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Policy Statement    

  

"By faith only do we know our position in the world, our circumstances, our rights and 

privileges, our fortunes, our parents, our brothers and sisters, our age, our mortality" John 

Henry Newman   

   

In accordance with our Collegiate Mission statement, we strive to secure a shared vision for 

all associated with our Collegiate community and we aim to provide a caring environment 

which seeks to promote the development of self-respect and respect for others.       

      

Regular attendance and punctuality are essential if children are to make good progress at 

school and maximise their full spiritual, academic and social potential in a caring and 

supportive environment.  Staff, governors and Directors are committed to working in 

partnership with parents and carers to ensure that it is effectively and appropriately 

implemented.   

   

The academies aim to achieve excellent attendance and punctuality by operating an 

attendance policy within which staff, students, parents/carers, other agencies and when 

appropriate, the Education Welfare Service can work in partnership.  The academies 

maintain attendance records and initiate quick and early intervention when a problem is 

identified.  We feel it is crucial that children develop the habit of regular and punctual 

attendance and learn to be responsible and reliable from the very start of their school career, 

whether or not they are of statutory school age.  Staff encourage and expect excellent 

attendance and punctuality and liaise with parents/carers and other agencies when 

appropriate.  In addition, good attendance and punctuality are seen as achievements in their 

own right and are recognised and rewarded as such by the academies. We believe that that 

the most important factor in promoting good attendance is development of positive attitudes 

towards Collegiate life with a whole school approach. This policy is based on the premise of 

equal opportunities for all. It is the right of every child to receive an education.  To do this, we 

must work with families to ensure that everybody understands their role and responsibilities 

in ensuring a child’s excellent attendance.    

  

  

2. Who is responsible for this policy?   
  

- The collegiate has overall responsibility for the effective operation of this policy and for 

ensuring compliance with the relevant statutory or collegiate framework. The collegiate 
has delegated day-to-day responsibility for operating the policy to the local governing 
body and the principal of each collegiate school.    

- The local governing body and senior leadership team at each collegiate school have a 

specific responsibility to ensure the fair application of this policy and all members of 
staff are responsible for supporting colleagues and ensuring its success.   
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3. Definitions    
  

- ‘Session’ is a term related to the recording of absence data - every school day must 
have two ‘sessions’ (morning and afternoon), divided by a break, for which attendance 
must be recorded.   

- ‘Authorised absence’ means that the school has either given approval in advance for 
a pupil of compulsory school age to be away or has accepted an explanation offered 
afterwards as justification for absence.    

- ‘Unauthorised absence’ is where the school is not satisfied with the reasons given for 

an absence.   

  

4. Legal duty   

- Section 7 of the Education Act 1996 places a duty on parents/carers to ensure children of 
compulsory school age receive efficient full-time education suitable to the child’s age, 

ability and aptitude and to any special needs the child may have. Parents/carers have a 

legal duty to ensure their child’s regular attendance at the school where they are 
registered.    

  

- A parent/carer who fails to ensure that their child attends school regularly is guilty of an 

offence under Section 444(1) of the Education Act 1996.   

  

  

5. School commitment   
- Everyone in school is committed to promoting excellent attendance and punctuality.   

- All members of staff are made aware of how their role impacts on attendance and 

punctuality as well as the expectations of them in ensuring consistent application of the 

policy and the use of absence codes. Training will support this commitment.  All staff, 

regardless of role, receive training in promoting good attendance as part of induction. 

The extent and regularity of the training will be proportionate to the role undertaken but 

the message will be clear that every member of staff can make a difference.    

- The school will listen to and support pupils and parents/carers to achieve good 

attendance and punctuality, working closely with parents/carers where absence is a 
cause for concern.    

- The school strives for 100% attendance for all pupils with a minimum expected target of 

97%.  

  
  

6. Key Information   
- The school day starts at 8:30am and ends at 3:10pm.  

- The Senior Leader responsible for championing attendance is the principal, Mr. Andrew 

Hodgson, and they can be contacted by calling the school office.   

