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School Mission 

 

 
 
 
 



 

At St Thomas a Becket Catholic Primary School we believe pupils make progress when 

outstanding behaviour creates a climate where lessons are entirely focused on learning. 

We achieve this by inspiring, motivating and challenging our pupils. 

 

This policy reflects the vision and aims of St Thomas a Becket Catholic Primary School by  

 Encouraging staff, parents and children to maximise the learning  

experience in order that all children reach their full potential 

 Providing clear procedures for involving parents relating to school 

attendance 

The school’s attendance target is 97%. Throughout the year there are just 190 school days. 

This means that there are already 175 days set aside for weekend, holidays, family visits 

and days out. We believe every school day counts towards a child’s opportunity of 

attaining a good education to support a happy and healthy future. Regular and punctual 

attendance is of paramount importance in ensuring that all children have full access to 

the curriculum.   

Valuable learning time is lost when children are absent or late. Missing just 3 days a term 

will drop attendance below 95%. Five days off school equates to 25 hours of lost learning 

and the notion of catching this up with extra work out of school is unrealistic. 

From a child’s perspective, missing school means: 

 Disconnecting with school friends. 

 Missing out on vital learning and struggling to catch up. 

 

Principles 
 

 Regular and punctual attendance is of paramount importance in ensuring that all 

children have full access to the curriculum. Valuable learning time is lost when 

children are absent or late. 

 Children should be at school, on time, every day the school is open, unless the 

reason for the absence is unavoidable.  

 Permitting absence from school without a good reason is an offence by the parent. 

 Children are sometimes reluctant to attend school. Any problems with regular 

attendance are best sorted out between the school, the parents and the child. If a 

child is reluctant to attend, it is never better to cover up their absence or to give in 

to pressure to excuse them from attending. This gives the impression that 

attendance does not matter and may make things worse. 

 Every half-day absence has to be classified by the school, (not by the parents), as 

either AUTHORISED or UNAUTHORISED.  This is why information about the cause of 

each absence is always required. 

Authorised absences are mornings or afternoons away from school for a reason such as 

genuine illness or other unavoidable cause. 

Unauthorised absences are those which the school does not consider reasonable and for 

which no “leave” has been given.  This includes:- 

o Parents keeping children off school unnecessarily 

o Truancy before or during the school day 

o Absences which have never been properly explained 

o Children who arrive at school after registers close at 9.00am 

o Withdrawal from Learning applications which have not been authorised 

 



 

Parents and carers are expected to contact the school at an early stage and to work with 

staff in resolving problems together. If difficulties cannot be sorted out in this way, the 

school will refer the child to the East Sussex Attendance Support Team (AST) who will also 

try to resolve the situation by agreement but, if other ways of trying to improve the child’s 

attendance have failed, these officers can use court proceedings to prosecute parents or 

seek an Education Supervision Order for the child.  The maximum penalty on conviction is 

a fine of £2,500 and/or 3 months imprisonment 

 

Procedures 

 

The school applies the following procedures in deciding how to deal with individual 

absences:- 

 

The school will not authorise absence for activities such as shopping, looking after other 

children, birthdays, day trips etc. 

Leave may be granted in emergency situations or for medical appointments which can 

only take place in school time (eg hospital appointments supported by a hospital 

letter).We would ask that doctor/ dentist appointments, wherever possible, are made out 

of school hours. We may ask for evidence of appointments if taken in school time. 

Absence for reasons other than illness during term time will not be authorised unless there 

are exceptional circumstances. 

 

 The school operates a first day of absence contact policy. Parents need to contact 

the school before 9.00am on the first day of absence (and every day thereafter) 

and explain the reason for their child not being at school. 

 The school will record the relevant code/ reason on the register. 

 If a child is recorded as absent after the close of registration (9.00am) and no 

contact has been received from parents, the school office will text/telephone the 

parents/carers to confirm absence and reason. If there is no response, the school 

will telephone the other contacts on the child’s profile. Home visits may also be 

carried out, in this case two members of staff should attend the property and a 

‘safe word’ will be lodged with staff at the school. 

 Parents must contact the school on every day of a child’s absence, unless a fixed 

term of absence has been agreed by the school. 

 Parents are expected to confirm in writing if the absence is in excess of a 5 day 

period. 

 The Headteacher makes the final decision as to whether the reason given is 

authorised or not. 

 

Frequency and reasons for absence is monitored by the school office and liaison with the 

class teacher, SENDCo and Senior Leadership occurs as appropriate. 

 

 Concerns regarding absence are followed up with parents as soon as possible by 

an appropriate member of staff. This may be in the form of a telephone call, email, 

letter or attendance at a meeting. 

 The DSL is kept informed of attendance patterns, and where there are concerns for 

individual children the response to this will be considered within the context of 

safeguarding. 

 

Attendance Concerns Procedures 

 



 

The school’s attendance officer monitors attendance of those below 92% fortnightly. The 

Headteacher is then informed of these children’s names and reasons for their absences. 

 

 Parents/Carers of pupils whose attendance drops below 92% will be sent a concern 

letter and may be required to attend a meeting with the Headteacher. 

 The child’s attendance will continue to be closely monitored.   

 If there is no improvement the Headteacher may decide to fine or hold an 

Attendance Meeting with a representative from our AST. 

 

Persistent Absence Procedures 

 

Persistent absence is classified as less than 90% absence at any point in the year.  

 

 Any child whose attendance falls below 90% will be sent a letter of concern 

required to attend a meeting with the Headteacher and Attendance Officer. 

