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MISSION STATEMENT
The family of St. Mary’s Catholic Primary School believes that each person is unique and
made in the image and likeness of God as expressed through Jesus Christ in the Gospels. We
believe that our mission is to recognise, nurture and develop the God given gifts, talents and
spirituality of each individual.

Aims
♦ To inspire children to appreciate, develop and practice spiritual, moral, cultural
and aesthetic values.
♦ To foster in children a sense of awe and wonder for God’s created world and to
have an awareness of their unique place in it
♦ To appreciate childhood as valued and right for all pupils
♦ To provide an environment which creates and fosters loving, responsible and
creative human beings.
♦ To enable each individual child to achieve their full potential
♦ To base our school’s curriculum on direct and practical experiences which
harness children’s natural curiosity.
♦ To provide a curriculum which fosters active learning, autonomy and choice.
♦ To encourage and nurture independence in children which enables them to
become life long learners.
♦ To value and promote thinking and communication skills as a foundation for all
learning.
♦ To provide a safe, secure, structured learning environment.
♦ To expect and develop the highest standards of self-discipline and positive
behaviour from all members of the school community.
♦ To provide children with a positive self-image which develops respect and cooperation with others.
♦ To promote challenging and equal opportunities for all children within a positive
and ordered environment.
♦ To encourage parents and members of the wider community to enhance our
children’s education.
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1.
1.1

INTRODUCTION
The Governing Body recognises that a child who is not at school is missing out on part
of his or her education. Likewise a child who is late for school is missing very
important social time with friends and introductions to the learning for the day/week.
St Mary’s Catholic Primary School provides a broad, balanced, creative, enriched and
inclusive curriculum which all children have the right to enjoy. In order for all
children to access the opportunities provided it is necessary for them to attend school
regularly and punctually.

1.2.

The Government states that:
• there is a legal responsibility for parents/carers to send their child to school
every day;
• every child should be in school for at least 95% of all sessions;
• school is in session for 190 days a year, leaving parents/carers a further 175 days
a year in which to have days out together and take a holiday.

2.

AIMS
St Mary’s Catholic Primary School aims for the highest level of attendance possible
and for all absences to be explained with acceptable reasons. Alongside this we want
all our children to be in class ready to start the school day promptly.
To achieve this St Mary’s Catholic Primary School aims to:
• help parents/carers understand the need for their children to attend school
regularly and punctually;
• encourage good habits in attendance from the first day at school;
• ensure that parents/carers and staff are fully aware of the need to keep accurate
records of attendance and the necessary procedures;
• minimise the number of absences and late arrivals.

3.
3.1

KEY PRINCIPLES
St Mary’s Catholic Primary School follows the West Sussex guidance which sets out
the following principles.
• All registered pupils should attend school regularly and punctually.
• All children, irrespective of individual circumstances, should have an equal
opportunity to attend school regularly.
• The school and the Local Authority, together with appropriate external agencies,
will work together with the parents/carers for the best interests of pupils.
• The school’s expectations of regular attendance will be made clear from the
outset.
• Where necessary, intervention and enforcement measures will be taken, especially
with regard to unauthorised absences and lateness.
It is vital that parents/carers and the school work together.

3.1

Extended Absence due to Illness
If a child has had extended absence due to illness, St Mary’s C P School will work with
the child, parent/carer and any involved agencies to instigate a re-integration
programme for that child and, where appropriate, will ensure that work is available at
home.
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4.
4.1

PROCEDURES FOR RECORDING AND MONITORING ATTENDANCE
Recording Attendance
The Class Teacher will take the register, recording who is present and absent from
school, at 8:50 a.m. and will send the register to the general office. To ensure that
lateness is recorded, the school gate will be closed at 8:50 a.m. and children will then
need to enter the school through the front entrance.
If a child is late their name will be recorded in a ‘late book’ together with the time of
their arrival and, where obtainable, the reason for lateness.
The register will also be taken after the lunch break.
It is important that all children are accounted for, particularly with regard to fire
regulations.

4.2

Monitoring Attendance
The Office Manager will monitor the attendance of children at least half-termly. Any
children identified as a cause for concern will be highlighted. Parents will be
contacted to inform them of the school’s concerns and offered support to resolve any
problems that may be impeding a child from attending. The pupil’s attendance will be
monitored and if there appears to be no improvement the parent/carer of the pupil
will be invited to a meeting with the child’s class teacher or a member of the Inclusion
Team to discuss and hopefully resolve any issues preventing the child from attending.
If the parent/carer does not attend the meeting or, after this meeting, the child’s
attendance does not improve, a formal referral to the Attendance Support Worker
will be made.
The Senior Leadership Team and Attendance Support Worker will review the
monitoring procedure at least termly.

5

REQUESTS FOR LEAVE OF ABSENCE
Parents do not have the right to remove a child for a holiday during term time.
Amendments to ‘Pupil Regulations 2006’ have removed any reference to family holiday
and extended leave as well as the statutory threshold of ten school days.
Headteachers may not grant any leave of absence during term-time unless there are
exceptional circumstances.
The Headteacher will review all requests for Leave of Absence from Learning and will
only authorise those for which they are satisfied that the circumstances warrant the
granting of leave.
If a parent/carer chooses to take their child out of school for a holiday or other
unauthorised absence, a Fixed Penalty Notice of £120 per parent per child may
be incurred, to be paid within 28 days of receipt of the notice being issued.
This amount is reduced by 50% (to £60) if paid within 21 days. The Notice will
be sent directly by West Sussex County Council.