- All absences should be reported by parents before 9am by ringing the school’s dedicated 
attendance line 01782 235040 and speaking to the school’s attendance 

officer/administrator or leaving a message on our absence line.  School staff may follow 
up on the reason for absence with parents / carers  

- Academy/collegiate staff may carry out a home visit at any point if a child is absent for 

any reason  
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- The school will always prioritise support over legal interventions. However, the school 

has a duty of care to inform parents that do not respond to the advice and support 
offered that a referral will be made to the Local Authority,   

   
  

7. Legislation and guidance   

This policy meets the requirements of the ‘Working together to improve school attendance’ 

August 2024 from the Department for Education (DfE), and refers to the DfE’s statutory 

guidance on school attendance parental responsibility measures. These documents are 

drawn from the following legislation setting out the legal powers and duties that govern 

school attendance:  

• Part 6 of The Education Act 1996  

• Part 3 of The Education Act 2002   

• Part 7 of The Education and Inspections Act 2006  

• The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 

2016 amendments)  

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013  

• This policy also refers to the DfE’s guidance on the school census, which explains the 

persistent absence threshold.  

  
  

8. Roles and responsibilities (needs completing by each individual school to reflect what 

actually happens in your school not just copied from some of the examples given below which are 

from the previous policy)   

  

(a) The Newman Catholic Collegiate is responsible for:  

• Devising and reviewing the Attendance Punctuality Policy   

• Reviewing and setting targets as part of the strategic plan   

• Advising schools on matters relating to school attendance and support as required 

including support from the Collegiate Education Welfare Officer  (b) The Governing Body 

is responsible for:  

• Promoting the importance of school attendance across the school’s policies and 

ethos  

• Making sure school leaders fulfil expectations and statutory duties  

• Regularly reviewing and challenging attendance data  

• Monitoring attendance figures for the whole school  

• Making sure staff receive adequate training on attendance  

• Holding the headteacher to account for the implementation of this policy  

 (c) The Principal is responsible for:   

• Implementation of this policy at the school   

• Monitoring school-level absence data and reporting it to Governors and the Senior 

Leadership team who will, in turn, report it to the Board of Directors  

• Supporting staff with monitoring the attendance of individual pupils  

• Issuing fixed-penalty notices, where necessary  

https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
https://www.gov.uk/guidance/complete-the-school-census


5  

  

(d) The designated senior leader (Attendance Champion) is responsible for:   

• Leading attendance across the school including promoting the profile throughout the 

school and a package of rewards  

• Offering a clear vision for attendance improvement  

• Evaluating and monitoring expectations and processes  

• Having an oversight of data analysis  

• Devising specific strategies to address areas of poor attendance identified through data  

• Arranging calls and meetings with parents to discuss attendance issues  

• Delivering targeted intervention and support to pupils and families   

• Quality Assurance to ensure that systems are followed by all staff   

• Regularly monitor and evaluate school strategies progress and performance   

 (e) The Attendance Officer/Administrator is responsible for:   

• Attendance monitoring and management (see section 11). This includes checking for 

missing marks and absent pupils by checking class registers during each session.    

• Benchmarking attendance data to identify areas of focus for improvement  

• Providing regular attendance reports to school staff and reporting concerns about 

attendance to the designated senior leader/Collegiate education Welfare Officer 

responsible for attendance and the Principal   

• Work with the Collegiate Education Welfare Officer to tackle persistent absence  

• Advising the Principal/Asst Principal (authorised by the Principal) when to issue fixed 

penalty notices  

 (f) Teachers are responsible for:   

• Recording attendance on a daily basis, using the correct codes, and submitting this 

information to the Attendance Officer using the Arbor lesson monitoring software.   

• Encouraging students to achieve excellent attendance   

• Notice any attendance patterns causing concerns and discuss with the pupil or alert the 

relevant member of staff   

 (g) School admin/office staff are responsible for:   

• taking calls from parents about absence and record it on the school system or forward to 

the Attendance Officer.    

