare Service to ensure all possible steps are 

being taken to improve attendance 

 The Education Welfare Officer will be informed about any child whose absence is in 

the red category and this will be monitored to ensure improvements are secured. 

 

Managing Lateness 

 Good time keeping is really important. The education for pupils who arrive late is 

disrupted and late children also disrupt the education of others. 

 Late pupils should always report to the office on arrival. If a pupil arrives late after 

closure of registration then an unauthorised mark will be recorded.  

 Schools monitor lateness and if a child is regularly late appropriate actions are put in 

place.  

 

Holiday Requests 
 

The Education Act (2000) sets out the Welsh Government’s expectations regarding 

attendance.  It states that pupils are expected to attend compulsory education for 190 days in 

the year.  

 

Under the Education (Pupil Registration)(Wales)Regulations 2010 schools have a 

discretionary power to grant leave for the purposes of a holiday. There is no automatic right 

to withdraw pupils from school for a holiday and in law parents have to apply for permission 

in advance. The Regulations state that only in exceptional cases should a pupil be granted 

more than 10 school days leave in any school year. Whilst Heads have this discretion, BCBC 

is advising schools to use their discretion to not authorise term time holidays except where 

exceptional circumstances apply. Such exceptions would include, but are not limited to, 

pupils whose parents are in the armed forces, in recognition of the Council’s commitment to 

the Armed Forces 

Please note that even if holidays are authorised due to exceptional circumstances this is still 

registered as an absence and will affect your child’s total attendance percentage. 



Fixed Penalty Notices 
 

Under the Education (Penalty Notices) (Wales) Regulations 2013, Local Authorities have 

been given powers to issue Fixed Penalty Notices (FPNs) as an alternative to taking legal 

action against parent/carers when responding to absenteeism from school. 

 

A Fixed Penalty Notice (FPN) is a fine given for unauthorised absence from school. It does 

not require a court appearance and does not result in a criminal record.  Payment of an FPN is 

an alternative to parents being prosecuted in Magistrate’s Court. 

 

FPN’s are issued by the Local Authority at the request of the Headteacher in collaboration 

with the Education Welfare Service (EWS):- 

 When a pupil has a minimum of ten unauthorised sessions recorded during the current 

term (these do not need to be consecutive and please note that a school day is divided 

into two sessions, am and pm) 

 In response to persistent late arrival at school i.e. after the registration period. Again 

this will be when there are at least ten recoded late marks in the current term 

 For unauthorised holiday absence. Parents are advised that taking a family holiday 

during term time may result in an FPN payment. 

 If a parent(s)/carer(s) does not attempt to engage with the school or Local Authority 

regarding their child’s absence. 

 If a pupil regularly comes to the attention of the police during school hours and is 

absent from school without an acceptable reason, the police authority may request the 

Local Authority issue an FPN. 

Before a Penalty Notice is issued, you will receive a written warning outlining the extent 

of your child’s absence and the possibility of you receiving a Penalty Notice. A period of 

15 school days is offered to improve the attendance and if there are NO unauthorised 

absences recorded during this 15 day timescale then the FPN will not be issued. 

 

The 15 day warning period does NOT apply to an FPN issued for an unauthorised 

holiday absence. 

 

There is no limit to the number of times a warning notice may be issued. 

 

This cluster policy recognises the link between attainment and attendance and as such 

has been written to support all children to achieve their full potential. 


