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ST JOSEPH’S CATHOLIC PRIMARY SCHOOL 
ATTENDANCE POLICY AND GUIDELINES 

 
 

1. Rationale 
 
1.1 Safeguarding children is our top priority at St Joseph’s and this attendance policy and 

guidelines forms part of our safeguarding procedures. Regular and punctual school 
attendance for all children is important to ensure continuity and progression in their 
education. It is a school’s responsibility to monitor and actively pursue the goal of regular 
attendance. The Government’s recommendation is for pupils to attend for 96% of the 
school year. 

 
1.2 At St Joseph’s Catholic Primary School we expect all children to attend every day, when 
 the school is in session, as long as they are fit and healthy 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 the development of 
 positive attitudes towards school. To this end we strive to make our school a happy and 
 rewarding experience for all children. Our pupils should want to come to school 
 because they will find a welcoming environment which is bright and stimulating, the 
 curriculum is relevant and interesting, good behaviour is praised and everyone feels 
 valued and secure.  We will also make the best provision we can for those children who, 
 for whatever reason, are prevented from coming to school. 
 
1.3 The school is committed to working with parents as the best way to ensure a high level 
 of attendance in line with our Mission Statement: 
 
 ‘St. Joseph’s, home, school and parish work together as we learn with Hope, Live 
 in Faith, Love in Peace, Worship and Celebrate in our Community. Building 
 positive relationships with Christ at our centre, where each person is welcomed, 
 respected and valued.’ 
 
1.4 The school has a legal duty to publish its absence figures to parents and to promote 
 attendance. Parents will receive information in their child’s report detailing their 
 attendance record. Good attendance is rewarded by verbal praise and recognition during 
 the year and by individual certificates which are presented in front of the whole school.  
 
1.5 Under the Education (Pupil Registration) Regulations 1995 the governing body is 
 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 
carer. For example, if a child has been unwell and the parent 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.  
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2.2 Unauthorised absence 

• An absence is classified as unauthorised when a child is away from school 
without the permission of the school. This includes keeping children off school for 
trivial reasons; absences which have never been properly explained and children 
who arrive at school too late to get a mark. 

 

• Therefore the absence is unauthorised if a child is away from school without 
good reason, even with the support of a parent. 

 

• Any problems about attendance are best sorted out between the school parents 
and the child. It is better for Parents not to give in to pressure from their child to 
excuse them from school. This gives the impression that attendance does not 
matter and may make things worse. When there are difficulties, parents are 
expected to contact school at an early stage and to work with the staff to resolve 
problems together. This is nearly always successful. 

 
 

 
3.  Registration 
 
3.1 The school at present uses a computerised registration system. The register is taken on 
 class computers at the start of each morning and afternoon. If the Class teacher is 
 absent, a spare laptop with the data for the class can be collected from the ICT suite. 
 Data is sent remotely to the Office. 
 
3.2 Registers are marked in the morning at 8:55am and at the start of the afternoon session: 

 1.00pm for all pupils. Registers are closed in the morning at 9am and in the afternoon at 
1.05pm.  Staff should ensure there is a mark for each child present for each session. 
The Class Teacher should note how many children are present and who is absent in 
case of fire or any other emergency. 

 
3.3 The Office staff updates absence data daily following first day calling and by checking 
 late book entries, letters, verbal and phone messages.  Codes for absence are applied 
 using up to date DfES guidance. 
 
  
4. Lateness 
 
4.1 We actively discourage lateness by a pupil. Any child arriving late will be recorded on the 
 Attendance register module in SIMS. (School Information Management System). 
 
4.2 If a child arrives after the close of registration then he/she will have been marked absent. 

Once the doors are closed at 8.55am the only way to get into school is via the school 
office/Computer suite. Any pupil who comes into school this way from 9am will be 
marked as late in the attendance record. Records are kept of all pupils who are late, this 
is documented on the electronic register for each pupil (attendance code ‘L’). Any child 
who arrives later than 9.20am will be marked as having an unauthorised absence for the 
morning (attendance code ‘U’).  

