
 

 

 
 

St. Peter’s Catholic Primary 
School 

 

ATTENDANCE POLICY 
 

Ratified:  28th September 2017 

Review: September 2018 

 

 

 

 

 

 

 

The school is committed to safeguarding and promoting the welfare of children and young people and expects 

all staff, volunteers and visitors to share the same commitment. We follow Gloucestershire Safeguarding 

Children’s Board Procedures. For more information go to www.gscb.org.uk  

http://www.gscb.org.uk/


 

St Peter’s Catholic Primary School recognises that positive behaviour and good attendance are 
central to raising standards and pupil attainment. 
This policy is written with the above statement in mind and this policy underpins our school 
ethos to: 

 Promote children’s welfare and safeguarding; 

 Ensure every pupil has access to the full time education to which they are entitled; 

 Ensure that pupils succeed whilst at school; and 

 Ensure that pupils have access to the widest possible range of opportunities when they leave 
school. 

 
For our children to gain the greatest benefit from their education it is vital that they attend regularly 
and be at school, on time, every day the school is open unless the reason for the absence is 
unavoidable. 
Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their 
learning. Any pupil’s absence or later arrival disrupts teaching routines and so may affect the learning 
of others in the same class. 
 
Ensuring a child’s regular attendance at school is a parental responsibility and permitting absence 
from school without a good reason creates an offence in law and may result in prosecution. 
We want to ensure that there is a good attendance habit at our school. We want to make sure that 
children get into a good pattern, right from the first day that they start school. This is because good 
attendance leads to better learning, which can lead to better qualifications and ultimately better 
employment chances for our children. 
 
Pupils are expected to attend school for the entire duration of the academic year, unless there is an 
exceptional reason for the absence. There are two main categories of absences: 
Authorised Absence: is when the school has accepted the explanation offered as satisfactory 
justification for the absence, or given approval in advance for such an absence. 
Unauthorised Absence: is when the school has not received a reason for absence or has not 
approved a child’s absence from school after a parent’s request. 
 
Please be aware that when a parent telephones the school with information that their child is unable 
to attend due to illness, or other circumstances, this may not be automatically authorised. Your 
child’s current and previous school attendance will be taken into consideration and as a result the 
absence may not be authorised. 
 
Keeping your child off school with minor ailments such as a headache or slight cold is not acceptable. 
Repeated absences may require us to request that you obtain medical evidence from your doctor’s 
surgery. This may be in the form of a date stamped compliment slip confirming your visit, or 
prescription or medicine bottle. Any of the above is to be shown to a member of the school office. 
(Please note: that the school is not asking any parent to incur a charge for such information and will 
not be liable for the cost.) 
 
 
“There is a clear connection between regular attendance and achievement.” 
 
 
 
 



Responsibilities of the school: 
• To set up good attendance patterns in all children 
• To create a culture in which good attendance is accepted as the norm 
• To improve attendance and punctuality across the whole school 
• To reduce the percentage of unauthorised absence and increase the percentage of complete weeks 
• To demonstrate that good attendance and punctuality is valued by the school 
• To maintain and develop effective communication regarding attendance between home and school 
 
Information to parents The school will give ‘attendance reports’ to parents at each parents’ evenings 
to inform them about their child’s attendance. Parents are free to request an update at any time. 
 
Attendance targets: We will set attendance targets in line with recommendations from the Local 
Authority in order to improve attendance.  
 
Monitoring attendance: The school will monitor attendance of all pupils, including their overall 
attendance, lateness, broken weeks and unauthorised absence. School will take action, where 
appropriate, by contacting parents or the Education, Entitlement and Inclusion Team. 
 
Celebrating good attendance: In order to help promote good attendance, 95+ & 100% attendance 
awards will be given out at the end of each term and at the end of the academic year.  School 
attendance bears will be shared at weekly assemblies to those achieving 95% attendance. 
 
New Intake: For those parents whose children are beginning their school life at St Peter’s Catholic 
Primary School, they receive an introductory talk which includes the subject of attendance. Good 
habits are promoted from the children’s’ first year of school in Reception Class and are continued to 
be encouraged right the way through to year 6. 
 
