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Mission Statement  
 

With Christ at the heart of our Catholic community, 

our mission is to: 
 

 nurture the potential in each individual, 

 celebrate achievement, 

 and develop an awareness of service  

to God and each other 
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1 Introduction 

Aims/Objectives: 

We will always encourage pupils to strive for 100% attendance, however, we do understand that 

this is not always possible and have therefore set a school attendance target of 95% for the 

academic year 2021/22.  To support this, we will aim to: 

• Improve the overall percentage of pupils at school. 

• Make attendance and punctuality a priority for all those associated with the school including 

pupils, parents, teachers and governors. 

• Develop a framework which defines agreed roles and responsibilities and promotes 

consistency in carrying out designated tasks. 

• Provide support, advice and guidance to parents and pupils. 

• Further develop positive and consistent communication between home and school. 

• Implement a system of rewards and sanctions. 

• Promote effective partnerships with the Warwickshire Attendance Service (WAS) and with 

other services and agencies. 

• Recognise the needs of the individual pupil when planning reintegration following significant 

periods of absence. 

• Develop a systematic approach to gathering and analysing attendance related data 

 

1.1 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. We will reward those children whose attendance is very good. We will also make 

the best provision we can for those children who, for whatever reason, are prevented 

from coming to school.  

 

1.2 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. 

 

2 Definitions 

2.1  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 guardian. 

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

school to explain the absence.  

• Only the school can make an absence authorised. Parents do not have this authority. 

Consequently, not all absences supported by parents 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.  

 

2.2  Unauthorised absence 

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

permission of the school and/or a parent.  

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

reason, even with the support of a parent. 



 

 

 

3 How to report an absence 

If a child is absent for any reason, the school should be informed by the parent/carer (not family 

friends or siblings) on the first day of absence and provide the school with an expected date of 

return and reason for absence. 

This should then be followed up in the form of a written note on return to school outlining the 

reasons for absence and duration of absence. Any absences for which the school have 

received no explanation for the school to have reason to doubt the offered explanation will be 

recorded as an unauthorised absence.  

Wherever possible parents are expected to make routine appointments such as dental or 

medical, outside of school time and/or in school holidays. 

 

3.1 When a child is absent unexpectedly, the class teacher will record the absence in the 

register with an ‘N’ (no reason for absence), and will inform the school office, which will 

endeavour to contact a parent or guardian if the parent/guardian has not already 

contacted the school by 10.30am on the day of absence. 

 

3.2       We expect parents/guardians to contact the school to advise the school office of 

absence and reason for absence by 9:15am on the first morning of absence. 

 

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

a medical appointment. 

 

3.4 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 guardian, in order to check on the safety of the child. 

 

4 Requests for leave of absence 

4.1 The Government have issued new regulations in September 2013 regarding Leave of 

Absence; The Education (Pupil Regulations) (England) Regulations 2006 as amended by 

Education (Pupil Regulations) (England) (Amendment) Regulations 2013. 

 

• Head Teachers shall not grant any Leave of Absence during term time unless they 

consider there are exceptional circumstances relating to the application. 

• Parents do not have any entitlement of take their children on holiday during term time.  

Any application for leave must establish that there are exceptional circumstances and 

the Head Teacher must be satisfied that the circumstances warrant the granting of leave. 

• Head Teachers will determine how many school days a child may be absent from school if 

the leave is granted. 

• Applications for Leave of Absence must be made in advance and failure to do so will 

result in the absence being unauthorised. 

• Applications for Leave of Absence which are made in advance and refused will result in 

the absence being unauthorised, which may result in legal action against the parent, by 

Fixed Penalty Notice, if the child is absent from school during that period. 

• If a Fixed Penalty Notice is issued and is not paid within the timeframe set out in that 

Notice, the matter will be referred to Warwickshire County Council’s Legal Services to 

consider instigating criminal prosecution proceedings under S444 of Education Act 1996. 

 

Each application for a Leave of Absence will be considered on a case-by-case basis and 

on its own merits. 

 



 

 

5 Long-term absence 

5.1 When children have an illness that means they will be away from school for over five days, 

the school will do all it can to send material home, so that they can keep up with their 

school work if this is appropriate. 

  

5.2 If the absence is likely to continue for an extended period, or be a repetitive absence, the 

school will contact the support services, so that arrangements can be made for the child 

to be given some tuition outside school. 

 

6 Repeated unauthorised absences 

6.1 The school will contact the parent or guardian of any child who has an unauthorised 

absence. If a child has a repeated number of unauthorised absences, the parents or 

guardians will be asked to visit the school and discuss the problem. If the situation does 

not improve, the school will then contact the LA support services, who will visit the home 

and seek to ensure that the parents or guardians understand the seriousness of the 

situation. 

 

6.2 The governors, supported by the LA, reserve the right to consider taking legal action 

against any parents or guardians who repeatedly fail to accept their responsibility for 

sending their children to school on a regular basis. 
 

6.3 Persistent absence 

We use the term Persistent Absence when a pupil’s overall absence equates to 10% or 

more of their possible sessions, whether the absence is authorised or unauthorised. 

There are of course, good reasons (especially illness), which make attendance at school 

sometimes difficult. Nevertheless, lessons missed cannot be repeated and ‘catching up’ 

on work is never as good as the original learning experience. Pupils with persistent 

absence are often unlikely to attain their full potential at school and are at risk of failing to 

stay in education after leaving. Statistical evidence shows that persistently absent pupils 

are also significantly more likely to engage in anti-social behaviour, youth crime and are 

more at risk of other negative outcomes (including teenage pregnancy and drug/alcohol 

abuse). It follows that if schools and local authorities focus on this high-risk group, they will 

be in a strong position to make progress in the range of outcomes for children and young 

people for which they are accountable. 

