
     

 
 

  

ATTENDANCE POLICY 
St Patrick’s RC Primary School 



 Continuing Christ’s Mission  

St Patrick’s is a happy, safe and caring community where everyone is welcomed and included.  
 
At St Patrick’s: 

 Children are encouraged to thrive intellectually, emotionally, physically, socially and spiritually. 
 Everyone and everything is valued and appreciated. 
 The potential of all is nurtured and developed. 
 Christian values are at the heart of all we do. 

INTRODUCTION 
‘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’. 

School Attendance: Statutory guidance and departmental advice, DFE Aug 2013  
 

St Patrick’s expects the highest attendance and punctuality from all pupils, at all times.  
We support pupils and their families to ensure that excellent attendance is achieved.  
At St Patrick’s, we are continuously working towards our goal of 97% attendance for all pupils.  
 
OVERALL AIMS:  

 To ensure that every child is safeguarded and their right to education is protected.  
 To ensure the school attendance target is achieved, through rewards and incentives for good attendance and 

punctuality.  
 To raise standards and ensure every child reaches their full educational potential, through a high level of 

school attendance and punctuality.  
 To ensure all the stakeholders, governors, parents, pupils and staff receive regular communication, about the 

importance of good attendance and punctuality.  
 To keep accurate, up-to-date records and have a robust and rigorous system for analysing attendance.  
 To identify causes of low attendance/punctuality with individuals, classes and groups of pupils and address 

them.  
 To work with external agencies, in order to address barriers to attendance and overcome them.  

 
RIGHTS AND RESPONSIBILITIES FOR ATTENDANCE/PUNCTUALITY:  
The Legal Framework:  
There are legal obligations on:  

 The parent(s) to secure education for their children, whether at school or otherwise, to send them to school 
regularly once they are on the register  

 The School to register attendance and notify the Local Authority of absence from school  
 The Local Authority to provide education and to enforce attendance.  

 
Head Teacher: 

 To be responsible for the overall management and implementation of the policy.  
 To oversee the half-termly, termly and annual attendance data and respond to findings.  
 To ensure that rewards and incentives for attendance and punctuality are being used.  
 To take responsibility for attendance/punctuality, on a day-to-day basis, including liaising with/responding to 

parental enquires.  
 Work with the teachers, to plan for the reintegration of pupils after long-term absence.  
 To deal with parental requests for extended leave in line with Durham Local Authority policies and 

procedures.  
 To meet with the School Administrator to monitor the systems and structures, ensuring they are having an 

impact on pupil attendance and punctuality.  
 To meet with the Family Support Worker to discuss individual cases requiring intervention and monitoring. 
 To liaise with external agencies such as the Education Welfare Officer and make referrals where necessary.  
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 To consider the use of Penalty Notices, in line with Durham Local Authority policies and procedures.  
 To revise and amend the policy, as required.  

 
School Administrator/SBM: 

 To implement the daily checking of SIMs registers after the morning and afternoon registration sessions.  
 To record reasons for absence and update class registers.  
 To check the school answer phone and take messages from parents/carers about pupil absence.  
 To carry out and record the outcome of first day calls, when a child doesn’t arrive at school when no reason 

has been received.  
 To follow up on pupil absence by ensuring reasons for absence are sought. 
 Inform parents of school procedures, when parents have failed to inform the school.  
 To ensure staff are following the registration systems and structures in this policy.  
 To promptly inform the HT, if there are any concerns relating to attendance/punctuality  
 To produce weekly/termly/yearly data for HT/SLT to analyse.  
 To maintain attendance records in line with this policy.  
 To liaise with and report to with outside agencies such as the Family Support Worker (Mrs J Patterson).  
 To report to the Local Authority, as requested.  

 
Staff: 

 To complete the daily class attendance and punctuality chart, with the pupils’.  
 Provide a welcoming and safe environment, which encourages attendance and promotes the best 

performance from children.  
 To ensure quality first teaching every day; with lessons that are well planned and resourced so that they 

challenge, inspire and meet their learners’ needs.  
 To regularly remind children and parents about the importance of good attendance.  
 To keep accurate and up-to-date daily records of pupil attendance through the SIMs register system, at 

9.00am and 1.00pm.  
 To follow up on pupil absence by ensuring reasons for absence are sought.  
 Establish good and effective communication links with parents/carers and work collaboratively in meeting the 

child’s needs.  
 Work with pupils and their families where attendance is a concern, identifying barriers to good attendance 

and working to overcome these.  
 To feed back to parents about pupil attendance and punctuality regularly and at Parents’ Evenings.  
 If required, to work collaboratively with other agencies to assist them in fulfilling their statutory duties, 

regarding for example, child protection.  
 To record punctuality on daily check sheets and inform parents by letter when 3 late marks occur.  
 DHT to monitor daily check sheets and follow up where patterns of punctuality arise. 
 To promptly inform the HT, of pupils who persist with poor attendance.  