6
6.1

LATENESS
Lateness is discouraged and persistent lateness is unacceptable. If a child arrives
late and misses registration they must be signed in at the school office. The school
day starts at 8:50 a.m. and the register closes at 9:20 a.m. Arrival between 8:50 a.m.
and 9:20 a.m. will be recorded as “L” – Late before Register Closes. Arrival after 9:20
a.m. will be recorded as “U” – Late after Registers Close.
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6.2

Where lateness is identified as a cause for concern a letter will be sent to the
parent/carer advising of the school’s concerns and offering support in addressing any
issues causing lateness. The pupil’s punctuality will be monitored and if there appears
to be no improvement the parent/carer will be invited to a meeting with the Class
Teacher or a member of the Inclusion Team. If the parent/carer does not attend the
meeting or, after this meeting, the child’s punctuality does not improve, a formal
referral to the Attendance Support Worker will be made.

7.
7.1

PARENTS/CARERS’ RESPONSIBILITY
Parents/carers have a legal duty to ensure that children of compulsory school age
attend on a regular and full-time basis and to ensure their child is punctual. It is
recognised that lateness at a Primary School level is the fault of the parent and not
the child. Parents are responsible for ensuring that their child attends and stays in
school unless alternative arrangements for their education are made.

7.2

Parents are responsible for notifying the school of external appointments and, where
possible, will make appointments out of school hours. Copies of Hospital/Doctor/
Dentist appointments will be taken by the school office staff.

7.3

Parents are responsible for informing the school of any absence. This must be on the
first day of absence. They can telephone the school and speak to a member of staff
or leave a message on the school’s answering service. They should state the nature of
the illness and when the child is expected to return to school. If a child is absent and
the school has not received any notification of the absence then the school’s
attendance administrator will contact the parent/carer. Parents need to keep us
informed of continued absence.

7.4

Parents can be prosecuted under the Education Act 1996 for failing to ensure their
child’s attendance at school with the following exceptions:
• The pupil was absent with permission from school;
• Failure of school transport;
• The pupil was ill or prevented from attending by an unavoidable cause;
• The absence occurred on a day exclusively set aside for religious observance by
the religious group to which the family belongs and a completed request for
absence was received in advance by the school.

7.5

At St Mary’s Catholic Primary School we will support and work with parents/carers
who may have a problem with getting their child into school and on time.
It is essential that parents/carers discuss any concerns or issue with either the Class
Teacher or a member of the Inclusion Team so that appropriate support or help can be
offered.

8.
8.1

ATTENDANCE AND THE LAW
The law states that parents are responsible for ensuring their children’s regular and
punctual attendance at school. If students fail to attend regularly the Local
Authority (LA) may take legal action against them. Parents can be the subject of legal
proceedings in the Magistrates Court. Each parent could be fined up to £2,500
and/or three months imprisonment for each child who fails to attend regularly.
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8.2

Fixed Penalty Notices: A Fixed Penalty Notice (FPN) is a fine given for unauthorised
absence from school, rather than the matter being brought before the courts. It is
issued per parent, per child. FPNs are used when a pupil has a minimum of 10 school
sessions recorded as unauthorised in a 10-school week period. A school day is two
sessions – AM and PM. Late arrival after 9:20 a.m. is recorded as an unauthorised
absence. A holiday in term time is an unauthorised absence (see Paragraph 5 above).

Policy ratified by the Governing Body:
Signed:
Chair of Governors
Date:

28th April 2016
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APPENDIX A – Fixed Penalty Notice Leaflet
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APPENDIX B
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APPENDIX C

APPENDIX D

Examples of Letters to be Used

Dear
Name of Child:
Date of Birth:
School Attendance: Education Act 1996 / Children Act 1989
An attendance review has highlighted all students whose attendance is below 90% this
academic year.
‘s attendance falls into this category and I enclose a registration certificate for
your information.
The link between regular school attendance and academic achievement is significant and so
it is vital that from January 2016
misses no further time unless absolutely
necessary through genuine illness.
We look forward to a much improved attendance rate this term. If you need any support
in this matter or would like to discuss it further please contact
.
Thank you for your support.

Yours sincerely

Anita K Shelton (Mrs)
Office Manager

Enc.
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Dear
Name of Child:
Date of Birth:
School Attendance: Education Act 1996 / Children Act 1989
An attendance review has highlighted all students who have been late to school on seven or
more occasions during the Autumn term.
‘s attendance falls into this category and I enclose a registration certificate for
your information.
When children arrive late it may seriously disrupt not only their continuity of learning but
also that of others. Ensuring your child is in school and ready to learn from the outset is
really important. Not only does it mean they are forming positive habits but it will also
help their progress and attainment.
We look forward to much improved punctuality. If you need any support in this matter or
would like to discuss it further please contact
.
Thank you for your support.
Yours sincerely

Anita K Shelton (Mrs)
Office Manager

Enc.
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