• Transfer calls from parents and pupils to the Attendance Officer/SLT/Safeguarding/ 

Collegiate EWO in order to provide them with more detailed support on attendance  

(h) Parents/carers are responsible for:  

• Making sure their child attends school every day and on time.    

• Contacting the school to report their child’s absence before a time set by the school on 

the day of the absence and each subsequent day of absence, and advise when they are 

expected to return  

• Provide the school with more than one emergency contact number for their child  

• Ensure that, where possible, appointments for their child are made outside of the school 

day  

• Being aware that it is offence for their child to be absent from school without a valid 

reason  

• Being aware that it is only school who can determine that an absence from school is  
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‘authorised’  

• Avoiding holidays/leave of absence during term time except in exceptional circumstances 

by completing the ‘leave of absence’ form (i) Pupils are responsible for:  

• Aiming to achieve 100% attendance by arriving to school every day and on time   

• Arriving to lessons on time   

• Speak to member of staff if there are any problems that may affect attendance, 

punctuality and learning   

  

(j) Collegiate Education Welfare Officer is responsible for:   

• Working with parents/carers and students to remove barriers to school attendance   

• Support the academy processes to raise attendance levels across the collegiate   

• Refer to the Education Welfare Service where appropriate   

  

9. Recording attendance  

(a) Attendance register   

We will keep an attendance register, and place all pupils onto this register.  Registers will be 

marked using the Department for Education’s Attendance and Absence codes and data is 

shared through the Education (Information about individual Pupils) (England) (Amendment) 

Regulations 2024.    

We will take our attendance register at the start of the first session of each school day and 

once during the second session.  In additional in the secondary setting, teaching staff will 

check that the pupils timetabled to be in their lesson are present for each session.   On each 

occasion, it will mark whether every pupil is:  

• Present  

• Attending an approved off-site educational activity  

• Absent  

• Unable to attend due to exceptional circumstances  

  

Any amendment to the attendance register will include:  

  

• The original entry  

• The amended entry   

• The reason for the amendment  

• The date on which the amendment was made   

• The name and position of the person who made the amendment  

• See appendix 1 for the DfE attendance codes.  

  

We will also record:  

  

• Whether the absence is authorised or not  

• The nature of the activity if a pupil is attending an approved educational activity  

• The nature of circumstances where a pupil is unable to attend due to exceptional 

circumstances  
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(b) Unplanned absence   

The pupil’s parent/carer must notify the school on the first day of an unplanned absence by a 

time set by the school or as soon as practically possible by calling the school office/absence 

line on 01782 235040, if you cannot get though you can leave a message on our absence 

line,or by email to stpeter@stpetersnewman.co.uk (see also section 7).  

We will mark absence due to illness as authorised unless the school has a genuine concern 

about the authenticity of the illness.  

If the authenticity of the illness is in doubt, the school may ask the pupil’s parent/carers to 

provide medical evidence, such as a doctor’s note, prescription, appointment card or other 

appropriate form of evidence. We will not ask for medical evidence unnecessarily.    

If the school is not satisfied about the authenticity of the illness, the absence will be recorded 

as unauthorised and parents/carers will be notified of this.   

(c) Planned absence   

Attending a medical or dental appointment will be counted as authorised as long as the 

pupil’s parent/carer notifies the school in advance of the appointment.    

Where possible we encourage parents/carers to make medical and dental appointments out 

of school hours. Where this is not possible, the pupil should be out of school for the minimum 

amount of time necessary and attend before and/or after the appointment.  

The pupil’s parent/carer must also apply for other types of term-time absence as far in 

advance as possible of the requested absence. Please see section 10 to find out more about 

leave of absence requests.  

(d) Lateness and punctuality   

A pupil who arrives late:  

• Before the register has closed will be marked as late ‘L’, using the appropriate code.  A 

pupil will be marked as ‘L’ if arriving after 8:40am.  

• After the register has closed will be marked as absent ‘U’, using the appropriate code.  A 

pupil will be marked as ‘U’ if arriving after 9:10am.  ‘U’ mark is classified as an 

unauthorised absence and can be counted towards potential legal action.  