 
Parents and carers:  
Children should only be kept at home if they have a serious illness or injury. If this is the case, parents should contact 
the school before 9.00am and at the latest 9.15am. If a child has a minor illness e.g. mild headache, stomach aches 
etc. parents may inform the school and bring them in. If they don’t get any better, school will contact parents straight 
away, to collect them. If pupils’ have a dental, clinic or hospital appointment, parents should let the school know. 
Pupils’ should be brought child back to school after appointments. Pupils should miss as little time as possible.  
 
Therefore, parents are expected to:  

 Ensure their child attends school and arrives on time every day.  
 Promote a good attitude to learning by ensuring their children attend school in the correct uniform and with 

the basic equipment required for lessons.  
 Not arrange medical and dental appointments in school time wherever possible.  
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 Telephone to inform the school to on the first day of absence for their child.  
 Provide a written explanation of absence, including dates of absence as soon as their child returns to school.  
 Work in partnership with the school and other agencies in the best interests of their child; this includes 

informing the school about significant influences and changes in the child’s life, which may impact on learning.  
 
The Local Authority, through the Educational Welfare Service, is expected to:  

 Support the school in improving attendance, through whole school initiatives and individual pupil 
interventions. 

 Work with families and other agencies to remove barriers to good attendance.  
 Ensure that parents are informed of their responsibilities in relation to attendance.  
 Uphold and enforce the law in respect of attendance, child employment, and involvement in entertainment 

and child protection.  
 

Attendance Monitoring  
This is a formal legal system, which involves fining parents for their child’s poor attendance; over a specified period of 
time. The action is taken with an identified cohort of pupils (a year group). All families are formally written to by the 
school, outlining the process. Formal meetings are held after a specified period of time, for pupils with continued poor 
attendance. Targets are set and attendance is monitored for a further specified period of time. EWS court section 
issues fines to families, whose pupils fail to improve their attendance.  
 
STRATEGIES FOR PROMOTING/REWARDING EXCELLENT ATTENDANCE:  
Aims:  

 To ensure good attendance and punctuality (above 97%) is regularly promoted and supported and remains 
high profile across school.  

 To achieve high levels of attendance and punctuality (above 97%) through rewarding good attendance and 
punctuality.  

 
Weekly Celebration Assemblies  
Celebration Assemblies are held every week on Friday. Classes with the highest attendance/punctuality receive 
Attendance Cup and treat. Each class receives 10 minutes extra break or reward of their choice, on the following 
Monday. Classes receive extra break time if whole school attendance is above 96%. 
 
Half termly school newsletter  
The school newsletter is used to highlight the importance of good attendance and punctuality. It regularly includes 
sections reminding parents of our school attendance target and what that means in terms of number of days absent. 
It also includes information about any initiatives, which the school is using, to promote attendance and punctuality.  
 
School Attendance Board  
The board includes attendance information and information about the classes with the highest attendance. Details of 
how parents can support the school by improving their child’s attendance and punctuality, is also included.  
 
The School Learning Environment  
A welcoming, organised learning environment, that supports and celebrates its learners is a key factor in ensuring 
children enjoy school and attend regularly. All staff ensure that their learning environments are of a high quality. 
Regular, rigorous environmental audits are carried out by the SLT, to ensure this.  
 
Staff Promoting Good Attendance  
It is important that teachers are regularly promoting good attendance with their classes. Good class attendance is 
attributed to good teaching and this is celebrated.  
 
 
 
 
 
 



 Continuing Christ’s Mission  

End of Term Attendance Rewards  
At the end of each half term there is a raffle for all children whose attendance is above the school target of 96%. A 
prize is awarded for each year group, from Nursery to Year 6. The two classes with the best attendance for each half 
term will receive a fun afternoon which they can help to plan. The HT organises and leads on attendance incentives. 
 
Attendance Certificate  
Children with 97%+ attendance, receive a special attendance certificate and reward, signed by the Head Teacher to 
take home at the end of the year. Where attendance is 100%, a special award is presented. 
 
