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St Hugh of Lincoln
Catholic Primary School

In faith and love, we learn and grow.

Attendance Policy

The Attendance Policy has been approved and adopted by
St Hugh of Lincoln Primary School in June 2022
To be reviewed in June 2024
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1. MISSION STATEMENT

St Hugh of Lincoln Catholic Primary School’'s Mission Statement is as follows:
In faith and love, we learn and grow.

At St Hugh of Lincoln Catholic Primary we have a primary responsibility for the care, welfare and safety of
the pupils in our charge. We aim to provide a caring, supportive and safe environment, valuing individuals for
their unique talents and abilities, with the aim that all young people can learn and develop to their full potential.

All our staff and volunteers have been subject to appropriate background checks. All visitors to the school
must report to reception before entering the school. All staff must be alert to the possibility that pupils may
have problems or be subject to abuse. Mrs Grace is the school’s Designated Safeguarding Lead (DSL), and
other members of staff that have had DSL training include Mrs Harper and Mrs Pickard.

2. POLICY STATEMENT

St. Hugh’s has implemented an Attendance Policy, to support improvement in attendance, in partnership with
parents/carers, pupils and governors, with relevant departments within Surrey County Council (SCC) and
Woking Borough Council, and with other organisations who have an interest or are affected by school
attendance.

Schools are required to report all absence figures to the Local Authority and the Department of Education
(DfE) in addition to ensure that they are recorded on the children’s annual report. Rates of absence are also
taken into account by OFSTED as part of a school’s inspection on the Safeguarding of Children.

The Local Authority becomes very concerned if a pupil’s attendance goes below 90% and penalty notices
(see Section 6) may be issued.

All holidays during term time will be considered ‘unauthorised leave of absence’ and no permission will be
given. If exceptional circumstances arise and a family needs to request ‘leave of absence’ in term time then
an ‘Application for Leave of Absence in

Exceptional Circumstances’ must be completed (at least 2 weeks’ notice should be given). This form can be
obtained from the school website or the school office.

Leave of absence shall not be granted unless (i) an application had been made in advance to the
Headteacher by a parent with whom the pupil normally resides, and (ii) the Headteacher considers that leave
of absence should be granted due to the “exceptional circumstances” relating to that application. If the leave
of absence is taken without prior authorisation from the school, it will be recorded as an unauthorised
absence. The Education Welfare Service may be informed and they may issue a penalty notice or take the
matter further (see Section 6 for more details).

The Governors believe this policy is essential. Regular and punctual attendance is important, and essential
for children to make good progress in their learning. We wish to work closely with parents whose responsibility
it is to ensure that their children receive full time education. Parents are primarily responsible for ensuring
that their children attend school. It is our responsibility to support attendance and take seriously problems
which may lead to non-attendance.

3. PARENTAL RESPONSIBILITY AND THE LAW

3.1 Parental Responsibility

» Parents/carers whose children are of compulsory school age and are registered at the school, are
responsible for ensuring that their children attend school regularly. If they do not do so they may be

committing an offence under the Education Act 1996 and could be liable to prosecution or to be served a
Penalty Notice (see Section 6).



3.2 School Responsibility

+ Schools are required to report all absence figures to the Local Authority and the DfE and to ensure they are
recorded on the children’s annual report. Rates of absence are also taken into account by OFSTED as part
of a school’s inspection.

4. EXPECTATIONS

4.1 The Governors’ expectations of Parents/Carers
The Governors expect that all parents/carers will:

» Encourage regular school attendance and be aware of their legal responsibilities.

* Ensure that their children arrive at school punctually.

* Ensure that they contact the school every day of the absence by 10am, for safeguarding reasons. Then
email the school office with a note of explanation when the child returns to school, failing to do this, results in
your child being marked with an unauthorised absence.

Please note that, in line with NHS guidance, children with diarrhoea or vomiting must stay home from school
until 48 hours since the last episode to reduce the risk of spreading infection.

« If your child is absent for 5 of more days a note or medical evidence may be required. If your child is PA or
classed as PA (persistent absence) medical evidence may be required form the first day of absence.

» Contact the school promptly whenever any problem occurs that may keep their child away.

* Notify the school immediately of any change to contact details.

» Ensure that the school office has 2 phone contact numbers for parents/ carers which are in up to date and
in service.

4.2 The Governors’ expectations of the School
The Governors expect that the school will:

* Provide a welcoming atmosphere and a safe learning environment for children.

» Keep regular and accurate records of AM and PM attendance and punctuality for all pupils.

* Follow up unexplained absences to obtain explanations from parents. Although parents may offer a reason,
only the school can authorise the absence. In the case of long term or frequent absence due to medical
conditions, verifications from a GP or other relevant body may be requested.

