
1 
 

 

 

London Borough of Havering 

St Patrick’s Catholic Primary School 

 

 

 

Attendance Policy 

 

Summer 2020 

Review date – Summer 2022 

 

 

 



2 
 

ATTENDANCE POLICY 

Introduction 

Regular school attendance is extremely important. Pupils need to attend school regularly if they are 
to take full advantage of the education opportunities available to them. 
 
Roles and Responsibilities 
 
The parent/carer of a child of compulsory school age (between 5 years old and 16 years old) 
registered at a school and failing to attend is guilty of an offence and punishable by law. In the event 
of regular unauthorised absences, a Penalty Notice may be issued by the Education Welfare Service. 
An offence is not, however committed if it can be evidenced that: 

 The pupil was absent with agreement of the school 

 The pupil was ill or prevented from attending school by an unavoidable cause – this must be 
evidenced by a medical report or other suitable documentation. 

 The absence occurred on a day exclusively set aside for religious observance by the religious 
body to which the pupil’s parents belong. 

 
Only the school, within the context of law, can approve the absence, not the parents. The fact that a 
parent has offered a note (or phone call/email/text) in explanation does not in itself oblige the 
school to accept it as a valid reason for absence.  If after investigation, doubt remains regarding the 
absence or no reason is provided for the absence it must be treated as unauthorised. 
 
Why must my child go to school? 
 
Having a good education will ensure you provide your child with the best start in life and the best 
possible opportunities for their future. If your child does not attend school regularly they will fall 
behind with work and may lose friends, causing them to lack in essential social skills. 
 
What does the law say? 
 
By law, all children between the age of 5 and 16 must receive full time education, from the 
beginning of the term following their 5th birthday and to the last Friday in June of the academic year 
in which he/she turns 16 years old. During this time you child must strive to remain above the school 
attendance target of 96% and attend school as regularly as possible. If your child’s attendance falls 
below 90% they are deemed in law as a ‘persistent absentee’ and you details will be passed to the 
Education Welfare Service.  It is the school who must give permission for your child to be absent, not 
the parents. If you child does not attend school regularly your details will be passed on the 
Education Welfare Service and legal action (under The Education Act 1996 – Section S7 444 (1) and 
444 (1A) may be taken. 
 
 
 
 
 
 
 
 
 
 

Section 7 of the Education Act 1996 States: 

“The parent/s of every child of compulsory school age shall cause 

him to receive efficient full time education suitable: 

a) to his age ability and aptitude and 

b) to any special education needs he may have, either by 

regular attendance at school or otherwise. 



3 
 

 
 
If found guilty of your child not attending school on a regular basis the penalty can be a fine of up to 
£2,500.00 and/or a custodial sentence of up to three months.  If a parent is being prosecuted under 
Section 444 (1A) defendants are required to attend court as a custodial sentence may be imposed, if 
they fail to do so a warrant may be issued. 
 

Attendance 
during one school 
year 

Equivalent 
Days 

Equivalent 
Sessions 

Equivalent  
Weeks 

Equivalent 
Lessons  
Missed 

95% 9 Days 18 Sessions 2 Weeks 54 Lessons 

90% 19 Days 38 Sessions 4 Weeks 114 Lessons 

85% 29 Days 68 Sessions 6 Weeks 174 Lessons 

80% 38 Days 72 Sessions 8 Weeks 228 Lessons 

75% 48 Days 96 Sessions 10 Weeks 288 Lessons 

70% 57 Days 114 Sessions 11.5 Weeks 342 Lessons 

65% 67 Days 134 Sessions 13.5 Weeks 402 Lessons 

 
 
Registration & the responsibility of the school 
 
All schools must keep an attendance register on which, at the beginning of each morning and 
afternoon session, pupils marked as either present or absent. Registers must be completed by an 
allocated time on each morning and afternoon by law. Registers must also show whether an absence 
is authorised or unauthorised by the school 
 
Accurate registration and the preservation of security of registers are the responsibility of the 
Headteacher. Registers must be needed as evidence in court where parents are being prosecuted for 
school attendance offences and inappropriate authorisation of absences could compromise 
proceedings. 
 
