S~ =L
Frpanr
EY FATH, LOVE AND LEARNING

United Through Jesus in Faith, Love and Learning

POLICY — ATTENDANCE POLICY

Date of Adoption: SEPTEMBER 2025 Date of Review: RECCOMENDED ANNUALLY
Author: DHT Committee responsible for Review: FGB
Version: Leave of absence form updated. Date approved: 10.09.2025 FGB

.200ffice use only:

ST PAUL’S MISSION STATEMENT
United through Jesus, in faith, love and learning.
The School’s Mission Statement and Seven Principles of Catholic Social Teaching underpin this document.

St Paul’s Catholic Primary School seeks to ensure that all pupils receive a full-time education which
maximises opportunities for pupils to realise their true potential.

The school will strive to provide a welcoming, caring environment, whereby each member of the school
community feels wanted and secure.

All school staff will work with pupils and their families to ensure each pupil attends school regularly and
punctually.

The school will establish an effective system of incentives and rewards which acknowledges good
attendance and timekeeping, and will challenge the behaviour of those pupils and parents who give low
priority to attendance and punctuality.

To meet these objectives, St Paul’s Catholic Primary School will establish an effective and efficient system
of communication with pupils, parents and appropriate agencies to provide mutual information, advice and
support.

It is our duty to consistently strive to achieve a goal of 100% attendance for all children. Every opportunity
will be used to convey to pupils and their parents the importance of regular and punctual attendance.

AIMS

* To support families in their efforts to provide a high-quality education for their children.

* To make attendance and punctuality a priority for all those associated with the school including
pupils, parents, teachers and governors/ directors.

* To develop a framework which defines agreed roles and responsibilities and promotes
consistency in carrying out designated tasks.

* To provide support, advice and guidance to parents and pupils.

* To develop a systematic approach to gathering and analysing attendance related data.

St Paul’s whole school community (all staff, governors, parents and volunteers working in the school) are committed to safeguarding and promoting
the welfare of our children. At St Paul's we recognize our duties under the Equality Act 2010. Everyone has the right to be treated with dignity and
respect.
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* To analyse attendance by group (including Pupil Premium children) to ensure that attendance is
high for all children.

*  Further develop positive and consistent communication between home and school.

* To promote effective partnerships with the SENDCO, Pastoral Lead and with other services and
agencies if appropriate.

* To recognise the needs of the individual pupil when planning reintegration following significant
periods of absence.

* To provide a consistent approach to requests for a leave of absence.

PROMOTING GOOD ATTENDANCE

Improving attendance is everyone’s business. Therefore, at all stages of improving attendance, schools
and partners should work in partnership with pupils and parents collaboratively to remove any barriers
to attendance by building strong and trusting relationships and working together to put the right support
in place (Working together to improve attendance- DfE 2024).

For our children to take full advantage of the educational opportunities offered, it is vital your child is at
school, on time, every day the school is open unless the reason for the absence is unavoidable. The routines
children develop around attendance and punctuality at school are the same as the expectations of any
future employer in the world of work. High attainment, confidence with peers and staff, and future
aspirations depend on good attendance. To promote and incentivise this, the class with the highest
attendance is awarded the ‘Owl of Attendance’ weekly, and attendance rates for the school are published
in the newsletter each week.

Good attendance is important because:

*  Statistics show a direct link between under-achievement and absence below 95%

* Regular attenders make better progress, both socially and academically

* Regular attenders find school routines, school work and friendships easier to cope with

* Regular attenders find learning more satisfying

* Regular attenders are more successful in transferring between primary school, secondary school,
and higher education, employment or training.

* The pupils with the highest attainment at the end of key stage 2 and key stage 4 have higher
rates of attendance over the key stage compared to those with the lowest attainment (Working
together to improve attendance- DfE 2024).