* Monitor every pupil’s attendance and punctuality.

» Make initial enquiries to parents/carers of pupils who are attending irregularly, expressing the school’s
concerns and clarifying the school and Local Authority’s expectations regarding school attendance.

 Liaise with the Education Welfare Officer (EWQO) to refer cases where there are concerns around
attendance. Failure by the family to comply with the planned support set by EWO may result in further actions
(e.g. an application for an Education Supervision Order or court prosecution).

4.3 The Governors’ expectations of the Attendance Officer
The Governors expect that the Attendance Officer will:

* Oversee the registration process and ensure that registers are completed accurately and punctually.

» Consult and liaise with the EWO regularly.

» Share any concerns expressed about attendance with the Headteacher and the EWO.

* Initiate contact with parents/carers in cases of unexplained absence and lateness before referring to the
EWO.

» Chase parents/carers to give a reason for the unexplained absence for a maximum of two weeks, after
which time the absence will be put down as unauthorised.

4.4 Keeping Records

+ Class Teachers will maintain the pupils’ register according to the instructions given.
* In the morning, registers will be closed 30 minutes after the start of the school day.



* Registers are taken at 8.50am. Any child arriving between then and 9.20am will be marked as late (L).
Registers close at 9.20am and any child arriving after this time will be marked as unauthorised absence (U)
- late after close of register, which counts as a statistical absence, or coded accordingly dependent on the
reason for the late arrival.

* In the afternoon, registers will be closed immediately after marking.

 Children arriving after the register has been closed (marked) will be marked late. If there is not a good
reason, this may be marked as an unauthorised absence.

4.5 Categorisation of Absence

Any pupil who is on the roll but not present in school must be recorded within one of these two categories:
4.5.1 Authorised Absence

The list of Authorised Absences includes:

* Genuine illness

» Genuine family crisis

» Unavoidable cause

* Other cause (as judged reasonable by the Headteacher or SLT)

This is for those students who are away from school for a reason that is deemed to be valid under the
Education Act 1996.

4 5.2 Unauthorised Absence

The list of Unauthorised Absences may include:

* Holidays during term time

» Absences that have not been explained

* Pupils who arrive at school after registers are closed without a good reason
» Excessive illness without medical evidence

+ Looking after other children or birthdays

5. REQUESTS FOR LEAVE OF ABSENCE DURING TERM TIME
5.1 Family Holidays

» We expect that parents/carers will book their family holidays within the school holiday dates.
« If a holiday is taken without prior authorisation of the school, it will be recorded as an unauthorised absence
and the Education Welfare Service may be informed.

5.2 Dental and Medical Treatments

* Wherever possible, please book dental and medical appointments outside of the school day.

* When appointments during school hours are unavoidable, the school office should be notified in writing of
the date and time of the appointment and when the child will be collected and/or returned to school and by
whom.

+ Evidence of the appointment may be requested.

6. PENALTY NOTICES

6.1 Penalty Notices to Address Poor Attendance at School

A Penalty Notice may be issued as an alternative to the prosecution of a parent/carer for their child’s
unauthorised absence from school and will be used by Surrey County Council in the following circumstances:-
1) A Penalty Notice can be issued in cases of unauthorised absence resulting in poor attendance and
consideration should be given as to whether issue is likely to secure an improvement in attendance.



2) Additionally, Penalty Notices will be issued for one off instances of absence taken in term time without
school permission in accordance with The Education (Pupil Registration)(England)(Amendment) Regulations
2013, as shown in point 7) below.

3) Use of Penalty Notices will be restricted to three per pupil per academic year.

4) If two penalty notices have been issued and paid in relation to a particular child, or there has been previous
prosecutions, and poor attendance is an ongoing problem, except in exceptional circumstances, information
will then be gathered to support a prosecution under Section 444 of the Education Act 1996 rather than a
further Penalty Notice being issued.

5) In cases where families contain more than one poor-attending pupil, Penalty Notices may be issued to
each parent for more than one child. This may not necessarily be simultaneously but the procedural
timescales may overlap. Careful consideration will always be given to multiple issues within the same family.