 (e) Following up unexplained absence  

Where any pupil we expect to attend school does not attend, or stops attending, without 

reason, the school will:  

• Text/email/telephone the pupil’s parent/carer on the morning of the first day of 

unexplained absence to ascertain the reason. If the school cannot reach any of the 

pupil’s emergency contacts, the school may carry out a home visit.  

• Identify whether the absence is approved or not  

• Identify the correct attendance code to use and input it as soon as the reason for 

absence is ascertained – this will be no later than 5 working days after the session  

• Call the parent/carer on each day that the absence continues without explanation to 

ensure proper safeguarding action is taken where necessary. If absence continues, the 

school will consider involving the Collegiate Education Welfare Officer the Academy 

Safeguarding Manager, Local Authority Education Welfare and Children Missing 

Education.  
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(f) Reporting attendance to parents/carers   

In line with DfE expectations, the school will regularly inform parents/carers about their 

child’s attendance and absence levels via half-termly reports, attendance letters, attendance 

texts, telephone calls, meetings and at parents’ evenings.   

10. Authorised and unauthorised absence   

(a) Approval for term-time absence   

The Principal will only grant a leave of absence to pupils during term time if they consider 

there to be 'exceptional circumstances'. A leave of absence is granted at the Principal’s 

discretion, including the length of time the pupil is authorised to be absent for.  The school 

considers each application for term-time absence individually, taking into account the specific 

facts, circumstances and relevant context behind the request, and request that any 

documentary evidence is submitted with the leave of absence request.   

Examples of exceptional circumstances where leave may be granted during term time 

include:  

• Funeral of parent, grandparent or sibling   

• Serious illness of a close relative – only if the Principal is satisfied that the circumstances 

are truly exceptional   

• Religious observance – The Education Act 1996 S444(3) (c), states ‘’on any day 

exclusively set apart for religious observance by the religious body to which his/her parent 

belongs’’. If necessary the school will seek advice from the parents’ religious body to 

confirm whether the day is set apart. (Only 1 day will be authorised) Examples of 

circumstances NOT considered as exceptional:  

• Holidays abroad for the purpose of visiting a sick relative, except where that person is 

seriously ill. Medical evidence may be requested.   

• Holidays taken in term time due to lower cost/parental work commitment.  

Any request should be submitted as soon as it is anticipated and, where possible, at least 2 

weeks before the absence, and in accordance with any leave of absence request form, 

accessible via the school website or the school office.  The Principal may require evidence to 

support any request for leave of absence.   

  

(b) Legal sanctions for an unauthorised leave of absence   
  

If a term time leave of absence for five or more school days is not agreed to, and is recorded 

as unauthorised absence in the register, this will automatically be referred to the Education 

Welfare Service at the Local Authority which will result in:  

• a Penalty Notice (fine) Payment of Penalty Notices within 21 days is £80 per parent/carer, 
per child, and payment after this time, but within 28 days is £160 per parent/carer, per 
child.    

• Non-payment of the Penalty Notice may result in legal action for non-school attendance 

which could result in prosecution under Section 444(1) Education Act and/or s444(1)(a) 
Education Act 1996 , where, if convicted a parent/carer may be fined up to £2500.  

• The maximum number of Penalty Notices/fines which the Local Authority will issue in 

respect of an individual child in a twelve month period is two.  If a parent is fined for a 

second offence within 3 years, the amount will be £160 per parent, per child payable within 

28 days.  If there is a further offence within 3 years a penalty notice will not be considered 

and the case will be presented at the Magistrates Court were prosecution may be 

considered which can result in a criminal record and fines up to £2500.   
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If two or more leave of absences under five days are taken during the academic year which 

add up to five days or over, this may be referred to the Education Welfare Service at the 

Local Authority which could result in the fines as above.   

If a student is unexpectedly absent the day(s) before, or after any planned leave of absence 

which then means the absence reaches five school days or over, the school will consider this 

as one period of unauthorised absence relating to a holiday (or other reason) and refer to the 

Local Authority which may result in a fine unless medical evidence or proof of evidence 

which confirms the original holiday dates applied for can be provided.   