 

7 Monitoring and review 

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

an annual report from the head teacher. 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 them and seek to ensure that our attendance figures are as high 

as they should be. 

 

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

years. 

 

7.3 The rates of attendance will be reported in the Head teacher’s report to Governors.  

 

7.4 Class teachers/TA’s will be responsible for completing the daily register and monitoring 

daily attendance in their class. If there is concern about a child’s absence, they will 

contact the school office immediately. If there is a longer-term general worry about the 



 

 

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

contact the parents or guardian. 

 

Monitoring Procedures 

Pupils who are in school every day find learning more satisfying and manage the demands of the 

school day in a more positive way. The school monitor the attendance of all pupils weekly and 

use a staged approach to address any issues. 

 

• Stage 1 – Initial Concern (below school target of 95%) – Pupil’s attendance level has fallen 

below the school target. Letter sent to parents/carers voicing concerns and offering the 

parent/carer the opportunity to contact the school to discuss concerns. 

• Stage 2 – Informal School Target (92%) – Pupil’s attendance level not improving after initial 

concern letter. Pupil will be set an individual attendance target. Parent/carer offered an 

opportunity to contact the school to discuss concerns.  

• Stage 3 – School Target (90%) – Pupils attendance level still not improving. Parents/carers 

invited into school for a meeting to discuss concerns. Individual attendance target set; 

any absence during this period will be unauthorised unless covered by medical evidence. 

Targets will still be set should a parent/carer decline the offer of a meeting. 

• Stage 4 – Referral to Warwickshire Attendance Service (WAS) if attendance target is not 

achieved and satisfactory reasons cannot be given (schools that buy into WAS Traded)/ 

falls below 85% (Non traded schools).  

• Stage 5 – Penalty Notice/Legal Action – Failure to achieve the WAS target may result in a 

Fixed Penalty Notice of up to £120 per parent. Non-payment of this fine may lead to legal 

action and a maximum 3-month jail sentence. 

Any improvement in attendance will be recognised both individually to the pupil and also 

acknowledged to parents.  

 

7.6 This policy will be reviewed by the governing body every two years, or earlier if considered 

necessary. 

 

8. Punctuality 

 The school day starts at 8.55 am and ends at 3.30 pm.  The school gates open at 8.45am 

so parents and children can access the playground prior to the start of the day.  However, 

children accompanied by parents can access the playground from 8.30 but children must 

not be left unaccompanied.  Doors to the school building will open at 8.55 to allow 

children to be ready for registration at 9.00. Any pupil arriving at school after 9.00 must 

enter school via the school office.  The school utilises the L – Late code for pupils arriving 10 

minutes after registration and the U Unauthorised code for pupils arriving 30 minutes after 

registration.  

 

9.   Reception Provision: 

 

Whilst Reception children are not of statutory age the school’s high expectations of 

attendance and punctuality still apply. Legal sanctions cannot be applied to children not 

of statutory age; however, all other practices and procedures will be applied in order to 

ensure an early commitment from parents/carers towards their child’s education and 

attainment.  

 

The Improving Attendance at School – Charlie Taylor report 2012 supports the importance 

of early years attendance monitoring. Therefore the school will record the attendance of 

Reception age pupils in line with the DfE Attendance coding guidance.    



 

 

Attendance falls below the expected school attendance target (schools should set their own attendance target and base 

it on 3/5 years previous attendance). 

 

Send initial letter of concern to parents (include registration certificate*)  

(STAGE 1 LETTER). 

Stage 5 is Prosecution  

 

ENGLISH MARTYRS PRIMARY SCHOOL FLOWCHART FOR ATTENDANCE MONITORING (ESCALATION 

PROCESS)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Registration certificate to be available/included with all correspondence and communication with parents (and minutes late 

report if appropriate). 

MONITOR ATTENDANCE (at a minimum of every half term but more frequently if more appropriate to the needs 

of the school) 

Attendance improves  

Attendance declines 

 

Send 2nd letter to parents* advising that child’s attendance is in danger of becoming recognised as persistently absent, therefore 

school to closely monitor. Parents may be requested to provide medical evidence to support absences and school will continue to 

monitor over next 4 weeks 

(STAGE 2 LETTER) 

Attendance improves  

Attendance declines 

 

Send 3rd letter to parents* inviting them to attend a meeting to discuss strategies to support an improvement (set internal 6-

week target, offer Early Help if appropriate, record conversation and send letter to parents outlining actions to be taken by 

school and by parents) 

(STAGE 3 LETTER) 

. 

Send ‘Praise’ letter 

and continue to 

monitor 

Send ‘Praise’ letter 

and continue to 

monitor 

Send ‘Praise’ letter 

and continue to 

monitor 

Monitor attendance over the next 4 weeks 

Monitor attendance over the next 4 weeks 

Monitor attendance over the next 6 weeks 

Send letter to parents* advising them that as attendance has not improved despite various supporting strategies, a discussion 

with Warwickshire Attendance Service (Traded 01926 413777) OR alternative provider** (as appropriate) for possible further 

intervention 

(STAGE 4 LETTER) 

Continue to monitor and maintain communication with parents 

 

Attendance improves  


