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Attendance – A Guide for Parents and Guardians 
 
Introduction 

 

Holy Infant & St Anthony RC School takes very seriously its obligation to provide all 
children on roll with their full educational entitlement. We understand that if children 

are to make the most of this entitlement they must be present in school for the 
maximum time possible. 

 
It is the school's intention therefore to monitor carefully the attendance of its pupils 

to ensure that no child misses out unnecessarily on their entitlement. 
 

Those involved with this Policy 
 

We believe that the promotion and attainment of a good attendance record involves 
developing positive attitudes amongst children by teachers, parents, the Educational 

Social Worker Service and the Governing Board.   
 

The success of the policy will be dependent on all parties working together, but the 

school wants to work especially closely with the parents in this regard. 
 

Attendance means….... 
 

Being present for the maximum of 190 full days each school year. 
 

Arriving at school on time for the school day, which is: 
 

 Morning session     8.55 - 12.00 noon      
 

 Afternoon session    1.05 - 3.30 p.m. 
 

If your child is absent from school: 
 

Parents/Guardians are asked to phone the School Office on 01204 333 111 to advise 

any absences before 8:45 a.m. and each day that their child is absent from school 
and to give the reason for the absence. 

 
Upon return to school, Parents/Guardians should send in a letter giving the reason 

for the absence. This letter is then kept with your child’s attendance records. 
 

Medical Appointments: 
Where possible, these should be made out of school hours.  

Alternatively, in order to reduce the impact on your child’s education and their 
attendance record, appointments should be made from 1:30p.m., therefore allowing 

your child to participate in English and Maths lessons which take place primarily in 
the morning and to receive their afternoon registration mark for attendance. 

 
  

Whole School Attendance Target 2018-19 
 

The whole school attendance target for 2018-19 is 96%. 



Action the school takes regarding your child’s attendance: 

 
 Absence without notification, will be followed up by the School Office by 

contacting the parents/family by text or telephone on the first day of absence. 
 If this does not produce a satisfactory reason for the absence, the Head Teacher 

will be informed and further action determined. 
 Persistent and/or regular absence will be followed up by a letter to parents, 

and if no satisfactory response is received, the Educational Social Worker will 
be informed. If the attendance does not improve you may be fined and/or be 

summoned to court by the Local Authority. 
 If your child has a high level of sickness absence, School will notify with the 

attendance medical team who will arrange for an Advanced Practitioner to visit 

you at home. 
 Lateness will also receive careful monitoring and follow-up. 

  
Rewards for attendance 

 
 All individual children who have achieved 100% monthly attendance will be 

rewarded with an Attendance Certificate. 
 A monthly draw for a class winner in each class receives a £5 book token. 

 A termly draw for those children achieving 100% attendance with the winner 
receiving a £10 book token. 

 Any child with a 100% attendance record for a School year will receive a 
Certificate at the end of year service in July. 

 The class with the highest attendance each week, receives extra play time and 
applauded in assembly and is presented with the attendance trophy. 

 

Authorised/Unauthorised attendance 
 

Absences are only authorised for genuinely acceptable reasons such as illness and 
medical appointments that cannot be arranged out of school hours. The DfE stipulates 

that the Head Teacher can only authorise absences in “exceptional circumstances” 
e.g. Police Officer required on duty for an event such as the London Olympics. 

 
Holidays in school time 

 
Holidays in term time have been reviewed by the DfE with effect from 1st September 

2013 and guidance has been sent out to all parents. Parents are aware that the Head 
Teacher has the discretion to authorise any leave of absence in term time in 

exceptional circumstances only.  
 

If a family requests a leave of absence from school the reason for this request must 

be made by completing the request form available from the school office and then 
forwarded to the Head Teacher. 

 
Any time taken without the permission from the school will be unauthorised and could 

result in action being taken by the Local Authority by means of a fixed term penalty 
fine. 

 



Our school attendance figures are monitored by the Local Authority and by the 

Government. In order that our children are enabled to reach their full potential it is 
vital they are in school, on time, every day. 

 
 

 
Attendance matters! 

 
 Did you know that a 90% attendance means that your child will have not 

attended school for 38 sessions, which is almost FOUR weeks of education 
missed! It also equates to one day off every second week – This has a huge 

impact on your child’s progress. 

 School recommends using the second week of the 2 week holiday at the end of 
May as holidays in this week are significantly cheaper. 

 Children attend school for 190 days per year leaving 175 days for holidays and 
medical appointments – Please try harder to use these 175 days. 

 Please do not keep your child off school for minor illnesses and ailments.  
Children need to build up a resilience for life.  If your child needs medicine four 

times a day, we can administer this for you, Health Plans are available at the 
school office for you to complete with your instructions and permission.   If 

your child needs “Calpol”, you could call into school at a lunchtime to give this, 
or fill out a Health Plan and the school staff will do this for you. Every day 

counts! 