If a leave of absence has been taken under five school days and there is other unauthorised 

absence recorded, this could result in a ‘Notice to Improve’ issued from the Education 

Welfare Service at the Local Authority which could then result in a Penalty Notice (fine) being 

issued if there is no improvement in attendance. Payment of Penalty Notices is the same as 

in section (b).   

If a student fails to attend the academy and their whereabouts are unknown, or, does not 

return to school on the date expected following a leave of absence the academy will 

implement the Local Authority’s ‘Children Missing Education’ process on day six of 

nonattendance.  On the twenty first day of non-attendance, the academy has the right to 

remove the student from the academy roll. The student will need to re-apply for a place. This 

may not be guaranteed due to other students who may be on the waiting list and the 

academy being oversubscribed.   

(c) Authorised absence    

Valid reasons for authorised absence include but are not limited to:  

• Illness and medical/dental appointments   

• Religious observance – where the day is exclusively set apart for religious observance 

by the religious body to which the pupil’s parents belong.  If necessary, the school will 

seek advice from the parents’ religious body to confirm whether the day is set apart.  

  

11. Attendance monitoring and Management   
  

When   Procedure   Staff responsible   

Nursery 

induction 

meeting  

The importance of good attendance stressed to 

parents, attendance procedures and term dates 

shared   

Senior Attendance  

Champion  

Nursery Teacher   

Safeguarding Officer 

When a child 

arrives mid-year   

The importance of good attendance stressed to 

parents, attendance procedures and term dates 

shared. New fine boundaries and process 

included.   

Senior Attendance  

Champion via a letter in the 
New Starter Welcome  
pack   

  

At the start of 

each academic 

year  

The importance of good attendance stressed to 

parents, attendance procedures and term dates 

shared  

Senior Attendance  

Champion via the school 

office.   

At the start of 

each academic 

year  

The importance of good attendance stressed to 

pupils and the attendance rewards for the year 

shared   

Senior Attendance  

Champion via an assembly    
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Weekly   Reminder to parents of the importance of good 
attendance  
Update on rewards   

Senior Attendance  

Champion via the school  

office  

Communication 

with parents   

Parents kept informed of their child’s attendance 

through:  

Review of attendance % by  

Senior Attendance  

Champion, Academy  

 • A text message if they drop below 97%  

(Admin Assistant)  

• A phone call if they drop below 92%  

(safeguarding officer)  

• Invitation to a meeting if they drop below  

90% (safeguarding officer and EWO, then SLT)   

• A termly colour coded letter   

• Verbally informed at Parents Evenings and 
Pupil Passport Meetings  

• End of year report   

Manager, Admin Assistant, 

Family Support Worker and 

Collegiate  

EWO  

  
  
Academy Manager   

Class Teacher   

Daily when 

taking the 

register   

The importance of being in school for learning, 

socialisation and friendships.  Reminder of 

attendance rewards  

Class teacher and support 

staff  

Daily as soon as 

the child arrives   

Child welcomed back to school in a friendly, 

private way.  Reference to missed learning. E.g. 

“We missed you yesterday and need to show you 

how to … We learned this when you were away.”  

Class teacher and support 

staff  

Daily   Provide a warm and safe school environment with 

an unconditional positive welcome for all. Provide 

opportunities for children to share worries and 

concerns and address these in a timely manner.  

All school staff  

Daily  Provide a curriculum which is engaging, interesting 

and meets the needs of the child.   