EXPECTATIONS

We expect that all pupils will:

* Attend school regularly
* Attend school punctually.
* Attend school appropriately prepared for the day
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We expect that all parents will:

Encourage regular school attendance by supporting the values of good attendance in education,
at home

Be aware of their legal responsibilities

Ensure that the child/children in their care arrive at school punctually, prepared for the school
day

(including extra-curricular activities) and have completed any homework they have been given

Contact the school promptly whenever any problem occurs that may keep the child away from
school

Contact the school office on the first day of a child’s absence, giving the reason for the absence,
or for any other day-to-day attendance queries

Discuss with the class teacher, Team Leaders, Deputy Headteacher or Headteacher any problems
preventing their child/children from attending school. Mrs Chambers is our Attendance
Champion and can be contacted via the school office (0118 942 2003 / office@stpauls.w-
berks.sch.uk) for more detailed support on attendance.

Provide evidence, if required, where the length and frequency of absence through illness is giving
cause for concern

We expect that school staff will:

Keep regular and accurate records of attendance for all pupils, as required by current legislation
Monitor every pupil’s attendance

Contact parents as soon as possible when a pupil fails to attend and where no message has been
received to explain the absence

Be alert to early signs of disaffection or a child’s worries about school which could culminate in
non-attendance, and report these concerns as soon as possible to the Phase Leaders/Deputy
Headteacher/Headteacher

Encourage good attendance

Provide a welcoming atmosphere and a safe learning environment for children

Make initial enquiries to parents of pupils who are attending irregularly, expressing the school’s
concerns and clarifying the school and the local authority’s expectations regarding regular school
attendance

Regularly inform parents of the % attendance of all pupils

In order for this Attendance Policy to be successful, every member of staff in the school must make
attendance a high priority and convey this to pupils at all times. Parents should also support these views in
the home, to ensure that children are receiving corresponding messages about the value of education.

SAFEGUARDING

A child not attending school is a safeguarding concern. The Designated Safeguarding Lead will regularly
analyse trends and patterns in attendance to ensure that the safety and well-being of children is the
priority, and the risk of emotional based school avoidance is reduced. This is why information about the
cause of any absence is always required. If we have not had communication regarding the absence, this
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raises safeguarding concerns regarding the well-being of both the child and parent/care giver. The school
may carry out a home visit and/or make contact with relevant agencies, such as Police, ‘Child Missing in
Education’ Team or Children’s Services, to ensure the safety and well-being of both child and parent.

Children who are absent from education KCSIE 2024 para 178

We recognise that children being absent from education for prolonged periods and/or on repeat occasions
can act as a vital warning sign to a range of safeguarding issues including neglect, child sexual and child
criminal exploitation - particularly county lines. Therefore, we thoroughly monitor and analyse and check
children’s absence; looking at poor attendance as well as patterns of non- attendance. (eg always a Friday
or Monday) This is the case with all children, but particularly when the school has a safeguarding concern
about a child/ family or the child is already known to the local authority’s children’s services. For guidance
and support, we refer to ‘Working together to improve school attendance’ and ‘department’s statutory
guidance: Children Missing Education.’

ABSENTEEISM (Refer to Flowchart in Appendix 1)

A child not attending school is considered a safeguarding concern. This is why information about the cause
of any absence is always required.

If your child is absent you must:

* contact us as soon as possible on the first day of absence, via absence report on Parentmail or
by leaving a message on the answerphone (option 2)

If your child is absent we will:
* telephone you on the first day of absence if we have not heard from you — this is because we
have a duty to ensure your child’s safety as well as their regular school attendance
* invite you in to discuss the situation with the Phase Leader/ Deputy Headteacher/ Headteacher
if absences persist

* refer the matter to the West Berkshire Education Attendance Team, if absence is unauthorised
and falls below 90%.

THIRD DAY ABSENCE

If your child is not seen and contact has not been established with any of the named parents/carers, after
three days of absence the school is required to start child missing in education procedures as set down by
West Berkshire County Council guidance. We will make all reasonable enquiries to establish contact with
parents/carers and the child, including making enquiries to known friends, wider family.