A pupils attendance record may be discussed at the Parent’s Evening meeting in the Autumn and 
Spring Term and their Registration Certificates, along with an Attendance Tracking Overview, will be 
available of authorised and unauthorised absences. 
 
Leave of absence during term time 
 
The school takes a firm view on any absence during term time. Under legislation introduced in 2013 
the school cannot authorise any leave of absence during term time.  If a student is reported absent 
due to illness or any duration prior to or immediately following a school holiday (Half-term, 
Christmas, Easter or Summer) the parent carer will need to provide medical evidence to cover the 
absence, Failure to provide this evidence will result in the absence being marked as unauthorised 
and may be referred to the Education Welfare Service. All absences are show in the child’s annual 
report. 
 
There are rare occasions which may be deemed as ‘exceptional circumstances’ where such the leave 
would be authorised by the Headteacher.  These circumstances would usually be something which 
cannot be planned for in advance. Therefore weddings, family holiday, birthdays, parties and 
surprise trips, etc., will not be authorised. If you believe your circumstances fit this description you 
must put this in writing using the school form and forward to the Headteacher and/or arrange a 
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meeting with them at your earliest convenience. The decision of whether the leave is deemed as 
‘exceptional’ is the Head teacher’s. 
 
If you are planning to take leave during team time you must complete a ‘leave of absence’ request 
form, which should be forwarded to the Headteacher at least 14 days before a period of absence. 
This is available from the school office. If a request is refused and the parent/carer decides to take 
their child out of school the details will be passed onto the Education Welfare Service and a Penalty 
Notice may be issued. The Penalty Notice will be issued at £60.00 per child, per parent; this amount 
will increase to £120.00 per child, per parent if it is not paid within 21 days. 
 
Unavoidable Closures 
 
Unavoidable closures through bad weather, difficulties associated with the premises, elections, etc. 
should be indicated on the school registration system.  Pupils will be marked as a ‘Y’ (unable to 
attend due to exceptional circumstances), this mark will not affect the child’s attendance figure. 
 
Publication of School Dates 
 
These are published to parent in advance of each academic year and are available on the school 
website. The school’s term dates also include 5 Training Days on which the school will be closed to 
pupils. Havering Schools’ term dates can also be assessed on the ‘Havering Schools’ Website: 
www.havering.gov.uk. 
 
Reporting Absences 
 
It is the parent’s responsibility to inform the school of the reason for their child’s absence as soon as 
possible. This communication should ideally be made before the morning registration is taken. 
Parent contact on the first day of absence should be the normal expectation.  If the school have not 
been notified by mid-morning of a child’s absence a telephone call or text message will be made to 
the parent requesting a reason. A note should be supplied on the child’s return to school.  If no note 
is received within 2 weeks’ following the remainder letter, the absence is likely to be marked as 
unauthorised. 
 
Punctuality 
 
It is important for your child to arrive at school on time as lateness is detrimental to their learning 
and the learning of others. It is important to note that persistent lateness constitutes irregular 
school attendance in law. Registers will be taken at 8.50am; pupils arriving after this time will be 
marked as ‘L’ (Late before registers have closed). Arrivals after 9.20am will be marked as an 
unauthorised absence. Figures of lateness will appear on their school report and attendance 
certificates. 
 
 
Illness, Medical and Dental Appointments 
 
If a school is satisfied that a pupil is absent as a result of illness, the absence must be treated as 
authorised. If a child is off for 5 days or more due to illness then medical evidence must be provided. 
Without medical evidence the absences will be unauthorised.  A parent/carer must phone the school 
on the first day of the child’s absence to inform them of the reason. A note should be supplied on 
the child’s return to school.  If no note is received one reminder letter will be sent requesting the 

http://www.havering.gov.uk/
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reason form absence. If no note is forthcoming within 2 weeks’ following the reminder letter, the 
absence is likely to be marked as unauthorised. 
 
Advance notice of medical/dental appointments should be given wherever possible, preferably in 
writing by the parents or by appointment letter from the medical practice. Pupils leaving/returning 
to the premises in session time must report to the school office where such movements are 
recorded for safety reasons. Where possible, medical appointments should be made out of school 
time. 
 
If you child is absent due to vomiting/diarrhoea they must be absent for 48 hours following the last 
episode. 
 
 


