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As a Catholic school we seek to work in partnership with our parents and carers to ensure
the best possible start for each child entrusted to our care.  Regular attendance and
punctuality are an essential part of this partnership.

The principles of this policy are:

 Promoting excellent attendance is the responsibility of the whole school
community.

 Regular school attendance is the key to enabling children and young people to
maximise the educational opportunities available to them and become emotionally
resilient, confident and competent people who are able to realise their full
potential and make a positive contribution to their community.

 This Policy should not be seen in isolation but is a strand that underpins all other
policies related to the wellbeing of children including safeguarding, behaviour,
bullying and support for children with medical needs.

 All children should in school, on time, every day that school is open unless the
reason for absence is unavoidable.

 Schools are required to take an attendance register twice a day.  This shows
whether the pupil is present, engaged in an approved educational activity off- site,
or absent.  If a pupil of compulsory school age is absent, every half-day absence
from school has to be classified by the school as either AUTHORISED or
UNAUTHORISED.  Only school can authorise the absence, not parents.  This is
why information about the cause of each absence is always required.

Arrival Times and Term Dates

School gates open at 08.50 am
Children should arrive no later than 9.00 am

Parents will receive a list of term dates including INSET days and bank holidays at the
start of the academic year.  If they are in any doubt about particular days, parents should
contact the office before that date.

Notification of Lateness or Absence

Parents should phone the school office on 01283 562686 between 8.00 am and 9.00 am
on the same day and advise the school if the child is going to be late or absent by leaving
a message on the designated absence line. The reason for absence or lateness must be
as specific as possible.

Children arriving after 9.00 am are required to report to the school office.



On the first day the child returns to school from an absence the parents should write a
letter to the class teacher giving the reason for the absence.

Registration procedures

1. Registers will be dated and clearly marked so that correct information may be
entered by the office staff.

2. Morning registers will be completed between 9.00 am and 9.30 am; afternoon
registers will be completed between 1.15 pm and 1.30 pm and returned to the
office.

3. Arrivals marked between 9.00 am and 9.30 am will be marked “L”. Arrivals
after 9.30 am will be marked “U”

Authorised Absence or Lateness

Only the school can authorise an absence.

1. Where the school is satisfied with parent’s explanation for the absence and
there have been no previous issues with the child’s absence or punctuality
record the school will authorise the absence.

2. As long as children return to school straight after doctor/dentist appointments
they are not counted as absences unless the child misses the whole session.
The situation is the same for a child who leaves after registration for a good
reason such as illness etc.

3. Children should not be kept off for the whole day for such visits unless they are
too unwell to attend, in which case the parent must contact the school and
send a note in confirming the reason for their absence the next day and it will
be counted as an absence.

4. The special circumstances code will be considered for issues such family
bereavement, moving house etc.

The school office will keep a record of the reasons given for all late arrivals and
absences and these will be frequently reviewed by the Headteacher.

Other agencies, such as the Educational Welfare Officer, will be involved where
lateness or absence drops below 90%. To maintain positive relationships and
encourage a working with approach to attendance, where a pupil’s attendance drops
below 92%, ‘informal’ contact will be made by a member of the SLT or other
designated person.



Unauthorised Absence

The school office will advise the Headteacher accordingly when:

 No satisfactory explanation has been given to the lateness or absence
 A child is frequently arriving late
 There is a reason to doubt the accuracy of the reasons given for the lateness

or absence
 The child’s overall attendance falls below 90%

In cases of persistent lateness/absence the Headteacher and office will contact other
agencies such as the Educational Welfare Officer. Persistent absentees are defined as
those pupils missing around 15% or more of the typical amount of possible sessions
across a given period.  From September 2015 this definition will change to include pupils
missing 10% or more of possible sessions. Attendance information is recorded and
reported for national comparisons.

At Holy Rosary we believe in supporting the whole family; our first duty of care, however,
is to the child; where there is doubt regarding the safety and well being of a child the
Headteacher will report it immediately to Social Services.  Our preferred option is an open
and honest relationship with our parents or carers; if there is a genuine problem, parents
and carers are requested to talk to the Headteacher.

Leave of absence during term time

We have adopted a zero tolerance with regards to holidays during term time; this is in
line with the local Authority and Government Guidelines. Government Legislation from 1st

September 2013 states schools can only grant requests for leave of absence due to
exceptional circumstances.

No holidays will be authorised unless there are very exceptional circumstances and will be
reviewed on a case-by-case basis.  Parents should contact the school office regarding
these very exceptional circumstances, who will liaise with the Headteacher.