Parent/teacher consultation evenings  
This provides an opportunity for form teachers to praise and recognise excellent attendance or share attendance 
concerns and discuss barriers to good attendance. Where necessary a target for improving attendance is set. The class 
teacher then monitors this. If there is no improvement in attendance/punctuality, the pupil is referred to the HT.  
 
MONITORING AND RECORDING ATTENDANCE & PUNCTUALITY  
Class Registers  
Class registers are recorded using SIMS. The system ensures that no children are missed and that pupil information 
can be shared quickly and securely. Registers are the only way of recording pupil attendance and must be completed 
accurately. This is the responsibility of whichever member of staff has been directed to take the register for that 
session.  
Registers can be re-submitted in the case of a mistake or a pupil arriving after submission, but registers must be 
accurate and submitted at key times (see below).  
Morning Register  
Class registers remain open until 9:10am. At that point, the teacher may submit their final register and close down 
SIMS. The teacher may submit the register as many times as they wish before 9.10 am (e.g. if a mistake has been 
made or a child has arrived slightly late) but at 9.10 am the register must be correct and submitted.  
From 9.10 am the school playground gates are closed. Children arriving late should enter school through the main 
office reception and their names and classes are recorded in the ‘Children Arriving Late’ book. This is to ensure that no 
children are missed on the register due to arriving in school late.  
Children arriving after 9:10am are recorded as ‘L’ (late after register closed) in the register.  
The School Administrator then checks that the children who have arrived late have been marked ‘L’ (present) in the 
registers and corrects any mistakes or inputs codes for children who are known to be absent. The administrator then 
begins first day absence calls.  
 
Afternoon Register  
Registers must be submitted by teaching staff straight after lunch before afternoon lessons commence. They should 
be by 1:20pm  
 
School Attendance Letters  
The school sends out letters, to communicate with parents about attendance and punctuality. (Copies of all standard 
letter formats are included at the end of this document.) This is done at the end of each half term to ensure that any 
issues identified are addressed in a timely manner. 
 
Punctuality Folder  
The SA and the HT monitor the punctuality folder regularly. This may involve speaking to parents directly, or via a 
phone call. Letters regarding the school’s concern over lateness may also be sent; explain how much learning pupils 
are missing. If it does not improve, parents are invited in to school, to discuss the concerns with the HT and plan a way 
forward. If lateness does not improve following the meeting, then the family will be referred to the Local Authority 
who will contact parents warning them that further action may be taken.  
 
IMPORTANT 
Child Protection and safeguarding concerns must be acted on immediately, in line with the school Child Protection 
and Safeguarding Policy.  
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Monitoring First Day Absence  
If a child is absent from school and the school has not received a phone call or other message from the parent/carer, a 
first day absence call will be made. The SA follows this system:  

 Text to parents’ contact number(s).  
 Phone call to parents’ contact number(s).  
 Repeat this during the first morning of absence if no response.  
 Phone emergency contact number(s) to get an up-to-date contact number for the parent/carer and update 

the school system accordingly.  
 Speak to the parents face-to-face or by phone the next day and establish reasons for absence and update 

contact numbers.  
The parent/carer is asked to provide a reason as to why the child is not in school. The absence reason is recorded next 
to the child’s name on the first day absence sheet and this is filed in the absence folder.  
The SA must establish a reason for every absence. No absence should be left on the system as an ‘N’ (no reason given) 
code. If the SA has not been able to contact parents after 2 days, then the absence is recorded as ‘O’ (unauthorised).  
 
Attendance Meetings  
The HT, SBM and FSW monitor individuals, classes, year groups, different ethnic groups, SEN and FSM pupils. They 
identify patterns and trends in absence/punctuality, including persistent absence. The systems and structures are then 
followed, to improve attendance for these individuals or groups. Half termly letters are sent out to parents whose 
children’s attendance falls below 96%. Parents are invited to work in partnership with the school. In the first instance, 
the family support worker will arrange a home visit to discuss issues surrounding attendance and ways forward. 
Following this, should improvement not be seen, a meeting will take place between the HT and parents to explore the 
issues contributing to poor attendance.  
 
