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Attendance Policy 
 
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. 
 

Attendance monitoring procedures 
 

 1. Attendance registers; 
 

 Registers should be completed on SIMS.Net as at 8.55a.m. and at 1.10p.m. 

 Children present are marked with “/” 
 Children absent are marked with “N” 

 Children who are absent for any known reasons e.g. medical, illness will have the 
correct attendance code recorded by the School Administration staff 

 Children who arrive late after 9.00 a.m. will have the mark “L” shown against their 

name together with the minutes arrived late annotated. 
 Children arriving late must enter the school building via the Main Entrance, and must 

give their name to the School Administration Staff before going to class 
 The School Administration Staff will amend registers appropriately for any child 

arriving late. 

 If a child arrives after the register has closed i.e. after 9:30 a.m. the absence will be 
recorded as an unauthorised late and the code “U” entered.  

 Parents are asked to phone the School Office to advise any absences before 8:55 a.m. 
and each day that their child is absent from school. 

  

2. Daily Registers 
 

The School Administration Staff are responsible for monitoring absence and updating the 
electronic registration. 
 

 



3. Monthly/Termly/Annual Reports 
 
The School Administration Staff will complete these figures and will also complete any returns 

to the L.E.A. concerning attendance. 
 

4. Weekly Percentages – Information for Weekly School Newsletter 
 
The School Administration Staff will convert Weekly Totals into a percentage figure so that 

they can be used to promote competition between classes. 
 

5. Telephone Absence Messages 
 
The School Administration Staff will keep a record of all messages received concerning 

absence and will also notify class teachers by placing adding a note onto the electronic 
register. This includes requests for permission to attend medical appointments 

 
6. Absence Monitoring 
 

 The School Administration Staff are asked to inform the Head Teacher of any child 
absent for a third day without any notification or any child arriving late for a second 

time in a week. 
 The School Administration Staff will attempt to make contact by text message with 

any family on the first day of absence if the parents have not contacted the school by 
9.00am. A text message is sent and followed up with a phone call by 9.30am. 

 The School Administration Staff will also check registers on Friday afternoon to look 

for any patterns in absence. 
 Attendance trackers are on display in the Head Teacher’s office to monitor children 

and look for any patterns of non-attendance. 
 
6. Attendance Target  

 
The attendance target for the academic year is 96% 

 
7. Actions to be taken 
 

 Absence without notification, once identified, will be followed up by the School 
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. 
 Lateness will also receive careful monitoring and follow-up. 

  
8. 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 to receive a £5 book token. 
 A termly draw for those children achieving 100% attendance for 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. 
 

 
 
 

 



9. 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. 
 
Requests for absence during term time should be submitted on the “Application for Additional 

Leave during Term Time application form” which can either be downloaded from the School’s 
Website or obtained from the School Office. 

 
Where the Head Teacher decides an absence is unauthorised parents will be informed and 
made aware that the matter will be drawn to the attention of the Early Intervention Team. 

 
If your child’s attendance becomes a concern, you will received a warning letter/notice from 

the Local Authority. The warning letter invites the parent/carer to contact the school to 
discuss any relevant issues. If the parent chooses not to do this, and attendance does not 
improve, a Penalty Notice will be sent to both parents/guardians of the child(ren). 

 
For unauthorised holidays in term time, please note the revised and much reduced 

length of time before a fine is incurred is now 5 days or more, a warning notice is 
NOT REQUIRED. A copy of the refusal of a holiday request is needed instead. The refusal 

letter includes a warning that if the child is absent during the period for which the leave is 
requested the absence will be unauthorised and the LA will be asked to issue a Penalty 
Notice.  

If the holiday is not requested, a copy of the pupil’s attendance certificate is all that is 
required. 

 
10. Holidays in school time (please also refer to section 9 above) 
 

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 
submitted by filling in the Leave of Absence Request Forms, which are available from the 

School Office, please complete and return this 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. 

 
11. The Law 

You are responsible for: 
 ensuring your children receive full time education 
 their regular attendance at school. 

 
As the parent, you are committing an offence if you fail to make sure that your child 

attends school regularly, even if they are missing school without your knowledge. You run 
the risk of being issued with a Penalty Notice or being taken to court. 
 

The Local Authority may decide to prosecute parents in instances where absence is 



unauthorised by the school. If this happens: 
 parents can be fined up to £2,500 or imprisoned for failing to ensure that their child 

attends school regularly 

 magistrates can also impose a Parenting Order, which means that the parent has to 
attend a counselling and guidance programme, usually a parenting class 

 a Penalty Notice of £60 may be issued by the Local Authority as an alternative to 
prosecution. This rises to £120 if unpaid after 21 days but within 28 days. Failure to 
pay will normally lead to prosecution 

 
What can you do? 

 
Ensure that your child attends school regularly and arrives on time. 
 

Lateness can be very disruptive for the class and your child. If your child is late after 
registration closes, this will be counted as an unauthorised absence. 

If your child is absent from school you must: 
As early as you can on the first day of absence 
• phone the school, or 

• send a note, or 
• call at the school, to notify them about the absence, the reason and expected return date 

 
When your child returns to school always send a signed note which should: 

• be dated and 
• give the reason for absence 
 

The reasons your child should not be kept away from school include: 
• to look after brothers or sisters 

• to mind the house 
• to visit relatives 
• for long weekends 

• for shopping trips 
• for birthdays 

• for holidays during term time. 
 


