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Attendance Policy 

 

Rationale 

At St Mary’s RC Primary School we expect all children on roll to attend every day, when 

the school is in session, as long as they are fit and healthy enough to do so. We do all 

we can to encourage the children to attend, and to put in place appropriate procedures. 

We believe that the most important factor in promoting good attendance is 

development of positive attitudes towards school. To this end, we strive to make our 

school a happy and rewarding experience for all children. Although we highlight those 

children whose attendance is very good, we also make the best provision we can for 

those children who, for whatever reason, are prevented from coming to school.  

 

Under the Education (Pupil Registration) Regulations 1995, the governing body are 

responsible for making sure the school keeps an attendance register that records 

which pupils are present at the start of both the morning and the afternoon sessions of 

the school day. This register will also indicate whether an absence was authorised or 

unauthorised. 

 

Effective schools convey their positive regard for regular attendance to parents, pupils 

and teachers. Children quickly pick up the message that their presence is important. 

The twice daily requirement to register pupils can and should be perceived as an 

opportunity for the school to receive children formally from home and serve as an 

introduction to the session.  

 

Children are expected to attend school for the full 190 days of the academic year, 

unless there is a good reason for absence:  

 Authorised (where the school approves pupil absence)  

 Unauthorised (where the school will not approve absence)  

 

Definitions 

Authorised absence:  

 An absence is classified as authorised when a child has been away from school for a 

legitimate reason and the school has received notification from a parent or carer. 

For example, if a child has been unwell, the parent writes a note or telephones the 

school to explain the absence.  

 Only the school can make an absence authorised. Parents and carers do not have 

this authority. Consequently, not all absences supported by parents and carers will 

be classified as authorised. For example, if a parent takes a child out of school to 

go shopping during school hours, this will not mean it is an authorised absence.  

 

Unauthorised absence:  

 An absence is classified as unauthorised when a child is away from school without 

the permission of both the school and a parent.  

 Therefore, the absence is unauthorised if a child is away from school without good 

reason, even with the support of a parent.  
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Children with 100% attendance will be rewarded by the school with a certificate 

at the end of each term and also annually. 

 

If a child is absent 

If a child is absent, parents should call the school on the first day of absence stating 

the reason; parents can also use the First Day Response No: 07845788957 to report 

absences.  A note should be sent into school on the day the child returns to school 

explaining the absence. The school will decide whether to authorise the absence. If 

authorisation were to be refused, for instance if a child were kept off school for a 

birthday, then the parents would be informed. 

 

If contact, explaining the child’s absence, fails to be made by parents or carers, then 

the school would contact parents/carers by telephone on the initial day, before 

10:00am, following this with a letter within 7 days. 

 

If there is any doubt about the whereabouts of a child, the class teacher should 

take immediate action by notifying the school office. The school will then be in 

contact straight away with the parent or carer, in order to check on the safety of the 

child.  

 

A note may be sent to the school prior to the day of absence, for example if a child has 

a medical appointment. 

 

Unsure if the child is ill enough to be absent 

Of course we would never expect, nor want, children to come to school if they are 

poorly or infectious. However there may be times when a child has a mild cold or feeling 

a little under the weather. As long as the child does not have a temperature and is not 

distressed they can come to school. Also, if head lice are found, once the treatment 

has been applied and the appropriate amount of time has passed, children can return to 

school. If a child complains of feeling unwell when they get out of bed but later that 

morning they are actually fine and nothing has developed, again they can come into 

school – then they will get their mark for the afternoon. 

 

Punctuality 

Gates open for all children at 8:45am – children are allowed onto the premises at this 

time 

Children line up at 8.55am.  

Registration is 9:00am.  

 

Being late to school can be really upsetting for children; if they miss the input at the 

start of the lesson, or miss the instructions for the activity, they can panic or feel 

‘lost’. The first 10 minutes is also a time for prayers, sharing news and basic skills work 

– another important part of school life. Equally being 10 minutes late each day is the 

same as only having 4 English lessons that week instead of 5. 
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School finishes at 3:15pm  

 

We ask parents and carers to ensure there is someone to collect their child as they 

come out as it can be upsetting if they are the only ones left at the end of the school 

day. If for unforeseen circumstances parents and carers are going to be late, they 

should telephone school to let us know so we can reassure their child and arrange for 

someone to wait with them as often teachers have meetings, training courses, sports 

events etc. straight after school. 

 

Completing the Register 

The marking of registers can sometimes become so routine that its importance is lost. 

However, incomplete or inaccurate registers are unacceptable for several reasons. 