Summary of procedures to promote good attendance/punctuality:  
The following tables show specific procedures to maintain and encourage excellent attendance at St Patrick’s RC 
Primary school: 
 

DAILY PROCEDURES BY WHOM OUTCOMES/ACTION 

Parents ensure pupils arrive at school on time  Parents/carers  

Parents inform the school by 9.15 am, if their 
child is absent that day  

Parents/carers Office/Support staff update registration codes  

Pupils arriving late to school are registered at 
reception, by SA 

SA 
Absence mark on SIMS amended to a late mark by 
SA  

Teachers record attendance using the schools 
SIMS system. This is done at 9.00 am and 1.15 
pm.  

Teachers/Supply staff 
Teacher/TA 

Teacher takes responsibility for promptly 
informing HT/SA of concerns.  

1st day absence texts (9.30) are made to inform 
parents of their child’s unexplained absence for 
that day  

SA 
SA updates attendance codes 
Follow up with phone call if no response (10am) 

HT informed of attendance or punctuality issues  SA Unexplained absence or concerns passed to FSW 

Parents provide written note, including dates of 
and reason for absence upon the child’s return to 
school 

Parents Teachers collect these and pass on to SA for filing 

 
WEEKLY PROCEDURES BY WHOM OUTCOMES/ACTION 

Attendance/punctuality statistics produced by 
year group and school  

SBM 
Entered into Attendance Overview spread sheet 
to allow for monitoring and analysis  

Attendance/punctuality statistics produced and 
shared in Celebration Assembly, displayed on the 
School Attendance Boards  

SBM 
Parents are able to see which class(es) have been 
successful with their attendance and punctuality.  
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Absence codes for individual pupils are updated 
using SIMS to show reason for absence  

SA Information provided here is used to provide 
targeted interventions as appropriate  

Registration certificates for pupils with absence 
that week passed to FSW  

SA FSW to carry out home visit 

Meeting between HT and FSW to discuss no going 
concerns and individual cases 

HT/FSW 
FSW to carry out home visit or provide additional 
support 

 
HALF TERMLY AND TERMLY PROCEDURES BY WHOM OUTCOMES/ACTION 

Analyse attendance/punctuality data to monitor 
trends and progress  

SBM/HT Discuss with class teachers 

Half termly letters sent to parents detailing 
attendance data 

SBM/HT Meeting with parents if required, referral to FSW 

Individual attendance/punctuality discussed with 
pupils and families, at parents’ evenings  

class teachers 
Mentoring and advice on attendance/  
punctuality issues provided to all families  

Analyse attendance/punctuality data and 
information to identify cases of concern  

SBM/HT Identify cases to be referred to FSW  

Meeting to discuss individual cases, monitor 
progress and refer new concerns.  

HT/FSW 
Support and meeting provided for pupils and 
families. 

Assemblies to promote attendance/punctuality 
and share term’s data and progress  HT  

Rewards and incentives given out HT  

Review success and impact of 
attendance/punctuality strategies for the term 

HT/DHT/FSW Amend and refine interventions as appropriate  

 
EXTENDED HOLIDAYS  
In line with Durham Local Authority, ‘Leave in term Time Guidance’ and the 2013 Amendment to the Education (Pupil 
Registration) (England) Regulations, leave for pupils during term time is not authorised under any circumstances. The 
school recognises that taking children out of school may constitute a safeguarding risk and will make necessary 
enquiries, in order to be satisfied that the child is not at risk. The school may contact outside agencies in order to 
ensure that a visit is legitimate and safe for the child/children.  
 
Head teachers may now only grant leave in term time where the circumstances are exceptional, for example:  

 death of parent/carer or sibling of the pupil  
 life threatening or critical illness of parent or sibling of the pupil  
 parent/carer recuperation and convalescence from critical illness or surgery (leave request to be made within 

6 months of recovery and medical evidence required)  
 
Family emergencies need careful consideration. It is not always in the best interest of the child, nor appropriate for 
them to miss school for family emergencies that are being dealt with by adult family members. Being at school, 
friendships and support from staff can provide children with stability and care during difficult times. The routine of 
school can provide a safe and familiar background during times of uncertainty.  
If you have exceptional circumstances, which have lead you to request leave in term time for your child/ren, please 
complete the required form, which you can obtain from the school office. The Head Teacher will then make a 
decision, on whether or not the leave can be lawfully authorised and will do so only if there is a genuine, exceptional 
and urgent reason for a child to be absent during term time.  
 
PENALTY NOTICES  
If a child is taken out of school without the Head Teacher’s authorisation, it will be recorded as unauthorised absence. 
This may lead to the issuing of a penalty notice and legal action being taken.  
 
Section 23(1) Anti-Social Behaviour Act 2007:  
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Penalty notices may be issued to the parent of pupils who have unauthorised absence from school. The amount of the 
penalty is £60.  