Responsibilities of parents/carers 
We encourage parent/carers to promote an ethos with their children/family which places a high 

value on regular attendance and good punctuality. We would ask parent/carers therefore to 

encourage good habits by: 

 Making sure your child gets enough sleep so they are able to wake up in plenty of time to get 
ready for school and eat a good breakfast; 

 Make sure that your child attends school wearing the correct uniform and brings appropriate 
kit and provision for lunch; 

 Help your child by showing an interest in school life; 

 If your child appears reluctant to attend school, contact the child’s class teacher immediately 
to discuss any concerns.  There could be a number of reasons for this reluctance such as 
difficulties with school work, friendship problems or family difficulties.  It is important to 
identify any reasons for a reluctance to attend school quickly and before it becomes a more 
serious issue. 

 
KEEPING YOUR CHILD SAFE We need to know your child is safe if they do not arrive at school. 
Parents should let us know by 9.00am at the very latest if their child won’t be in school. 
 
Parents have a key responsibility for promoting patterns of good attendance with their children, 
including ensuring children arrive at school on time and ready to learn every day. Parents also need 
to be aware of the importance of avoiding ‘broken weeks’ where some sessions are missed which 
leads to disjointed education and learning.  



Parents are encouraged to make an appointment with the Attendance Officer if they are worried 
about their child’s attendance. 
 
Informing the school regarding absence Parents are asked to call the school before 9.00 am on each 
day that their child is absent, so that the attendance records can be kept up to date and children kept 
safe. If a child has an illness like Chicken Pox which is going to keep them off school for a certain 
amount of time we ask that parents call on the first morning of absence and then update us regularly 
rather than calling every morning.  Parents of children with unexplained absences will be contacted 
by the school requesting a reason for non-attendance at school. If the reason given is not deemed 
appropriate or contact cannot be made then any outstanding absences will be recorded as 
unauthorised.  

Ensuring children arrive to school on time Parents have a responsibility to make sure their children 
arrive on time. All children should be in class by 8.55 am. Any child who arrives after this time will be 
late in the register. Any child who arrives after the register has been closed, 9:10 am, will be 
unauthorised. For those children who turn up late for school on a regular basis a letter will be sent to 
the parent/carer of the child. If persistent lateness occurs, parents/carers will be contacted to discuss 
the matter further. 

If attendance falls; School will support parents, particularly if attendance drops below 95%, in order 
to help it improve (as this is equal to missing half a day a week). Parents would be expected to attend 
meetings held at the school to discuss ways of helping attendance improve. When attendance drops 
to 90%, the school may refer this to the Education, Entitlement and Inclusion Service; this could then 
result in a court appearance and a fine. The Local Authority’s policy will be followed through with 
supporting evidence from the school’s Attendance Officer. 
 
Medical and Dental Appointments 
We encourage parents not to make medical or dental appointments during school time if possible.  
Medical appointments taken in school time affect attendance figures for individual pupils as well 
class groups and the school as a whole. If the appointment is in school time please do not take a 
whole morning, afternoon or day off. 
 
Persistent Absence 
In September 2015 the government reduced the persistent absence threshold to 10%. If a child has 
missed 38 sessions or 19 days they will be classified as persistently absent. Parents/carers of children 
at risk of being persistently absent will be contacted. 
 
Request for absence: Request for absence:  

The law does not permit Headteachers to authorise absence during the school term unless there are 
exceptional circumstances relating to the request. 

The Education (Pupil Registration) (England) (Amendment) Regulations 2013 explanatory note states: 

Regulation 7 of the 2006 Regulations is amended to prohibit the proprietor of a maintained school 
granting leave of absence to a pupil; except where an application has been made in advance and the 
proprietor considers that there are exceptional circumstances relating to the application. 

All parents must complete a ‘request for absence during school term’ form (APPENDIX 1) but the 
absence will only be authorised if there are exceptional circumstances relating to the application.  A 
family holiday, family wedding/wedding anniversary, First Holy Communion, Baptism, a birthday, 
family gathering etc are not exceptional circumstances and requests for absence in these 
circumstances will not be authorised.  