Parents who take their children out of school during Term Time and the absence has not
been authorised, a penalty notice may well be issued according to the local authority’s
code.

Absences will be recorded in the End of Year individual school report.

Circumstances where a Penalty Notice may be issued:

Penalty Notice for leave of absence (holiday) in term time

From 1st January 2018 any period of unauthorised leave may result in parents receiving a
penalty notice fine.  The head teacher will continue to be the only person able to



authorise leave in term time, but this will apply only in exceptional circumstances.  Any
unauthorised absence will be referred by the head teacher to the local authority.

Penalty Notice for persistent lateness

Previously a pupil had to achieve 20 unauthorised late marks before a penalty notice
warning could be issued. This has now changed to 10 marks, and late marks do not
have to be one after the other in order for the penalty notice to be issued.  Parents are
therefore encouraged where possible to ensure their child attends school on time.
However, if their child is late they must inform the school of the reason(s) why, as we
may be able to offer them some form of advice or support.

Period of time used to measure persistent absence and lateness

If a child has had 10 days unauthorised absence or is late 10 times over a twelve week
period, the parent may receive a penalty warning notice and also potentially a fine.

School Responsibilities:

 We will promote positive behaviour and attendance through its use of curriculum
and learning materials and will recognise good attendance appropriately.

 We will work with parents to resolve problems which may affect a child’s
attendance and will involve representatives of other agencies that work with the
school such as the School Nurse or representatives of the Local Support Team
such as Educational Welfare Workers where required in order to ensure all children
can benefit from consistently good punctuality and attendance.  We will use the
Early Help Assessment process to support this.

 We will be proactive in encouraging attendance for all pupils through ensuring
parents and pupils receive information on the importance of good attendance and
punctuality and will react swiftly to intervene to improve attendance of individual
children should this become a concern.

Parents or Carers Responsibilities:

 Parents have a legal duty to ensure that their children of compulsory school age
attend school regularly.

 Inform school straight away if your child cannot attend and give the reason.

 Try to make medical, dental or other appointments outside the school day.

 Ensure the school is aware of any circumstances at home that may be likely to
affect their attendance.

 Encourage good routines at home which promote a healthy lifestyle including
enough sleep



 Talk to your child about school and let the school know if your child is worried
about any issues such as difficulties with homework or friendship problems.

 Do not book holidays in term time – this will only be authorised in exceptional
circumstances.

 See advice from your G.P if you are not sure how long to keep your child off
school with an illness

 Ensure school has all your up to date contact details

 Encourage your child to enjoy school and make the most of all the opportunities
available to them.

The importance of good attendance and its link to attainment:

There is a clear link between attendance and attainment.

Lateness = Lost Learning (Figures below are calculated over a school year)
5 minutes late each day = 3 days lost!
10 minutes late each day = 6.5 days lost!
15 minutes late each day = 10 days lost!
20 minutes late each day = 13 days lost!
30 minutes late each day = 19 days lost!

Your child’s future…

Of pupils who miss more than 50% of school, only 3% manage to achieve five A* to Cs,
including English and maths
Of pupils who miss between 10% and 20% of school, only 35% manage to achieve five
A* to C GCSEs, including English and maths
Of pupils who miss less than 5% of school, 73% achieve 5 A* to Cs, including English
and maths

Admissions Register:

School keeps an admission register which records the date that each child joined the
school and their personal details including those of their parents and of their previous
school.  All schools (including academies) must keep a record of attendance register
entries for at least 3 years and inform their local authority of any pupil who is going to be
deleted from the admission register.

A pupil can lawfully be deleted from the admission register on the grounds prescribed in
regulation 8 of the Education (Pupil Registration) (England) Regulations 2006 where they:



 Have been taken out of school by their parents and are being educated outside the
school system, eg. Home education (see below)

 Have ceased to attend school and no longer live within reasonable distance of the
school at which they are registered.

 Have a medical condition certified by the school medical officer that the pupil is
unlike to be in a fit state of health to attend school

 Are in custody for a period of more than four months due to a final court order
and the proprietor does not reasonably believe they will be returning to the school
at the end of that period; or

 Have been permanently excluded

Elective Home Education

If school receives written notification from parents that they wish to home educate their
child then we will inform the Local Authority via Entrust at enquiries@entrust-ed.co.uk of
the decision to remove the child’s name from the admissions register.  Whilst school will
not seek to prevent parents from choosing to electively home educate their child, neither
will they seek to encourage them to do this – particularly as a way of avoiding exclusion
or due to a poor attendance record.