TEN DAYS’ ABSENCE
We have a legal duty to report the absence of any pupil who is absent without an explanation for 10

consecutive days. If the child is not seen and contact has not been established with the named
parent/carer, then the local authority is notified that the child is at risk or missing. Children’s Services staff
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will visit the last known address and alert key services to locate the child. So help us to help you and your
child by making sure we always have an up-to-date contact number.

CONTINUED OR ONGOING ABSENCE

If your child misses 10% (three weeks/sessions) or more schooling across the school year, for whatever
reason, they are defined as persistent absentees. Absence for whatever reason disadvantages a child by
creating gaps in his or her learning. Research shows these gaps affect attainment when attendance falls
below 95%. As such, we monitor all absence thoroughly and all attendance data is shared with the local
authority and the Department for Education. If your child has had absence and their attendance level is
falling, at 90% we will contact you to find out why. Parents are sent letters to advise them when their
child’s attendance falls below 90%. If it doesn’t improve, parents are invited to meet with staff to discuss
the issue and to see what support could be put in place. An Individual Attendance Plan or contract will be
put in place if attendance falls further. The next step would be for a referral to be made to the Education
Welfare and Safeguarding Service (EWSS).

If a child’s attendance drops to 50%, they are defined as severely absent.

REQUEST FOR LEAVE OF ABSENCE IN EXCEPTIONAL CIRCUMSTANCES

The School Attendance Regulations 2006 were amended with effect from September 2013. The key
amendments relate to the granting of leave for the purpose of family holidays in term time: The Education
(Pupil Registration) (England) Regulations state that headteachers may not grant any leave of absence
during term time unless there are exceptional circumstances. It is important to note that headteachers
can determine the length of the authorised absence, as well as whether absence is authorised at all. The
fundamental principles for defining exceptional are rare, or unavoidable, which means the event could not
reasonably be scheduled at another time. There is, however, no legal entitlement for time off in school
term time to go on holiday and in the majority of cases holiday will not be authorised. Parents/carers
wishing to apply for leave of absence need to fill in an application form (Appendix 2) from the school office
in advance and before making any travel arrangements.

If term-time leave is taken without prior permission from the school, the absence will be unauthorised and
if the number of sessions absent hits the thresholds set down in the ‘West Berkshire Code of Conduct for
Issuing Penalty Notices for School Absence 2024’, parents/carers will be issued with a fixed-penalty fine
or other legal action in accordance with the code. Taking holidays in term time will affect your child’s
schooling as much as any other absence and we expect parents to help us by not taking children out
during school time.

UNDERSTANDING TYPES OF ABSENCE

Pupils are expected to attend school every day for the entire duration of the academic year, unless there
is an exceptional reason for the absence. There are two main categories of absences:
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e Authorised absence: is when the school has accepted the explanation offered as satisfactory
justification for the absence or given approval in advance for such an absence. If no explanation is
received, absences cannot be authorised

e Unauthorised absence: is when the school has not received a reason for absence or has not approved
a child’s leave absence from school after a parent’s request. This includes:

* parents giving their children permission to be off school unnecessarily, such as for shopping,
birthdays, to look after siblings

* truancy before or during the school day

* absences which have not been explained.

* Holidays

A school can, if needed, change an authorised absence to an unauthorised absence and vice versa if new
information is presented. Any changes will be communicated to parents/carers. An example of this would
be where a parent states a child is unwell but on return to school there is evidence they have been on
holiday.

IMPROVING ATTENDANCE (Working together to improve attendance- DfE 2024).

Successfully treating the root causes of absence and removing barriers to attendance, at home, in school
or more broadly requires schools and local partners to work collaboratively in partnership with, not against
families. All partners should work together to:

Expect .
Aspire to high standards of attendance from all pupils and parents and build a culture where all can, and want to, be
in school and ready to learn by prioritising attendance improvement across the school.

Monitor
Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as soon as
possible so all parties can work together to resolve them before they become entrenched

Listen and understand
When a pattern is spotted, discuss with pupils and parents to listen to and understand barriers to attendance and
agree how all partners can work together to resolve them.

