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ST JAMES’ RC PRIMARY SCHOOL 

 

                          ATTENDANCE POLICY 

 

FAITH IN ACTION,  

WORKING TOGETHER, 

WALKING IN THE FOOTSTEPS OF CHRIST. 

Introduction  

At St. James’ we recognise the importance of daily school attendance in order to ensure that pupils 

learn effectively.  The school is required by law to educate the children for at least 380 sessions or 

190 days per year. As an Academy, St. James’ has the freedom to change the length of the school 

year and the length of the school day but is mindful of the impact this would have on parents with 

children attending different schools. 

We expect all children on roll to attend every day, when the school is in session, as long as they are 

fit and healthy enough 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 development of positive attitudes towards school. To this end, we strive to make our 

school a happy and rewarding experience for all children. We will reward those children whose 

attendance is very good. We will also make the best provision we can for those children who, for 

whatever reason, are prevented from coming to school. 

Under the Education (Pupil Registration) Regulations 1995, the Governing Body are 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.  

The DFE guidance states: - 

Central to raising standards in education and ensuring all pupils can fulfil their potential is an 

assumption so widely understood that it is insufficiently stated – pupils need to attend school 

regularly to benefit from their education. Missing out on lessons leaves children vulnerable to falling 

behind. Children with poor attendance tend to achieve less in both primary and secondary school.  

The Government expects schools to:  

• Promote good attendance and reduce absence, including persistent absence;  

• Ensure every pupil has access to full-time education to which they are entitled; and, 

 • act early to address patterns of absence.  

The Government expects parents to: 

 Perform their legal duty by ensuring their children of compulsory school age who are 

registered at school attend regularly.  
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 Ensure that their children are punctual to their lessons.  

Context 

This policy is written in line with ‘Guidance on Attendance’ as set out by the Department for 

Education.   

This guidance summarises the legal powers and duties that govern school attendance and explains 

how they apply to local authorities, head teachers, school staff, governing bodies, pupils and 

parents.  

These requirements are contained in:  

• The Education Act 1996 - sections 434(1)(3)(4)&(6) and 458(4)&(5)  

• The Education (Pupil Registration) (England) Regulations 2006  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2011 

• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2016 

 The Education Act 2002 - section 32 

• The Education Act 1996 – section 551(1)  

• The Education (School Day and School Year) (England) Regulations 1999  

• The Changing of School Session Times (England) (Revocation) Regulations 2011 

Attendance Guidance 

97% +            Outstanding 

95% +            Good 

Below 95%    Poor 

Below 90%    Persistent Absenteeism 

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 e.g. if a child has 

been unwell and the parent has informed the school.  
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Unauthorised absence  

 An absence is classified as unauthorised when a child is away from school without the 

permission of both the school and a parent.  

 Therefore, the absence is unauthorised if a child is away from school without good reason, 

even with the support of a parent. 

 The school will actively discourage parents from taking children out of school during term 

time via correspondence, newsletters and when requested. 

If a child is absent  

When a child is absent a parent should inform the school on the first day of absence by 9am.  

When a child is absent unexpectedly, the class teacher will record the absence in the register, the 

school office will endeavour to contact a parent or guardian.  

Failing this, the school will then begin to contact emergency contact numbers provided by the 

parent. 

If the school has not located the child by 9:30 they will make a home visit to ascertain whether or 

not the child is in danger.  

Following this, if the child’s whereabouts cannot be ascertained, the Police or Social Services will be 

called to report a child missing.  

Correspondence from a parent explaining any absence will be kept on the pupil’s file. A message  

may be sent to the school prior to the day of absence, e.g. if a child has a medical appointment. The 

school may ask parents to provide confirmation from the GP if absence is longer than 5 school days.  

The school will contact parents if there is a concern about a child’s level of attendance. 

Absence and lateness codes follow the national system outline in School Attendance Guidance 

September 2018.  Absences both authorised and unauthorised are published in the end of year 

report. 