 An Attendance Support Plan will be put in place.  

 A target will be set and the child’s attendance will continue to be closely 

monitored.   

 If attendance does not improve: 

o A formal notice letter will be sent and a fine may be issued.   

o The Headteacher may request medical evidence, such as a doctor’s note, 

in the event of a high number of absences due to illness. 

 

Lateness 

 Children arriving between 8.45am and 9am need to come into school via the 

office. 

 Registers are closed at 9am. Any child arriving after this time will receive a ‘U’ mark 

in the register. This is classified as unauthorised absence for the morning.  

 If lateness is due to a doctor/dentist appointment it will be a ‘M’ code.               

 In the case of persistent lateness, a letter will be sent to the parents/ carers of the 

child.  

 If lateness does not improve a second letter will be sent and a meeting will be 

called to discuss strategies for getting the child to school on time. 

o If lateness remains an issue a formal notice letter will be sent and a fine may 

be issued.   

 

Attendance Meeting Procedure 

 The school contacts the parents to arrange a meeting date.  

 During the meeting a plan may be created following a discussion of the reasons 

for lateness or absence.  

 A copy of this plan will be given to the parents and a copy will be held in 

school.  

 The school will closely monitor attendance for a set period. During the 

monitoring period all late attendance and absences will be marked as 

‘Unauthorised’ unless medical evidence is provided.  

 The school follows AST guidance for these meetings and a failure to improve 

attendance may result in a Fixed-Term Penalty Notice (FPN) or a referral to the 

AST team.  

 The monitoring period may be extended if the school continues to have 

concerns about the number of lates/absences. 

Withdrawal from Learning 



 

Term time holiday requests are referred to as Withdrawal from Learning. With 175 days 

already available as non-school days, parents need an exceptional reason to withdraw 

their child from school. Each application will be considered on an individual basis. The 

following reasons are likely to be rejected and therefore unauthorised: 

 Trips to family/friends 

 Birthday treat 

 Cheaper holidays 

 Tickets to music/ cultural events 

 Holidays in term time 

 

If a withdrawal from learning request is unauthorised, AST may be notified. If the absence 

is ten sessions or more a Penalty Notice may be issued. The Penalty Notice is issued to 

each parent for each child taken out of school. Currently this is a fine of £80 which 

increases to £160 if not paid within 21 days. 

Where it is deemed appropriate to issue a second penalty notice to the same parent for 

the same pupil within 3 years of the first notice, the second notice is charged at a flat rate 

of £160 if paid within 28 days. 

A limit of no more than 2 penalty notices will be issued to the same parent for the same 

pupil within a 3-year rolling period. 

A third penalty notice will not be issued within a 3-year period. Therefore, in cases where 

the threshold is met for a third (or subsequent) times within those 3 years, a penalty notice 

cannot be issued, and alternative action will be taken instead. This will often include 

considering prosecution but may include other tools such as one of the other attendance 

legal interventions. 

 

At St Thomas a Becket we do not authorise any holiday in term time and you risk being 

fined if your child has more than 5 days unauthorised absence for holidays.  

 

One day’s authorised absence will be granted for close family weddings or funeral. 

 

School targets, projects and special initiatives 

The school has an attendance target of 97%.. If the child’s attendance has fallen to 90% 

or less. The Headteacher and/or the Attendance Team will follow this up. The final 

attendance figure for each pupil is reported to parents on the annual school report. 

The Attendance Manager System is used to record attendance and the School Office use 

the reporting system to highlight any individual trends in attendance patterns. Eg- a 

regular day in the week that a child is absent. 

Parents are asked to accompany any children who are late to the School Office to be 

signed in the late book. Parents are asked to state the reason for lateness and the 

Headteacher or a member of the SLT follows up any persistence lateness with parents. 

The school has adopted the following attendance targets and special projects:- 

 Attendance target is at least 97% for all pupils. 

 Completion of an attendance contract, by parents/carers.  

 

Class Rewards for Attendance 

 Each Friday, the class with the highest school attendance figure for that week 

receive a trophy and certificate given by the Head teacher. This is then shared by 



 

text to all families every week. In addition, a punctuality reward is given to those 

classes that have had no children arriving late during the week. 

 

 

 Each day that a class has 100% attendance, they are awarded a letter, which will 

spell out the words ‘PERFECT ATTENDANCE’. When all the letters are in place, the 

class will celebrate their success with a treat; this could be an extra playtime, non-

uniform day etc.  

 

 

Those people responsible for attendance matters in this school are: 

Class Teachers are responsible for taking the register at the allotted times every school 

day. The register is taken electronically and the data is entered straight into the 

Attendance Management System. This system is our legal register of attendance. 

The School Office observes and monitors trends in Attendance and lateness. If the online 

system is not working due to Internet connection failure or power cut etc, the School 

Office will enter the data from manual registers taken by class teachers. 

The Headteacher monitors attendance and follows up individual cases of poor 

attendance, investigating any reasons for the poor attendance. The Headteacher and 

School Office will discuss poor attendance and lateness with AST and Penalty Notices and 

Attendance Panel meetings will be organised following the Local Authority Procedures. 

The Governing Body regularly receives summary attendance data and reviews our 

progress towards attendance targets. 

 

Summary 

 

The school has a legal duty to publish its absence figures to parents and to promote 

attendance.  Equally, parents have a duty to make sure that their children attend.  School 

staff are committed to working with parents as the best way to ensure as high a level of 

attendance as possible. 

 

 

 

 

 

 

 