 If this is not paid within 21 days the amount rises to £120.  
 If not paid within 28 days the Local Authority will prosecute under section 444(1) unless it comes to our 

attention that the penalty notice had been issued in error.  
 
Section 444(1) Education Act 1996:  
“If you are the parent of a child of compulsory school age who fails to attend school regularly, you are guilty of an 
offence.”  
The court can fine each parent up to £1,000 per child, order payment of the prosecution costs and/or make a 
Parenting Order. Please note that:  

 Penalties and prosecutions are in respect of each parent for each child.  
 Parent’ includes any person who is not a parent of the child but who has parental responsibility for the child 

(and applies whether or not that person lives with the child) or who has care of him/her.  
  

These prosecutions are criminal proceedings and could result in you having a criminal record. 
 
 

WRITTEN/REDRAFTED APPROVED BY GOVERNING BODY REVIEW DATE 

V.1 – 24th November 2015 24.11.2015 Autumn 2017 

V.2 – 20th November 2017 20.11.2017 Autumn 2019 

V.3 – 19th June 2018 12.07.2018 Autumn 2020 

V.4 – 11th December 2020 09.03.2021 Spring 2023 
 
Version 1 (2015) Jennifer M Gill 
Version 2 (2017) Jennifer M Gill 
Version 3 (2018) Jennifer M Gill 
Version 4 (2020) Jennifer M Gill 
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APPENDIX 2 – ATTENDANCE PLANNING MEETING / SUPPORT PLAN / PARENT CONTRACT 
 
APPENDIX 3 - APPLICATION FOR LEAVE OF ABSENCE FOR A SCHOOL PUPIL IN TERM TIME 
 
APPENDIX 4 – LEAVE OF ABSENCE INFORMATION FOR PARENTS 
 
APPENDIX 5 - ATTENDANCE AGREEMENT / CONTRACT 
 
APPENDIX 6 – ATTENDANCE LEAFLET FOR PARENTS  
 
APPENDIX 7 – ATTENDANCE MONITORING LADDER 
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APPENDIX 1 – standard letters 
 
 
Half termly attendance slip 
 
 
ATTENDANCE REPORT 
 
Name of child __________________________________________  

 
Your child’s attendance for the first half of the autumn term was:  
 
____________% 

 
To help your child make the best possible progress and feel settled and happy in school, please aim for 
97%+ attendance. Thank you. 
  

below 90% - persistent absence   

    
90—95.9% - less than target   
   
96—100% -  on target   
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End term 1 – target pupils who show improvement 
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 

 
 

 
Date 
 
 
Dear Parent/Carer 
 
Re: Attendance Autumn Term 
 
As your child’s attendance for 2019/20 was below 93%, their attendance for this academic year is being closely 
monitored to try and improve their attendance this year.   
 
For the autumn term, your child’s attendance was ___________% which shows an improvement from last year and is 
above the Government target of 96%. 
 
I would like to congratulate your child on their improved attendance and ask that you continue to build on this 
improvement by supporting your child’s attendance.  
 
Please get in touch if you have any concerns regarding attendance that you would like to discuss so that we can so 
that we can work together to resolve any issues or provide necessary support. 
 
Thank you in anticipation of your continued support. 
 
Yours faithfully, 
 
 
 
 
 

Mrs Jennifer M Gill 
Head Teacher 
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End of term 1 – target pupils who are still below  
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 

 
 

 
Date 
 
 

Dear Parent/Carer 
 
Re: Attendance Autumn Term 
 
As your child’s attendance for 2019/20 was below 93%, their attendance for this academic year is being 
closely monitored to try and improve their attendance this year.   
 
For the autumn term, your child’s attendance was ___________% which shows an improvement from last 
year but is unfortunately still below the Government target of 96%. 
 
I would like to congratulate your child on their improved attendance from last year and ask that you 
continue to build on this improvement and work towards being above 96% by the end of the spring term. 
 
Please get in touch if you have any concerns regarding attendance that you would like to discuss so that we 
can so that we can work together to resolve any issues or provide necessary support. 
 
Thank you in anticipation of your continued support. 
 
Yours faithfully, 
 
 
 
 
 

Mrs Jennifer M Gill 
Head Teacher 
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Invite to meeting – target pupils 
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 
 
 

 
Date 

 
 

INVITE TO SCHOOL MEETING 
 

 
 
Dear  
 
 
Child’s Name:    DOB:    Attendance:   % 
 
 
All schools have an attendance target of a minimum of 96% for each pupil and your child’s attendance 
currently stands at N%. Last year’s attendance was N%. 
 