Facilitate support

Remove barriers in school and help pupils and parents to access the support they need to

overcome the barriers outside of school. This might include an early help or whole family plan where absence is a
symptom of wider issues.

Formalise support

Where absence persists and voluntary support is not working or not being engaged with, partners should work
together to explain the consequences clearly and ensure support is also in place to enable families to respond.
Depending on the circumstances this may include formalising support through an attendance contract or education

supervision order.
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Enforce

Where all other avenues have been exhausted and support is not working or not being engaged with, enforce

attendance through statutory intervention: a penalty notice in line with the National Framework or prosecution to
protect the pupil’s right to an education.

PENALTY NOTICES

County policy in respect of penalty notices will be followed:

Penalty Notices for non-attendance and other legal measures

In education law, parents/carers are committing an offence if they fail to ensure the regular attendance of
their child of compulsory school age at the school at which the child is registered, unless the absence has
been authorised by the school.

Legal measures for tackling persistent absence or lateness
West Berkshire schools and West Berkshire County Council will use the full range of legal measures to
secure good attendance. Legal measures will only be considered when there is unauthorised absence and:

1. the child or family do not require the support from any agency to improve the attendance

2. the child has 10 or more sessions of unauthorised absence and parents are complicit in the child’s
absence

NB. Please note that a session is a morning or an afternoon, therefore one school day is equal to 2
sessions.

The following legal measures will be used for pupils of compulsory school age who are registered at a
school:

* parenting contracts set at Education Planning Meetings

* parenting orders

*  Penalty Notices

*  Education Supervision Orders

* Prosecution

Where a child has unauthorised absence the school must enforce West Berkshire Code of Conduct for
Issuing Penalty Notices for School Absence 2024 or follow its guidance on other legal measures for non-
attendance. The Code of Conduct is a statutory document that ensures that powers for legal sanctions are
applied consistently and fairly across all schools and their families within the authority. A copy is available
from:

https://westberkseducation.co.uk/Pages/Download/dcda73a2-5784-4611-a275-
30b73085608d/PageSectionDocuments
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The Code of Conduct states that schools or West Berkshire County Council will issue a Penalty Notice for
any unauthorised absence where the pupil has been:
* absent for 10 or more half-day sessions (five school days) of unauthorised absence during any
100 possible school sessions — these do not need to be consecutive
* persistently late (coded U) for up to 10 sessions (five days) after the register has closed
* persistently late before the close of the register (coded L), but the school has met with parents
and has clearly communicated that they will categorise as unauthorised any further lateness
(code O), and where the threshold of 10 sessions (five days) has been met
* absent for any public examinations of which dates are published in advance
* absent for any formal school assessments, tests or examinations where the dates have been
published in advance unless the issuing of a Penalty Notice would conflict with other intervention
strategies in place or other sanctions already being processed.

If a child’s unauthorised absence meets any of the above criteria and the family or child do not require any
agency support to improve the attendance then a Penalty Notice is issued for either:
1. 10 sessions of unauthorised absence or lateness in any 10 week school period

2. one or more sessions of unauthorised absence during a public exam, formal school assessment
or testing where dates are published in advance.

This includes where a pupil has unauthorised absence due to either:

* non-approval of a parent/carer’s request for leave of absence, or
* aholiday that has been taken without permission.

Parents and carers will be warned of the likelihood of a Penalty Notice being issued for unauthorised
absence via a letter, through the leave of absence request form, or through the school’s attendance policy
and website. The Penalty Notice is a fine that is issued to each parent/ carer who condoned (or was
responsible for the child) during the period of unauthorised absence for which the fine has been issued.
For each case of unauthorised absence, the school or West Berkshire County Council will decide whether
a Penalty Notice is issued to one or more parents/carers for each child.

NB: This could mean four Penalty Notices for a family with two siblings, both with unauthorised absence,
ie one Penalty Notice for each child to each parent.