6) The issuing of a Penalty Notice for poor attendance may be considered appropriate in the following
circumstances:

a) Unauthorised absences or late arrival after the close of registration, on 7 occasions in any six week period
(not including school closures). The liable parent/carer will receive a written warning from the Education
Welfare Service of the possibility of a Penalty Notice being issued and given a maximum of 15 school days
to effect an improvement. During this period the pupil is not expected to incur any further unauthorised
absence. Where a formal warning letter has been issued to parents, the Local Authority will monitor the
attendance for a maximum of 15 school days and issue a Penalty Notice by first class post if the Local
Authority determine that an acceptable level of attendance has not been achieved.

b) Pupils, identified by Police and Education Welfare Officers engaged on Truancy Patrols, who have incurred
unauthorised absence. The liable parent/carer will receive a written warning from the Education Welfare
Service of the possibility of a Penalty Notice being issued and given a maximum of 15 school days to effect
an improvement. During this period the pupil is not expected to incur any further unauthorised absence.
Where a formal warning letter has been issued to parents, the Local Authority will monitor the attendance for
a maximum of 15 school days and issue a Penalty Notice by first class post if the Local Authority determine
that an acceptable level of attendance has not been achieved.

¢) When an excluded pupil is found in a public place during school hours within the first 5 school days of an
exclusion without justifiable reason. No written warning will be given where it can be shown that the
parent/carer had previously been warned of their liability to receive a Penalty Notice.

7) The issuing of a Penalty Notice for unauthorised leave of absence may be considered appropriate in the
following circumstances: Unauthorised leave of absence in term time (5 days/10 sessions or more within a
three month period —this need not be consecutive) without the authorisation of the school. In the case

of separated parents, the Penalty Notice will be sent to the parent requesting leave of absence and/or taking
the pupil out of school. No written warning will be given where it can be shown that the parent/carer had
previously been warned of their liability to receive a Penalty Notice.

8) Where a Penalty Notice has not been paid, in accordance with The Education (Penalty Notices) (England)
Regulations 2007 and Department for Education guidance, the Local Authority is required to investigate the
reasons for the absence and decide whether a prosecution is appropriate or withdraw the original Penalty
Notice.

If you believe at any stage that your child’s absence from school may leave you liable to receive a Penalty
Notice, it is extremely important that you take action without delay to secure their regular attendance. If you
have any questions or require further support to achieve an improvement, please contact the school or the
Education Welfare Officer.



6.2 Penalty Notice relating to Exclusions

If a child is excluded from school, Section 103 of the Education and Inspections Act 2006 places a duty on
parents/carers to ensure that their child is not in a public place without justifiable cause during school hours.
This duty applies to the first five days of each exclusion. Failure to do so will render the parent/carer liable to
a Penalty Notice. (Alternative education provision will be made available from the sixth day of any
exclusion.)

6.3 Payment of Penalty Notices

Arrangements for payment will be detailed on the Penalty Notice.

Payment of a Penalty Notice discharges the parent/carer liability for the period in question and they cannot
subsequently be prosecuted under other enforcement powers for the period covered by the Penalty Notice.

Payment of a Penalty Notice within 21 calendar days is £60 and payment after this time but within 28
calendar days is £120.

The Local Authority retains any revenue from Penalty Notices to cover enforcement costs (collection or
prosecuting in the event of non-payment).

Advice and support is available from an Education Welfare Officer by contacting your local
Education Office as follows :-

North West - Tel: 01483 518130 South West - Tel; 01483 517179
North East - Tel: 01372 833588 South East - Tel: 01737 737777

6.4 Non-Payment of Penalty Notices

Unless withdrawn, non-payment of a Penalty Notice will trigger the prosecution process under the provisions
of Section 444 Education Act 1996.

The parent is not prosecuted for the non-payment of the Penalty Notice but for the offence to which the
Penalty Notice relates.

The period of the offence will be defined as:

a) In the case of unauthorised leave of absence: (see section 6.1.7) the time the pupil was absent from school
without authorisation.

b) In the case of poor attendance: up to 6 months prior to the issue of the summons.

) In the case of a child being identified on a truancy patrol: up to 6 months prior to the issue of the summons.
d) In the case of exclusion: for any occasion when the child was seen in a public place without justification
during school hours.

7. CHANGING SCHOOLS

It is important that if families decide to send the child in their care to a different school, that they inform the
Headteacher as soon as possible. A pupil will not be removed from the school roll until the following
information has been received:

* The dates the pupil will be leaving the school and starting the next
* The address of the new school

* The new home address, if it is known

* The Headteacher has been consulted and informed in writing

School staff will then confirm with the parents the leaving dates for their child. Following this date the pupil’s
school records will be sent on to the new school as soon as possible and within ten days of the child leaving.
The Pupil Tracking Office at County Hall will also be sent appropriate information within 10 days of anyone



leaving or joining the school. If no naotification is received from a new school then the child’s name will not be
removed from the school roll until after an investigation by Education Welfare.

St. Hugh'’s will not take a child off roll until the Headteacher is properly informed and the child has started at
a new school.