 
We would like to invite you into school on insert date in order to discuss any issues affecting your child’s 
attendance. 
 
 
Please contact the school if you are unable to attend this meeting and would like to re-arrange in for a more 
convenient time. 
 
 
Yours sincerely 
 
 
 
 
Mrs Jennifer M Gill 
Head Teacher 
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Request for medical evidence 
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 

 
 

 
Date 

 
 

MEDICAL EVIDENCE 
Parent/Carer Name 
Address 
 
 
 
Dear  
 
Childs Name:   DOB:   Attendance: 
 
 
All schools have an attendance target of a minimum of 96% for each pupil and your child’s attendance 
currently stands at  xx%. 
 
 
Due to the nature and frequency of the absences the Head Teacher requests that you start to provide 
medical evidence for any absences due to ill health. 
 
 
Failure to provide this evidence will result in absences being recorded as unauthorised and a referral may be 
made to the Local Authority. 
 
 
Please contact the school if you require any support or would like to discuss this matter further. 
 
 
Yours sincerely 
 
 
 
Mrs Jennifer M Gill 
Head Teacher 
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Improved attendance 
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 

 
 

 
               Date 

 
 

EXCELLENT ATTENDANCE 
 
Parent/Carer Name 
Address 
 
 
Dear [Parent], 
 
 
Childs Name:   DOB:   Attendance: 
 
It is with great pleasure that I am writing to inform you of name’s excellent attendance last term. V’s 
attendance was a commendable N%.  
 
I know from experience that there is a strong link between good attendance and academic progress and I 
am sure that this will help your child to fulfil their potential.  
 
Please take the opportunity to congratulate your child and reinforce the excellent attendance habits they 
have developed.  
 
I would also like to acknowledge your role in our education partnership. Without your influence and strong 
support, I am sure it would be more difficult to achieve such a positive result.  
 
 
Yours sincerely, 
 
 
 
Mrs Jennifer M Gill 
Head Teacher 
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Punctuality concerns 
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 

 
 

 
Date 

 
PUNCTUALITY CONCERN 

 
Parent/Carer Name 
Address 
 
 
 
Dear  
 
Childs Name:   DOB:   Attendance: 
 
All schools have an attendance target of a minimum of 96% for each pupil and your child’s attendance 
currently stands at  xx%. 
 
 
At present the school are concerned about the late marks recorded on your child’s attendance certificate. 
 
 
Please address this issue immediately and ensure your child arrives at school on time. 
 
 
Please contact school if you require any support in this matter. 
 
 
Yours sincerely 
 
 
 
Mrs Jennifer M Gill 
Head Teacher 
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Provide reasons for absence 
 
 
 
  

St Patrick’s RCVA Primary School  
Stanley Street, Consett, Co. Durham, DH8 6LN 

Tel: 01207 503982 
Fax: 01207 588918 

 
Email: consettstpatrick@durhamlearning.net 

Website: www.stpatricksrc-consett.durham.sch.uk 
Head Teacher: Mrs Jennifer M Gill 

 
 

 
Date 

 
REASONS FOR ABSENCE 

 
Parent/Carer Name 
Address 
 
 
Dear  
 
Childs Name:   DOB:   Attendance: 
 
All schools have an attendance target of a minimum of 96% for each pupil and your child’s attendance 
currently stands at  xx%. 
 
According to school records your child was absent on the dates shown below and valid reasons have not 
been provided. 
Please contact the school, or return the slip as a matter of urgency. If valid reasons are not provided within 
14 days, the absences will be marked as unauthorised. 
Thank you for your co-operation in this matter. 
 
Yours sincerely 
 
 
Mrs Jennifer M Gill 
Head Teacher 
------------------------------------------------------------------------------------------------------------------------------------------ 
 
Date sent out ……………………..   Name of pupil ………………………………………………          Class ………………..           
 
Date/s of absence ……………………………….... 
 
Reason for absence: ………………………………....………………………………....………………………………....…………………………. 
 