Parents who wish to make a request for absence must still complete the ‘request for absence during 
school term’ form.  Parents will receive the return slip completed by the Headteacher.  Parents are 
reminded that Leave of absence taken without authorisation may be referred to the Education 
Entitlement and Inclusion Service. This may result in prosecution proceedings, or a Fixed Penalty 
Notice. If a Fixed Penalty Notice is issued, a separate Notice would be issued to each parent for each 
child. As of 1st September 2013, the rate per parent per child will be £60 if paid within 21 days and 
rising to £120 if paid between 22 and 28 days 

If the penalty notice is not paid each parent may be liable to prosecution at the Magistrates Court, 
and if proved, each notice may receive a criminal conviction and/or a fine to the maximum of £1,000. 

We hope that this clarifies the school’s position and that this information will help you plan holidays 
and celebrations at weekends or over the holiday periods. 

Pupils Responsibility: Additionally, we all encourage the pupils to take responsibility for themselves 

and others and to play a positive role in the life of the school, making the most of educational 

opportunities available. We therefore expect children to: 

 Respect themselves and others; 

 Do all they can to attend school regularly and punctually (e.g. getting up on time/when they 
are asked to); 

 Be kind and caring to each other in order to create a sense of belonging; 

 Talk to an adult if they have any worries or concerns over school that make them feel like they 
don’t want to come; 

 Wear the correct school uniform and arrive at school ready to learn. 
 

Vulnerable Pupils: Any attendance concerns for vulnerable pupils will be discussed immediately with 

a designated safeguarding lead to ensure any actions are taken at the earliest possible opportunity. 

Local Authority: For pupils/families who show no improvement in attendance despite support 

offered, legal proceedings can take place. Although as a school we hope never to reach this stage, 

where the use of enforcement processes is found to be necessary, the school will support this.  For 

information on enforcement and penalty notices please visit:  

http://www.gloucestershire.gov.uk/article/107600/Attendance-and-absence-from-school 

‘Children Missing from Education’: Any pupils who are classed as missing from education will be 

reported to the local authority. 

For the purpose of this document a Child Missing from Education is defined as: “Any child of 
compulsory school age (5-16) pupil who are registered on school roll but have not taken up an 
allocated space as expected, have 10 or more days of continuous absence from school without 
explanation or who have left school suddenly and the destination is unknown. 
Additional information on this subject can be found at:  

http://www.gloucestershire.gov.uk/schoolsnet/children-missing-education 

 

 

 

http://www.gloucestershire.gov.uk/article/107600/Attendance-and-absence-from-school
http://www.gloucestershire.gov.uk/schoolsnet/children-missing-education


Appendicies: 

 

Appendix 1 : Request for absence during school term 

Appendix 2 : Flow Chart & Letter 1 

Appendix 3 : Letter 2 

Appendix 4 :  Letter 3 

  



 

Appendix One 

 Request for absence during school term – exceptional circumstances only 

Please remember that absence from school can seriously disrupt your child’s continuity of learning. Not only do they miss the 

teaching provided on the days they are away; they are also less well prepared for lessons upon their return. There is a consequent 

risk of underachievement, which together we must seek to avoid. Amendments to the 2006 regulations make it clear that 

Headteachers may not grant any leave of absence during term time unless there are exceptional circumstances. 

Name: …………………………………………………………….Class: …………………….. 

Period of absence required: ……………………………………………………..………………………………………………… 

Reason for request: 

……………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………… 

Signed:…………………………………Parent/Carer           Date:……………………………… 

----------------------------------------------------------------------------------------------------------------------------- -------- 

Dear Parent/Carer 

Re:………………………………………………………………………Class:………………………….. 

           Leave of absence authorised between…………………..and…………………………… 

Please ensure that your child returns to school promptly as failure to do so can result in their removal from the school roll. 

           Leave of absence refused between……………………….and……………………… 

Any absence from school between……………………………and………………………..will be marked as unauthorised and referred to the 

Education Entitlement and Inclusion Service who may issue a Penalty Notice of up to £120 (Section 444(A) of the Education Act 

1996). 

Signed………………………………………………….Headteacher           Date:………………….. 