8. MONITORING ABSENCE

* Parents are requested to inform the school by phone on every day of the absence, and then send in a note
of explanation when the child returns to school

The Attendance Officer transfers information on a weekly basis, from the registers on to the attendance
programme on the computer.

* The Attendance Officer will send a letter to the parents/carers requesting information regarding the absence,
if no reason has been given to the school. A record of this is kept to ensure that all absences are accounted
for.

« If a child is absent for 10 days with no explanation and no contact from parents, the school has a statutory
duty to refer to the EWO (and/or relevant agencies) and that a period of unauthorised absence could lead to
a child losing their place.

9. MONITORING LATENESS

* It is essential that pupils arrive to school on time. Pupil’s achievement is directly influenced by attendance
and punctuality and suffers when attendance and punctuality are unsatisfactory. St. Hugh’s aims to
encourage all pupils to achieve their potential through regular attendance and punctuality.

» Parents are encouraged to get their children to school for 8.40am, when the gates open.

* Registers are taken at 8.55am. Any child arriving between then and 9.25am will be marked as late (L).
Registers close at 9.25am and any child arriving after this time will be marked as unauthorised absence (U)
- late after close of register, which counts as a statistical absence, or coded accordingly dependent on the
reason for the late arrival.

« Children and parents will not be permitted to enter the playground after 8.55am, after this time parents will
need to drop their children off at the school office and record their child’s name in the late book, in case of a
fire drill.

* Poor attendance and punctuality is monitored and followed up swiftly.

*» Teachers and office staff will inform the Headteacher of any concerns that they may have regarding children
who are often late.

« If a pupil is late on 3 occasions in a half-term, then the parents may be invited to meet with the SLT to
discuss the issues surrounding their child’s punctuality.

* If lateness persists then the Education Welfare Officer (EWQO) may become involved.

 Late Gates operate on random occasions by SLT and the EWO. On these occasions parents are spoken
to directly at the door or gate to remind them of the importance of bringing their children to school on time.

10. COVID-19

10.1 Testing and Self Isolation

If your child has been asked to self- isolate by the school or PHE, their absence will be authorised.

If your child is awaiting a test result, their absence will be authorised.

10.2 Travel

If you chose to go away and are then advised to self- isolate on return for the 14day recommended period, it
will be classed as unauthorised. If FCDO travel advice changes when you are abroad and you are then asked

to self-isolate on return then this will be unauthorised too and may result in you receiving a penalty charge.
Travel advice is under constant review and may change at short notice, if risks in a country change



11. GUIDE TO TERMS & ABBREVIATIONS

Abbreviation

Explanation

DfE

Department of Education

DSL Designated Safeguarding Lead

EWO Education Welfare Officer

EWS Education Welfare Service

GP General Practitioner (family doctor)
HT Headteacher

L Late

LA Local Authority

OFSTED The Office for Standards in Education
PN Penalty Notice

SCC Surrey County Council

U

Unauthorised absence




Application for leave of absence for exceptional circumstances
Please read the following guidance carefully.

As parents, you have a legal responsibility to ensure your child’s attendance at school. During the academic year, pupils
are at school for 190 days and at home for 175 days.

Please be aware that The Education (Pupil Registration)(England) (Amendment) Regulations 2013, state
that Headteachers may not grant any leave of absence during term time unless there are exceptional
circumstances. The Headteacher is also required to determine the number of school days a child can be
away from school if leave is granted.

Please complete and submit this form if you want the Headteacher to consider your request for your child’s leave of
absence for exceptional circumstances. We may ask for proof to validate your request.

Unauthorised absence of 5 days or more may result in the issue of a Penalty Notice

Penalty Notices are issued by the Local Authority in accordance with Surrey County Council’s Code of Conduct. The
Penalty Notice is £60, per child per parent/carer, if paid within 21 days or £120 if paid after 21 days but within 28 days.
Failure to pay the Penalty Notice will result in the Local Authority considering legal proceedings against you in the
Magistrates Court.

The Headteacher will consider the reasons for the request carefully and will notify you of the decision.
For further information, please refer to our School Attendance Policy.

Name of child: Class:

I am applying for leave of absence for my child for ...........coooii i

from: to:

Number of school days:

The exceptional circumstances for which leave is requested:

Has your child already had leave of absence in this school year? YES / NO

If YES, please give dates and details:

I also have children at...

Signed: (Parent/Carer) Date:




To be completed by the Headteacher

Having considered your request carefully, my decision is that leave of absence is:

Approved The absence will be recorded as authorised.

Not approved The absence will be recorded as unauthorised.

Explanatory notes:

Signed: (Headteacher) Date:

Address :