……………………………………………………………………………………………………………………………………………………………………… 
 

 
Signed ………………………………………………          Print name ……………………………………………… 
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APPENDIX 2  
ST PATRICK’S RC PRIMARY SCHOOL 

 
 

ATTENDANCE PLANNING MEETING / SUPPORT PLAN / PARENT CONTRACT 
 

Meeting 
Venue 

 
 Date  

Present at 
Meeting 

 

Child’s 
Name (1) 

 
 DoB  School  

Child’s 
Name (2) 

 
 DoB  School  

Child’s 
Name (3) 

 
 DoB  School  

Adult with 
P.R. (1) 

 

DoB 

 
Attended 
Meeting? 

Y / N  
Reasons for non-attendance? 
 

Adult with 
P.R. (2) 

 

DoB 

 
Attended 
Meeting? 

Y /N  
Reasons for non-attendance? 
 

 
Background to case and Interventions taken to date to address attendance issues: 
 
 
 
 
 
 

Summary / Notes of meeting discussion: 
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SUPPORT PLAN / EXPECTATIONS / PARENT CONTRACT 
 
 Actions / Targets / Expectations Who will carry out? When? 
1 Target: 

 
 
 

  

2 To notify school on the first day of absence if your child 
is unable to attend, the reason for the absence and the 
child’s expected date of return to school. 
 

  

3a If reason provided for frequency and extent of absences 
is ill health but unsupported by a diagnosis / evidence 
of the ill health: 
To provide evidence to school to support future 
absences due to ill health i.e. GP appointment card / 
sight of medication with child’s name and date on it, 
medical note. 
 

  

3b To provide consent for …………………………. to liaise with 
school nurse / other medical practitioner regarding the 
issues. 

  

4  
 
 
 

  

5  
 
 
 

  

6  
 
 
 

  

I understand that my signature indicates that I have agreed to a contract and to carry out and adhere to the 
actions contained within it.  I can confirm that the actions contained within the contract are reasonable and 
within my capability to carry out.   

Adult with P.R. 
Signature 

 Print 
Name 

 Date  

Adult with P.R. 
Signature 

 Print 
Name 

 Date  

School / 
Agency 
Signature 

 
 Print 

Name 

 
Date 

 

School / 
Agency 
Signature 

 
 Print 

Name 

 
Date 

 

 

Whilst entry into a contract is voluntary, any refusal to enter into, or sign a contract may be used as 
evidence in future legal proceedings. 
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 APPENDIX 3 
ST PATRICK’S RC PRIMARY SCHOOL 

 

APPLICATION FOR LEAVE OF ABSENCE FOR A SCHOOL PUPIL IN TERM TIME 
IN EXCEPTIONAL CIRCUMSTANCES ONLY  

 
 
 
 
 
 
 

 
 
 
 
 
 

Please note: Parents do not have any legal entitlement to take their child on holiday during term time. 
 

I wish to apply for Leave of Absence from school to be granted to:  

Name of Child: Class: 

First Date of Proposed Absence: Last date of Proposed Absence: 

Expected date of return to school:  Total Days Requested On This Occasion: 

Reason for Proposed Absence – please provide reasons to support the application including evidence (these can only be 
exceptional circumstances) 
 

Signature of Parent/Carer: 

Print Name:  Date: 

 

For school use only:  

Date received:  

Previous leave this year:                      days 

Current attendance:                                 % 

Reviewed by:  Head Teacher                              Deputy Head Teacher 

AUTHORISED NOT AUTHORISED 

Letter sent to parents: Date: 

IMPORTANT INFORMATION FOR PARENTS/CARERS 
 

The Education (Pupil Registration) (England) Regulations 2006 as amended by Education (Pupil Registration) (England) Regulations 2013 no 
longer permit Head Teachers to authorise leave for holidays.  
Head Teachers may grant leave of absence if they consider exceptional circumstances apply.  
If the exceptional circumstances are agreed, the Head Teacher will determine the length of the absence authorised.  
Requests for Leave of Absence should made in advance and before any arrangements confirmed or money committed.  
If Leave of Absence is granted please contact school to discuss measures to minimise the impact of the absence on your child’s academic 
progress.  
This form MUST be completed by the resident parent(s)/carer(s) before requests will be considered. 
Please complete a Leave of Absence form for each child.  
Failure to make a request for a Leave of absence in advance will result in the absence being recorded as unauthorised. 
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APPENDIX 4 
 

ST PATRICK’S RC PRIMARY SCHOOL 
 

LEAVE OF ABSENCE INFORMATION FOR PARENTS 
 
The Education (Pupil Registration) (England) Regulations 2006 as amended by Education (Pupil Registration) 
(England) Regulations 2013 state:  
 
1.  Head Teachers shall not grant any leave of absence during term time unless:  
 
A)  An application has been made in advance, by the parent with whom the child normally resides  

AND 
B)  They consider there to be exceptional circumstances relating to the application.  
 