Requests for leave of absence  

2013 Amendments to The Education (Pupil Registration England) Regulations 2006 have removed 

references to family holidays and extended leave as well as the statutory threshold of ten school 

days. The amendments make clear that Head teachers may not grant any leave of absence during 

term time unless there are exceptional circumstances. Head teachers should determine the number 

of school days a child can be away from school if the leave is granted. The school will authorise 

sickness, emergency medical appointments and exceptional absences only such as bereavements. If 

families feel they have an exceptional request it will be heard but there is no guarantee of 

authorisation.  Requests must be put in writing. Only the school can make an absence authorised. 

Parents and carers do not have this authority. Consequently, not all absences supported by parents 

will be classified as authorised.  
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Long-term absence  

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.  

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.  

Repeated unauthorised absences  

The school will contact the parent of any child who has an unauthorised absence. If a child has a 

repeated number of unauthorised absences, the school will contact parents who will be asked to 

visit the school and discuss the problem. The Educational Welfare Officers visit the school 

periodically to review the attendance registers, if the situation does not improve, they will plan to 

visit the home and seek to ensure that the parents understand the seriousness of the situation.  

The Governors reserve the right to consider taking legal action against any parents who repeatedly 

fail to accept their responsibility for sending their children to school on a regular basis.  

Rewards for good attendance  

All the children who have 100 per cent attendance over the year will receive an excellence certificate 

for attendance and will be mentioned in the Newsletter.  

Classes with the highest attendance are rewarded with a special certificate every Friday at the 

School Assembly. Weekly attendance and punctuality % are published in the weekly newsletter to 

parents.  The class with the best attendance over the term has an own clothes day.  

Lateness   

Children should be in school by 8:55am. The register is taken at 9am If they arrive any time after 

9am up to 9.15am they will be recorded as late. If children arrive after 9.15am, this counts as an 

unauthorised absence.  

If a child arrives after 9am the parent will need to bring the child into school to sign in and make a 

note of the following information: - pupil name, time of arrival and reason for lateness. If children 

arrive late at school and are not accompanied by an adult, parents are contacted informing them of 

the need to bring children into school when late and to sign the children in.  

At St. James’ we contact parents if we are concerned about a child’s level of punctuality. Late marks 

are published in the children’s end of year reports.   

Attendance targets  

The school sets attendance targets each year.  The targets are challenging yet realistic, and based on 

attendance figures achieved in previous years. The rates of attendance will be reported in the school 

newsletter every Friday. 
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Reception Pupils 

A child reaches compulsory school age on or after their 5th birthday.  At. St. James’, we admit all 

Reception pupils full time from the beginning of the autumn term starting with mornings only. If a 

child is not ready to attend full time or a parent requests that they start later, the school will be 

happy to discuss this and put together a personal attendance plan for the child that is tailored to 

their development; the child must however attend full time from the term after they are five.  

Emotionally Based School Avoidance  
 
We will consider the nature of school avoidance and put personalised systems in place for 
emotionally-based school avoidance behaviours.  
 
Home/School Agreement 

At. St. James’ every pupil enters into a home school agreement which is signed by the parents when 

they enter the school.  The Governing Board fully endorses the Home/School agreement. 

The school agrees to: - 

‘Strive to educate every child to their potential.’ 

Parents agree to ensure that their child: - 

‘Attends school in good health, regularly and punctually.’ 

This policy should be read in conjunction with the following documents:  

 Behaviour Policy  

 Health and Safety Policy  

 Safeguarding Policy  

 Anti-bullying Policy  

 SEND Policy  

Monitoring and Evaluation 

It is the responsibility of the Governors to monitor overall attendance. 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 to them, and seek to ensure that attendance figures are as 

high as they should be.  

Class teachers will be responsible for recording attendance in their class. The office or the class 

teacher will refer any unexplained absences to the Head teacher who will contact the parents. 

An Educational Welfare Office will be contacted if a pupil’s attendance becomes a matter of 

concern.  
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This policy was last reviewed in: summer 2022 
It will next be reviewed in: summer 2025 
 
 
This statement of policy was approved by the Governing Body at their meeting on:-  
 
Date:    _____________________________________ 
 
Signed:                                                             
                                                                      
___________________________________ (Chairperson)   
  
___________________________________ (Head teacher)  
 
 

 

 

 