  

 

 



Appendix two 

St Peter’s Catholic Primary Schools Lateness Escalation 
Process 

 

Arriving late for school can be upsetting for children and is disruptive for the rest of the class.  One 
of the most important things you can do to support your child is to ensure that they attend school 
regularly and on time. The more work they miss the harder it will be to catch up, and the longer 
they are away the harder it may be for them to fit back into school life and friendship groups. 
By law, all children of compulsory school age are entitled to a full-time education. As a parent, you 
are legally responsible for making sure this happens. As a school we want all children to be in 
school and partaking fully in school life and will offer help in any way we can to yourselves and 
your child to ensure they  enjoy school and want to come to school every day. 
 

Child late into school (arriving after 8.55am) on more than 5 occasions in a term: 

  

Attendance officer will speak with parent/carer with regards to reasons for lateness and will send letter 1.       

An improvement in lateness after this will see the child monitored for another term to ensure the lateness 

pattern has stopped.  

If there is no improvement & child/ren is/are late on more than 11 occasions: 

 
 
 
Letter 2 will be sent. Parent/Carer will be invited in to meet with Attendance Officer.  
Meeting outcome will be to agree an Attendance Improvement Plan to help improve arriving at school on 
time. 
 
 
An improvement in lateness after this will see the child monitored for another term to ensure the lateness 
pattern has stopped. 
If there is no improvement & child/ren is/are late on more than 17 occasions: 
 

   
Letter 3 will be sent. Parent/Carer will be requested to attend an Attendance Improvement Meeting with 

Attendance Officer and Headteacher.    

Regular meetings will continue until the lateness concerns have been resolved. 

 

  



 

 

 

Appendix two 

 

DATE 

Dear Parents/Carers, 

RE: Your child’s punctuality at school  (5 days late) 

(First Name   Surname Date of Birth) 

Attendance is an important life skill and at St Peter’s Catholic Primary School we want all children to attend 

school regularly and on time.  We would be very grateful if you could get your child/ren to their classroom by 

8.55am.  

Please see the flow chart attached detailing our school’s approach to managing pupil attendance. 

Yours sincerely, 

 

Mrs Ballard                           Mrs Baron 

Attendance Officer              Headteacher 

  



 

 

 

Appendix three 

 

 

 

 

DATE 

Dear Parents/Carers, 

RE: Your child’s punctuality at school (11 lates) 

(First Name   Surname Date of Birth) 

Attendance is an important life skill and at St Peter’s Catholic Primary School we want all children to attend 
school regularly and on time.  We would be very grateful if you could get your child/ren to their classroom by 
8.55am every morning.  

I have noticed that your child has been late for school 11 times.   

Remember: 

• 5 minutes late every day adds up to 3 days lost a year 

• 10 minutes adds up to 6 days lost a year 

• 15 minutes adds up to 10 days lost a year 

• 20 minutes adds up to 13 days lost a year 

• 30 minutes adds up to 19 days lost a year 

I would like to offer our support to your family so we can work together to improve your child’s punctuality.  
Following our phone conversation today, I would like to confirm our meeting tomorrow morning at 8.40am. 
You can park in the school car park. Your child is also invited to this meeting where we will draw up an 
Attendance Improvement Plan to support you and your child arriving at school on time. 

Yours sincerely, 

 

Mrs Ballard 

Attendance Officer 

  



 

 

 

Appendix four 

DATE 

Dear Parents/Carers, 

RE: Your child’s punctuality at school (17 lates) 

(First Name   Surname Date of Birth) 

Further to our letters dated ___&___, we are writing to you because we continue to have concerns about your 

child’s punctuality at school.  Your child has now been late 17 times.  

Remember: 

        5 minutes late every day adds up to 3 days lost a year 

• 10 minutes adds up to 6 days lost a year 

• 15 minutes adds up to 10 days lost a year 

• 20 minutes adds up to 13 days lost a year 

• 30 minutes adds up to 19 days lost a year 

 

We would like to discuss this matter with you and an appointment has been made for tomorrow, DATE at 

TIME at school.  We would like your child to attend this meeting too.  At the meeting we will review the 

Attendance Improvement Plan again. Please bring your copy with you.   

 

Yours sincerely,  

 

Mrs Ballard     Mrs Baron  

Attendance Officer            Headteacher 

 