2.  The Head Teacher must be satisfied that exceptional circumstances warrant the granting of a leave 

of absence.  
 
3.  The Head Teacher can determine how long an absence should be and any additional absence will not 

be authorised.  
 
 
 Parents have a legal duty to ensure that their children of compulsory school age receive a suitable 

full time education through regular attendance at a school or otherwise (ie home education) (Section 
7 Education Act 1996).  

 
 If a child who is of compulsory school age, who is registered at school and fails to attend regularly, it 

is the parent that will be guilty of an offence (Section 444 (1) Education Act 1996).  
 
 Parents whose children have unauthorised absence may be subject to a Fixed Penalty Notice and/or 

prosecution.  
 
 Any Fixed Penalty Notices issued and/or prosecution will apply to each parent for each child who fails 

to attend school.  
 
 

 
PARENTS:  
 
1.  The application must be made in advance by the parent(s) that the child normally resides with.  
 
2.  Any leave of absences taken which have not been requested in advance will be recorded as 

unauthorised.  
 
3.  Parents can be issued with a Fixed Penalty Notice or prosecuted for unauthorised absence including 

holidays.  
 
 
WE HAVE A SHARED RESPONSIBILITY TO ENSURE THAT THE LAW IS UPHELD AND THAT YOUR CHILD ACHIEVES 

TO HIS/HER FULL POTENTIAL. WE LOOK FORWARD TO YOUR CO-OPERATION. 
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APPENDIX 5 
ST PATRICK’S RC PRIMARY SCHOOL 

 
ATTENDANCE AGREEMENT / CONTRACT 

 
At St Patrick’s, we have high expectations for the attendance of the young people on roll.  This is because we recognise that 
all absence is potentially detrimental to a child’s education.   
Missing school can damage children’s achievements, disrupt the school’s routines and affect other children’s learning.  It can 
also leave children at risk of anti-social behaviour and youth crime.  Above all, missing out on the opportunities provided in 
school can have a long-term effect on children’s chances in life.   
 
In order for young people to gain maximum benefit from their time at school, and to maximise future life opportunities, it is 
very imperative that young people attend every day. 
 
 
The School asks parents to support these high expectations by: 
 
 Ensuring their child attends the school every day. 
 Contacting the school before 9.15am on the first day of absence to notify us of the reasons for absences, and the 

expected date of return.   
 Where medical absences persist beyond day 1 of illness, keep in regular contact (ideally daily) with the school. 
 Where required, providing medical evidence to corroborate absences (sight of G.P. appointment card, medication with 

child’s name in it, hospital appointment letter). 
 If possible, any medical / dental appointment should be made out of school time.  If this is not possible, your child should 

miss the minimum amount of school time necessary.  If your child is well enough to go back to school following the 
appointment they should do so. 

 Being aware that Head Teachers by law may not grant leave of absence requests unless the reasons for your request are 
exceptional.  Should you have an exceptional circumstance, you should complete an application form available on request.  
Applications should be made well in advance of any proposed leave of absence. 

 
I agree to support the school in its efforts to help my child in the best way it can by ensuring that my child attends school 
every day, and I agree to the expectations as described. 
 

Name of child: Date of birth: 

 

Name of parent/carer: Signature: 

Date:  

Name of parent/carer: Signature: 

Date:  
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APPENDIX 6 
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ATTENDANCE MONITORING LADDER 
 

 
 

The Local Authority threshold of unauthorised absence to trigger a Fixed Penalty Notice for a holiday in term 
time is 7 (school) days or more in a period of up to 12 school weeks. This is in addition to above action. 

No improvement or further referral in same school year

Fixed Penalty Notice issued within 10 days

14 sessions lost due to unauthorised in 12 rolling school weeks
Formal notice that Fixed Penalty Notice 

may be issued Improvement expected within 15 school days

below 94% (termly)
Second letter - meeting with Head Teacher and Governor to dicuss reasons for 

absence. Possible outcomes: monitoring, request for medical evidence or referral for Early Help Assessment. 

below 96%
First letter alerting parent to falling 

attendance. Family Support Worker home visit

96% - minimum target (DfE)

termly letter class rewards

97% - school attendance target

termly certificate termly prize draw end of year award

100% - excellent attendance

termly certificate termly prize draw end of year award