All school staff   

Daily   Provide a warm welcome to parents, maintain 

positive relationships and open communication   

All school staff   

Family Support Worker and 

Senior Attendance 

Champion on the gate each 

morning and afternoon   

Daily by 9.15am    Registers are checked by 9.15am and absences are 
recorded on the daily sheet   
Text message sent to any parents where a reason 
for absence is not known   
A follow up call is made to any parents where a 
reason for absence is not known  
For any notes on where reasons are not clear or 

need challenging, calls home are made  

Admin assistant  

  
Admin assistant   

  
Admin assistant  

  
Admin assistant  
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Daily by 9.30am   Absence meeting to allocate follow up phone 
calls/ door knocks/ meetings to either 
safeguarding officer or SLT.  All actions 
recorded on CPOMS   
Contact made with all PA pupils even if a reason 
for absence has been provided   
Contact made if the reason for absence is weak, 

regardless of attendance percentage Pupils 

encouraged into school late or in the afternoon 

if appropriate   

Admin assistant  

Family Support Worker  

Safeguarding Officer   

Senior Attendance  

Champion  

Daily at lunch 

time   

Review of actions taken in the morning and any 

further action needed that day   

Admin assistant  

Family Support  

Worker/Safeguarding  

Officer   

Senior Attendance  

Champion  

As needed   Phone call to parents or letter sent as the child 

approaches PA   

Senior Attendance  

Champion  

Academy Manager   

Safeguarding officer  

Collegiate EWO  

Weekly   Class teachers review arbor attendance reports of 

all pupils in their class so they identify any 

concerns and give extra focus to positive praise 

with children and parents.  

Class teachers  

Senior Attendance  

Champion   

Bi-weekly   Attendance Review Meeting to review attendance 
of pupils who fall below 95%.  Actions allocated 
may include: Phone call (SAC or EWO)  
Invitation to a meeting (SAC)   

Pupil discussion (Class Teacher)   

Door knock (EWO/FSW/SAC)  

  
  

Collegiate EWO, Senior  

Attendance Champion and  

Academy Manager  

Class Teacher   

  Attendance rewards detailed here; weekly, 
termly, annual 100% and best class.   
Visible in school, weekly update in assembly.  

  

Monthly   Attendance of SEND pupils monitored by the 

SENCO in conjunction with the class teacher and 

support staff.  Attendance issues raised at Pupil 

Passport Review   

SENCO   

Class Teacher   

Teaching Assistant   
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Monthly  ‘Late gates’ – a member of SLT and safeguarding 
officer to station themselves in the school office 
and great children and parents who are late.   
  
Support offered in order to encourage better 
punctuality in future.   
  
Punctuality handout given to encourage future 

punctuality.   

Senior Attendance  

Champion  

SLT  

Safeguarding Officer  

As required   Process Leave of Absence Request and send  

follow up letter to family   

Leave of Absence Clinic Meeting invite   

Leave of Absence Clinic Meeting   

Penalty Warning paperwork   

Early Help offered where appropriate  

Admin Assistant   

  
Academy Manager   

  
Family  

support/safeguarding  

officer  

  

    

(a) Analysing attendance  

We will:  

• Analyse attendance and absence data regularly to identify pupils or cohorts that need 

additional support with their attendance, and use this analysis to provide targeted 

support to these pupils and their families  

• Look at historic and emerging patterns of attendance and absence, and then develop 

strategies to address these patterns    

• Identify pupils at risk of persistent absence and proactively support these students  

(b) Using data to improve attendance  

We will:  

• Provide regular attendance reports to [class teachers/form tutors], and other school 

leaders, to facilitate discussions with pupils and families  

• Use data to monitor and evaluate the impact of any interventions put in place in order to 

modify them and inform future strategies  

  

(c) Reducing persistent and severe absence  
  
Persistent absence is where a pupil misses 10% or more of school, and severe absence is 

where a pupil misses 50% or more of school.  Parent/carers will receive attendance letters, 

telephone calls, be invited in for a meeting once thresholds have been met.   

  

If a student’s absence is persistent, a letter will be sent home advising that no further absences 
will be authorised unless medical evidence is provided.  This can be in the form of a GP letter, 

medical appointment card or the label from any prescribed medication in the pupil’s name, 
covering the period of absence.   

