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ATTENDANCE POLICY 

 
“A learning community, celebrating Christ in all, building a kingdom of love, hope and joyf.” 

 

Rationale 

At St. Edmund’s Catholic Primary School, we recognise attendance to be a vital part of 

safeguarding and we expect a high standard of work, attitude and behaviour. This can only 

succeed through regular and consistent school attendance. In order to achieve this, we build a 

partnership between staff, parents, parish and pupils. We recognise parents as the first educators 

and role models and we hope that development and positive response to education will continue 

in the security of a consistent approach of close co-operation between home and school. 

 

Aims 

 For every child and parent to value and respect primary education. 

 To promote regular school attendance throughout the community. 

 To celebrate attendance success for particular cohorts and individual pupils. 

 To raise awareness of the education “lost” through absence which could be avoided. 

 To ensure absence in term-time complies with government legislation (2013). 

 To promote punctuality throughout the school community. 

 

Principles 

Children must arrive at school on time each day (by 8.50 am). If a child arrives after the register 

closes (9 am) they are to be marked “late”. Persistent lateness will result in personal contact with 

parents/carers. 

 

When absence is unavoidable, parents/carers must contact the school on the first day of absence. 

Parents/carers must also give a written or verbal explanation covering all dates of absence when 

the child returns to school. 

 

Every half-day absence from school has to be classified by the school, (not by the 

parents/carers), as either AUTHORISED or UNAUTHORISED. This is why information about 

the cause of the absence is always required, preferably in writing. 

 

Authorised absences are mornings or afternoons away from school for illness or unavoidable 

causes. 

 

Uauthorised absences are those that the school does not consider reasonable and for which no 

“leave” has been given. This includes: 

 

 Absences for reasons that are unacceptable to the school e.g. shopping or birthday 

treats 

 Absences which have never been properly explained 

 Children who frequently arrive at school too late to get a mark 

 

Any problems with irregular attendance are best sorted out between the school, parents/carers 

and the child at an early stage. This is nearly always successful. If difficulties can not be sorted 

out this way, the school will refer the child to the Attendance and Engagement Officer from the 
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Local Education Authority. He/she will also try to resolve the situation by agreement, but, if 

other ways of trying to improve the child’s attendance have failed, the Attendance and 

Engagement Officer can use court proceedings to prosecute parent/carers. This could result in a 

fine or a term of imprisonment. 

 

Parents/carers of children may wish to contact the Attendance and Engagement Officer 

themselves to ask for help or information. They are independent of the school and will give 

impartial advice. Their telephone number is available from the school office or by contacting the 

Local Education Authority. 

 

Procedures 

The school applies the following procedures in deciding how to deal with individual absences: 

 

 In the case of absence during the course of the school day for whatever reason, 

parents/carers must put this request in writing prior to the absence- the application 

form is available from the school office. 

 It is at the discretion of the Headteacher to grant leave for exceptional circumstances 

only during term time.  

 Late arrivals are recorded at the school office. 

 Persistent lateness is dealt with by the Headteacher and parents will be involved. 

 

Holidays during term-time 

Government legislation (2013) requires Headteachers to grant leave of absence during term time 

for exceptional circumstances only- absence for holidays (unless the circumstance is exceptional) 

will not be granted. 

 

The people responsible for attendance at St. Edmund’s School are: the Headteacher and the 

Governing Body. Attendance is a standing item on all Teaching & Learning Committee and Full 

Governor meetings and attendance data is analysed regularly by the Headteacher and Senior 

Leadership Team.  

 

Children Missing Education 

In the event that a child fails to return to school after a holiday or leaves our school and is not 

immediately registered at a new school we follow the Oxfordshire Children Missing Education 

Policy as part of our safeguarding procedures. 

 

Summary 

The school has a legal duty to publish its absence figures to carers/parents and to promote 

attendance. Equally, parents have a duty to make sure that their children attend school. School 

staff are committed to working with parents as the best way to ensure as high a level of 

attendance as possible. 
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