Each Penalty Notice carries a fine of £80 if paid within 21 days of the Penalty Notice being posted. If the
fine is not paid within 21 days the penalty is automatically increased to £160 if paid within 28 days. If the
fine remains unpaid, West Berkshire County Council will consider prosecution for the non-attendance.
Payment methods are detailed on the Penalty Notices themselves. Penalties are to be paid to West
Berkshire County Council and revenue resulting from payment of penalties is used by the County Council
to help cover the costs of issuing Penalty Notices and/or the cost of prosecuting recipients who do not pay.
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END OF DAY PROCEDURES

Please collect your child promptly at 3.20pm, the end of the school day. Where late collection is persistent
and/or significantly late, the school is obliged to take any uncollected pupil to a place of safety and share
concerns, as necessary, with other agencies. The After School Club will be used and the parent/carer billed.
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Appendix 1

St Paul’s Catholic Primary School
Application for Leave of Absence from School During Term Time

Dear Applicant,
All schools, by law, must follow the Department for Education’s statutory guidance relating
to school attendance. They must use the appropriate national attendance or absence code,
and follow the criteria set out within the guidance. The statutory guidance states:
e Aleave of absence must not be granted unless there are exceptional circumstances
and must be requested in advance
e Aleave of absence must be requested in advance by a parent who the pupil normally
lives with
e Schools must judge each application individually, considering the specific facts,
circumstances and relevant background context behind each request
e Where a leave of absence is granted, the school will determine the number of days a
pupil can be absent from school
e A need or desire for a holiday or other absence for the purpose of leisure and
recreation does not constitute an exceptional circumstance
e A school cannot grant a leave of absence retrospectively. If the parent did not apply in
advance, the leave of absence should not be granted
e Where this guidance refers to a parent, the school and/or local authority will need to
decide which adult(s) is most appropriate. Generally, parents include:
o All natural parents, whether they are married or not
o All those who have parental responsibility
o Those who have day to day responsibility for the child

Please note - all schools are expected to regularly inform parents about their child’s
attendance and absence.

Taking your child out of school during term time could be detrimental to their educational
progress.

If the absence is not authorised and the leave is taken, schools may refer to the Local
Authority for legal action.

Please find attached information regarding Penalty Notice Fines for School Attendance.
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Helping Parents understand Penalty Notice Fines for School Attendance

From 19 August 2024, there is a National Framework for Penalty Notice Fines being issued for unauthorised
absences recorded by schools

National Threshold
A single consistent national threshold for when a Penalty Notice must be considered by ALL schools in England,
this is:

e 10 sessions (usually equivalent to 5 school days) of unauthorised absence within a rolling 10 school
week period

e These sessions do not have to be consecutive and can be made up of a combination of any type of
unauthorised absence

o For example: a 5-day unauthorised leave of absence would meet the national threshold

e The 10-school week period can span different terms or school years

Who may be fined?

e Penalty Notice Fines are issued to each parent who allows their child to be absent without authorisation
from school

o For example: 3 siblings absent for unauthorised leave during term-time would result in each parent
receiving 3 separate fines

First Offence

The first time a Penalty Notice is issued for unauthorised absence, the fine amount will be:

o £160 per parent, per child - payable within 28 days
o If paid within 21 days, the fine will decrease to £80 per parent, per child

Second Offence (within 3 years)

The second time a Penalty Notice is issued for unauthorised absence, a reduced rate is not available. The amount
therefore will be:

o £160 per parent, per child — payable within 28 days

Third Offence and Any Further Offences (within 3 years)

The third time an offence is committed, a Penalty Notice WILL NOT be issued, and the case will be presented
straight to the Magistrate’s Court.

e Prosecution can result in criminal records and fines of up to £2,500
e Cases found guilty in a Magistrates Court can show on the parent’s future DBS certificate (Disclosure
and Barring Service) due to a ‘failure to safequard a child’s education’

Please note that any remuneration from fines goes directly to West Berkshire
Council and does not come to school!
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St Paul’s Catholic Primary School

Application for Leave of Absence from School during term time
Dear Headteacher,

I would like to request permission for leave of absence for my child, a pupil registered at your school, for the
reasons detailed below (further information can be attached if required).