  

At any point, the Collegiate Education Welfare Officer may become involved and carry out 

home visits, attendance clinics, late gates and offer support and advice around attendance 
and punctuality concerns.     
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The Academy will look at working with and meeting with parents and pupils to remove potential 

barriers to school attendance and offer support which may involve external support agencies, 
Early Help, Family Support etc.   

  

If there is no improvement, and the recorded absence is unauthorised, the case will be referred 

to the Education Welfare Service at the Local Authority and a statutory ‘Notice to improve’ letter 
may be issued, a formal referral made and the statutory legal intervention process would be 

implemented.  This could lead to a penalty notice fine, or prosecution in the Magistrates Court 

for non-school attendance.    

  

12. Vulnerable Pupils   

We recognise that some groups of pupils are more vulnerable to poor attendance than others.  
These groups should be carefully monitored, barriers identified, and intervention should be 

targeted where additional support is required.  

Pupils with medical needs, special educational needs and/or disabilities, young carers, pupils 

with a social worker or in receipt of pupil premium may require more targeted support than 
pupils outside of these groups.   

13. Legal sanctions for unauthorised absence   

Where support is not working, being engaged with or appropriate, the school will refer to the 

Local authority can fine parents for the unauthorised absence of their child from school, 

where the child is of compulsory school age.  

The Education Welfare Service may take the following legal proceedings against you for 

failure to comply with the Law:   

• A Penalty Notice payable of a £80 or £160 fine.  

• Prosecution under s444(1) Education Act 1996, where if convicted you may be fined 

up to £1,000.    

• Prosecution under s444(1)(a) Education Act 1996 where if convicted you may be 

fined up to £2,500 and/or 3 months imprisonment.  

  

14. Policy Monitoring arrangements   

This policy will be reviewed as guidance from the Local Authority or DfE is updated, and as a 

minimum every academic year by the Catholic Senior Executive Leader (CSEL).  The policy 

will be presented at the full governing board (at school level) and full Board of Directors (at 

MAC level).  

  

15. Links with other policies   

This policy links to the following policies:  

• Child protection and safeguarding policy  

• Behaviour policy  

• Working Together to Improve School Attendance   

• Home School Agreement   

• Children with health needs who cannot attend school (collegiate policy)  •  Supporting 

Pupils with Medical Needs (collegiate policy)   
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Appendix 1: attendance codes   

The following codes are taken from the DfE’s guidance on school attendance.  

  

Code  Definition  Scenario  

/  Present (am)  

 

Pupil is present at morning registration  

\  Present (pm)  Pupil is present at afternoon registration  

L  Late arrival  Pupil arrives late before register has closed  

B  Off-site educational activity  Pupil is at a supervised off-site educational 

activity approved by the school  

D  Dual registered  Pupil is attending a session at another setting 

where they are also registered  

J1  Interview  Pupil has an interview with a prospective 

employer/educational establishment  

K  LA Alt prov   Attending education provision arranged by the LA  

P  Sporting activity  Pupil is participating in a supervised sporting 

activity approved by the school  

V  Educational trip or visit  Pupil is on an educational visit/trip organised, or 

approved, by the school  

W  Work experience  Pupil is on a work experience placement  
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Code  Definition  Scenario  

 Authorised absence  

C  Authorised leave of absence  Pupil has been granted a leave of absence due to 

exceptional circumstances  

C1  Authorised absence   Leave of absence for the purpose of participating in a 

regulated performance or undertaking employment 

paid or unpaid  

C2  Authorised absence   Leave of absence for a compulsory school age pupil 

subject to a part-time timetable   

E  Excluded  Pupil has been excluded but no alternative provision 

has been made  

I  Illness  School has been notified that a pupil will be absent 

due to illness  

M  Medical/dental appointment  Pupil is at a medical or dental appointment  

R  Religious observance  Pupil is taking part in a day of religious observance  

S  Study leave  Year 11 pupil is on study leave during their  public 

examinations  

T  Gypsy, Roma and Traveller 

absence  
Pupil from a Traveller community is travelling for work 

purposes, as agreed with the school  

 Unauthorised absence  

G  Unauthorised holiday  Pupil is on a holiday that was not approved by the 

school  

N  Reason not provided  Pupil is absent for an unknown reason (this code 

should be amended when the reason emerges, or 

replaced with code O if no reason for absence has 

been provided after a reasonable amount of time)  
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O  Unauthorised absence  School is not satisfied with reason for pupil's absence  

U  Arrival after registration  Pupil arrived at school after the register closed  

  

  

Code  Definition  Scenario  

Q    

 

Unable to attend because of lack of access 

arrangements by LA to facilitate their 

attendance.  