 
 Children who have attended a dentist or doctor’s appointment and subsequently come to 

school late will have the absence recorded as a medical absence (attendance code ‘M’) 
Arriving after registration has  closed without a good reason may be recorded as an 
unauthorised absence.  
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4.3 Children who are persistently late miss a significant amount of learning, often the most 
important aspect, as the beginning of the day is where the teacher explains the learning 
and what each child is expected to achieve. 

 
4.4 If lateness persists then the school will contact the parent / carer and if no improvement 

is noticed, the Education Welfare Office. 
 
 
5. If a child is absent 
 
5.1 Parents / carers should contact the school on the first day of their child’s absence. When 

parents / carers notify us of their child’s absence it is important that they provide us with 
details of the reason for their absence and information of when they expect their child to 
be able to return to school. 

 
 
5.2 All absences are recorded as either authorised or unauthorised on the computer system. 

It is important that we receive accurate information from parents with reasons for the 
child’s absence. This information is used to determine whether the absence is 
authorised or unauthorised and it is the Head teacher who has the responsibility to 
determine whether absences are authorised and unauthorised. When a child is absent 
without notification the class teacher will record the absence as unauthorised on the 
computer system. The school office will then endeavour to contact a parent or carer to 
ascertain the reason for the absence. 

 
 
5.2 Informing the school in advance of any medical appointments in school time for the 

absence to be recorded as a medical absence we do require evidence from the doctor or 
dentist. (Appointment card/letter) 

 
5.3 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 carer in order to check on the safety of the child. In 
cases where the school is unable to contact the parent, safeguarding procedures will be 
followed.  

 
If your child becomes unwell… 
 
5.4  In cases of any common illnesses such as sickness, parents/carers children should 

follow the usual Public Health England (PHE) guidelines and keep children off school as 
per the guidance. In all cases of symptoms associated with Covid-19, it is essential that 
the procedures as set out by the government are followed. These are subject to change 
and wherever parents/carers are unsure of the current guidance, they should seek 
advice directly from school or the government website.  

 
All persons who develop Coronavirus symptoms (however mild) in between attendance 
times or whilst on site, should follow government guidance on self-isolating (including 
isolating for at least 10 days) and including test and trace. Staff or pupils on site when 
they develop symptoms should be sent home as soon as possible. It is important that 
you do not send your child to school if they or any member of your household 
shows any symptoms that could be linked to Coronavirus. All staff and pupils who 
are attending an education or childcare setting will have access to a test if they display 
symptoms of coronavirus and school must be kept informed of symptoms and the test 
result. In the event of a negative test result, the pupil can return to school. . In the event 
of a positive result, the child must self-isolate for 10 days and all household members for 
14 days. Parents and carers of children within the same bubble as the child who has 
tested positive, will be informed all children within the bubble will need to self isolate for 
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14 days. Children will be marked as absent with a specific code (x) if linked to 
Coronavirus.  

 
 
6. Requests for leave of absence 
 
6.1 With effect from September 2013 the government abolished the right of head teachers to 

authorise absence specifically for holidays of up to 10 days per year if special 
circumstances exist. Instead Head teachers will only be allowed to grant leave of 
absence for any reason if they are satisfied an exceptional circumstance exists in line 
with the Leeds Guidelines.  

 
6.2  We believe that children need to be in school for all sessions, so that they can make the 

 most progress possible. Parents must be aware that children who miss out on education 
 are at an immediate disadvantage relative to their peers and at great cost to themselves. 
 Therefore they must consider very carefully before removing their child from school for 
 long periods. The Governing Body of this school wish to emphasise the detrimental 
 effect that this can have on your child’s education. However, we do understand that 
there are exceptional circumstances where a parent may legitimately request leave of 
 absence for a child to attend, for example, a special event.   
An Exception Circumstances Leave Form must be completed in all cases and is 
available on request from the school office. 