Registers provide the daily record of the attendance of all pupils; they are documents 

that may be required in a court of law, for example as evidence in prosecutions for 

non-attendance at school. They also contribute to pupil’s end of term reports and to 

records of achievement. Registers are completed electronically via Sims Attendance. 

 

TEACHER RECORDS 

 Black diagonal line to denote presence 

 O for unauthorised absence 

 N no reason given for absence 

 Daily attendance figures completed on Sims 

 

ADMIN STAFF RECORDS 

 Weekly/termly headings 

 Weekly attendance figures 

 Computerised input of absence information  

 

Requests for leave of absence 

Pupils’ absence during term time can seriously disrupt their continuity of learning.  Not 

only do they miss the teaching provided on the days they are away, they are also less 

prepared for the subsequent lessons after their return.  There is possible risk of 

under-achievement which we all must seek to avoid.   

 

Parents are strongly urged to avoid booking a family holiday during term time.  

Parents do not have the right to take their child out of school for such a holiday 

but the Headteacher, Mr David Miller, has the discretion to grant leave if he 

believes that there are exceptional circumstances.  The dictionary definition of 

exceptional is ‘unusual’ or ‘rare’; holidays do not fall into this category. 

 

We believe that children need to be in school for all sessions, so that they can make 

the most progress possible. As of September 2013, statutory regulations state that a 

Headteacher may only grant leave of absence for exceptional circumstances. All 

applications will therefore be considered in light of these regulations and as such 

authorisation may not be given. However, we do understand that there are exceptional 
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circumstances under which a parent may legitimately request leave of absence. We 

expect parents and carers to contact school at least two weeks in advance and request 

a leave of absence form (appendix 1). The application will then be considered by the 

Headteacher.   

 

It is particularly important that parents do not plan for their child to be absent 

when SATS or examinations are taking place.  Such absence would mean that their 

child is not assessed and the school’s overall performance will suffer.   

 

(Please note that holidays during term-time will not be authorised and any unauthorised 

absence may result in a fine.) 

 

Referral to Attendance Service 

Ofsted will question the measures taken by the school in targeting individual pupils with 

low attendance.  Currently if your child has only 7 days of absence, even if this is 

authorised due to sickness, this places them in the ‘Amber’ (At Risk Zone) category.  

The school will be expected to show the measures they have in place and follow with 

regard to children who fall into the ‘Amber’ or ‘Red’ categories.  The school will be 

working closely with the Attendance service making referrals for individuals with 

attendance in these categories.  

 

THE EDUCATION (PENALTY NOTICES) (ENGLAND) REGULATIONS 2007  

Amendments have been made to the 2007 Regulations in the Education (Penalty 

Notices) (England) (Amendment) Regulations 2013 (with effect 1/9/13).  

Amendments to 2007 regulations will reduce the timescales for paying a penalty 

notice. Parents must, from 1 September 2013, pay £60 within 21 days or £120 

within 28 days. This brings attendance penalty notices into line with other types of 

penalty notices and allows local authorities to act faster on prosecutions.  

 

Please note Fixed Penalty Notices are now issued to all parents who have parental 

responsibility. In practice this means that both Father and Mother will receive 

separate fines and in cases of unauthorised holidays in term-time relating to more than 

one child in the same family, the fines are multiple, as each child’s absence is classed as 

a separate offence. 

 

Attendance targets  

The school sets attendance targets each year; the attendance targets are then agreed 

with the LA Education Development Partner (EDP) as well. The targets are challenging 

yet realistic, and based on attendance figures achieved in previous years. The school 

considers carefully the attendance figures for other similar schools when setting its 

own targets. 

 

Low attendance figures mean ‘requires improvement’ or even ‘special measures’ 

therefore, Ofsted use attendance as a limiting factor.  This means that no matter how 
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hard the parents, staff and governors work to improve the school, we cannot be judged 

as good or outstanding without good attendance.   

 

Monitoring and Review  

It is the responsibility of the governors to monitor overall attendance, and they will 

request an annual report from the Headteacher. The governing body also has the 

responsibility for this policy, and for seeing that it is carried out. The governors will 

therefore examine closely the information provided to them, and seek to ensure that 

our attendance figures are as high as they should be.  

 

The school will keep accurate attendance records on file for a minimum period of three 

years. The rates of attendance will be reported in the school prospectus.  

 

The school office will be responsible for monitoring attendance and for following up 

absences in the appropriate way. If there is a longer-term general worry about the 

attendance of a particular child, this will be reported to the Headteacher, who will 

contact the parents or carers.  

 

This policy will be reviewed by the governing body annually, or earlier if considered 

necessary. 

 
 
 

 

 

 

 