Pupil’s full name

Pupil’s Date of Birth

Year Group

Class / Registration

Pupil’s full address and
postcode

First date of absence

Last date of absence

Date of return to school
Number of school days
absent

Please be aware, as per our school’s attendance policy and the West Berkshire Code of Conduct
relating to school attendance, the law requires parents to seek permission from the Head Teacher
to take their child out of school during term time. The law states permission can only be granted if:

1. An application has been made in advance by the parent the child normally lives with
AND
2. There are exceptional circumstances.

Please also note that if on the rare occasion circumstances are deemed exceptional by the Head
Teacher, the duration your child is permitted to be away from school may only be determined by the
Head Teacher.

Reason for request including why you believe these circumstances to be exceptional
(Further details may be attached to this form)
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If you have a child/ren at another school/s, please detail their name/s and which school/s they attend

below

Pupil’s name, name of school and school telephone number:

Full name of person making request (requests
must be made by a parent who the pupil normally
lives with)

Relationship to child

Full address and postcode (if different from child’'s
above)

Signature

Date
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St Paul’s Catholic Primary School

Application for Leave of Absence from School during term time

SCHOOL RESPONSE

Dear

Copy sent to

Re: Application for Leave of Absence from School during term time

Date of response from school

Date application received by
school

Pupil’s full name

Pupil’s Date of Birth

Year Group, Class / Registration

Pupil’s full address and postcode

Pupil’s percentage attendance year to date

Number of total sessions absent this academic
year

Number of which are authorised

Number of which are unauthorised

Has this pupil had any previously recorded
unauthorised leave of absence?

Was a Penalty Notice Fine requested as a result?

Are you aware of any Penalty Notice Fines that the
parent or parents may have previously received
for this pupil and/or a sibling/child for whom they
hold parental/day to day care and responsibility?

School response to parent/s request for leave of absence

Number of requested sessions authorised

Number of requested sessions unauthorised

Date pupil required to return to school

Headteacher Signature

Headteacher Name

Date
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APPENDIX 2: Attendance and Punctuality

Attendance and Punctuality at
St Paul’s Catholic Primary School

Our target is that children attend school at least 96% of the time.
Children with attendance below 90% are considered to be ‘persistant
absentees’. This means that the school and the Local Authority need to work
together to put in place targeted support to remove barriers.

School Leaders (including Governors) regularly monitor attendance of
individuals, class and groups of pupils.

Children should stay at home if they have ...

A fever
Vomiting or diarrhoea
Flu or heavy colds
Childhood diseases such as chickenpox

Coughs, colds and Covid

If your child is unwell with something that can be passed to others, they must
stay at home until they feel better.
If your child is unwell, please call the school office, send a ParentMail or
email every day that they are unwell, giving as much detail as possible.

Unauthorised Absences
The school will not authorise absences for:
A child being tired

Day trips
Holidays Term Time Holidays
Birthdays Permission for absence for
Visiting relatives (including overseas) a holiday or for travelling
Shopping to visit relatives will not
Parent or sibling illness be given

Treating of headlice
Non urgent medical or dental appointments.
Exceptional leave of absence longer than the
duration originally authorised
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Exceptional or Special Leave

In an emergency, exceptional or special
circumstances, parents or carers must
make a request to the Headteacher for
short periods of leave. These
circumstances may include: the funeral of
a close family member or a religious
festival.

In making the decision, the Headteacher
will consider:

The child’s current attendance percentage

The child’s previous year’s attendance
percentage

Previous applications and absences

Every Minute Counts!

Doors open 8.40am until 8.50am
(children are late after 8.50am)

Registers are taken at 8.50am
If your child arrives between 8.50am and 9.30am they are
marked with a late mark, if they arrive after 9.30am they
are marked as absent for the whole morning session on
their attendance record
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APPENDIX 3: Absence Flow Chart