 
 

6.3       We expect parents to  contact the school at least a week in  advance, as in accordance 
 with legislation we cannot authorise any absences after they have been taken. 

 

6.4 The Education Welfare Service (EWS) may issue penalty notices to Parents if their child 
is absent from school without permission. The cost of these notices will be £60 per 
child per parent if paid within 21 days, and £120 if paid between 22 and 28 days.  

 
6.5 Parents will be asked to justify how they will compensate for the child’s absence and the 
 impact of this on their education. 
 
 
 
7. Long-term absence 
 
7.1 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. 
 
7.2 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.  
 
 
8. Repeated unauthorised absences  
 
8.1 The school will contact the parent or carer of any child who has an unauthorised 
 absence.  If a child has a repeated number of unauthorised absences, the parents or 
 carers will be asked to visit the school and discuss the problem. 
 
8.2 If the situation does not improve since previous monitoring and a child’s attendance falls 

below 90%, the parents/carers will be contacted again advising them that the matter may 
be referred to the Educational Welfare Officer (EWO). The EWO will then arrange to 
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meet the parents/carers at school or in the home to discuss the seriousness of the 
situation. This may result in the child being put on the Special Needs register during the 
period of intervention. 

 
8.3 The governors, supported by the LEA, reserve the right to consider legal action against 
 any parents or carers who repeatedly fail to accept their responsibility for sending 
 their children to school on a regular basis. 
 
9 Children Missing in Education (CME) 
 
9.1 We follow the Leeds local authority CME guidance for Children Missing Education. This 

can be viewed on the safeguarding page of the school website.  
 
10. Persistent Absences 
 
10.1 A child is classed as a persistent absentee if their attendance drops below 90%. We 

understand that there are circumstance where a child’s absence may drop below 90% 
due to medical or illness related issues. However, school will make half termly contact 
with parents whose children have dropped below the 90% threshold to ensure that 
parents are aware of their child’s attendance record and to offer support as necessary.  

 
10.2  In some cases of persistent absence, the EWO may be contacted to support the school 

and family to improve attendance.  
 
10.3 The governors, supported by the LEA, reserve the right to consider legal action against 

any parents or carers who repeatedly fail to accept their responsibility for sending their 
children to school on a regular basis. 

 
 
11. Rewards for good attendance 
 
11.1 All the children who have 100% attendance will receive an excellence certificate for 

attendance, awarded in assembly.  
 
 
12. Attendance targets 
 
12.1 The school sets attendance targets each year. These are agreed by the senior staff and 
 governors at the annual target-setting meeting. These attendance targets are also 
 agreed with the LEA link inspector. The targets are challenging yet realistic and based 
 on attendance figures achieved in previous years. The school considers carefully the 
 attendance figures for other similar schools when setting its own targets.    
 
 
 
13. Monitoring and review 
 
13.1 The class teacher and the Headteacher regularly monitor attendance and where 
 necessary, involve the school’s EWO. At present the school’s EWO contacts the school 
 regularly. The following monitoring arrangements will be used to ensure attendance is 
 96% or more. 
 (i) Any member of staff concerned about a pupil’s attendance should report their 
 concerns to the Head teacher, who will take the appropriate action. 

(ii) The School Administrator will print off an overview of every class attendance half 
termly and give it to the Head teacher for monitoring. 
(iii) Specific areas are monitored separately including persistent absentees, 
unauthorised absences, late arrivals. 
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13.2 It is the responsibility of the governors to monitor overall attendance. They will request 
 that attendance figures will be included in the Head teacher’s Report to Governors given 
 out at each full governing body meeting. 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 and seek to ensure that attendance figures meet the 
 target set. 
 
13.3  The school will keep accurate attendance records on file for a minimum period of three 
 years. 
 
13.4 This policy will be reviewed by the governing body every two years, or earlier if 
 considered necessary. 

 