Y1    
Unable to attend because school is not within 

walking distance of pupil’s home and transport to 

and from school normally provided is not 

available.  

Y2    
Unable to attend due to widespread disruption  

to travel caused by a local, national, or 

international emergency.  

Y3    
Part of the school premises is unavoidably out of 

use and pupil cannot be accommodated in parts 

of the premises that remain in use.  

Y4    
Whole school closed when school was due to 

meet for a session, but session has been 

cancelled.  

Y5    
Unable to attend because pupil is subject to a 

sentence of detention.  

Y6    
Travel to or attendance at school would be 

contrary/prohibited by guidance/law relating to 

incidence or transmission of infection or disease.  
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Y7    
Unable to attend because of any other 

unavoidable cause. Note: Schools must also 

record the nature of the unavoidable cause.  

X  Not required to be in school  Pupil of non-compulsory school age is not 

required to attend  

Y  Unable to attend due to exceptional 

circumstances  
School site is closed, there is disruption to travel 

as a result of a local/national emergency, or pupil 

is in custody  

Z  Pupil not on admission register  Register set up but pupil has not yet joined the 

school  

#  Planned school closure  Whole or partial school closure due to 

halfterm/bank holiday/INSET day  

   

  

  

  

  

  
  
  
  
Template letter:  

At St. Peter’s Catholic Academy we are committed to supporting all of our pupils so that they 

achieve their full potential.  We know that parents want their children to be happy at school, 

enjoy learning and to have the best start in life. We also know from research that children 

who are in school more regularly achieve better grades.  We expect excellent attendance 

from all of our children and appreciate parental support in achieving this.      

Your child’s attendance is currently ____%.  There are ___ late marks recorded since 

September.  

We monitor every child’s attendance in school and use the following guide when checking 

attendance:  

100% Outstanding achievement – Well done, we’re impressed!  

  

98% - 99% Excellent Attendance   

Your child is absent for less than 4 days in the school year   

  

96% - 97% Good attendance   

Your child could be missing up to 7 days of learning in the school year  
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95% - Just Below Attendance Target   

Your Child’s attendance may be monitored by the Academy Attendance Officer, they 
could be missing up to 2 weeks of learning in the school year which can make it 
harder for children to keep up in class   

  

90% - 94% We are concerned, improvement is needed   

Your Child’s attendance will be monitored by the Academy Attendance Officer, they 
could be missing up to 4 weeks of learning in the school year.  

  

Below 90% Serious Concern  Your child has been 
identified as a ‘Persistently Absent Pupil’ and their learning may be seriously 
affected by this.  90% equals 4 whole weeks of lessons missed.   
You may be contacted by the Education Welfare Officer and could face a Penalty 

Notice Warning or fine from the Education Welfare Service   

  

Your child’s attendance percentage could be due to a significant period of absence, for 

example illness, which we understand is sometimes unavoidable.  If this is the case, and 

your child continues to attend the academy regularly, then obviously the percentage will rise.  

Each week your child’s attendance is assessed formally and you may be contacted to 

discuss this further.   

Holidays/Leave during term time  

As you will be aware, the academy cannot authorise any holidays/leave taken during term 

time. If taken, this may lead to a penalty notice warning/fine.  

Again, thank you for supporting your child in achieving good attendance or working towards 

improving their attendance percentage.  Please do not hesitate to contact the academy if 

you wish to discuss this further or any other issues which are impacting on your child’s 

attendance that we are not already aware of.  

Yours faithfully,   

Mr. Hodgson  


