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AIMS 

 

The school aims to promote good attendance and punctuality by valuing each child and his/her 

family as expressed in our Mission Statement, by providing a secure atmosphere and by offering 

support where needed. 

 

RESPONSIBILITES 

 

Responsibility for attendance and punctuality is shared by parents, children (when they are old 

enough) and school. We follow the guidance set out in the DfE’s ‘Working together to improve 

school attendance’ 2024 document. 

 

PARENTS 

 

Parents are required by law to ensure their children receive full time education. 

 

If a child is absent the parents are required to inform the school of the reason and the school will 

use its criteria to decide whether the absence can be authorised or not. All term time holiday will 

be unauthorised and any absence of 5 school days or more will be referred by the Education 

Welfare Officer to Islington which may result in a fine/fixed penalty notice. 

 

The Office for Standards in Education (OFSTED) considers attendance lower than 90% to be a 

serious concern i.e. missing the equivalent of 1 day in every 10. Islington states that any child 

who attends less than 90% of the school year is classed as a ‘persistent absentee’. 

 

THE SCHOOL 

 

The school encourages high attendance and punctuality by providing each child with an 

appropriate and broad curriculum and by ensuring every aspect of the child's day: playground, 

classroom etc. is well-managed so as to ensure the best possible experience for them. 

 

If the school is concerened about a child’s attendance and/or punctuality, the parents will be 

notified by letter from the Educational Welfare Officer (Martin Fullbrook). If there is no 

improvement, parents will receive a ‘Notice to improve’ which is the start of legal action and court 

action may possibly be taken. 

 

Some of the strategies we use to promote good attendance are: 

• Rewarding individual children with good attendance and punctuality certificates termly 

• A termly party for those with attendance 98% and above and no lates 

• The best attending class each week will be celebrated on the attendance display board.   

• In our weekly celebration assemblies, children who have had 100% attendance for the 

previous week will be entered into a raffle with a chance of winning a £10 voucher. 

• Sharing messages in the school Newsletter 

http://www.stjohnevangelist.co.uk/
http://www.stjohnevangelist.co.uk/
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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• The classes that come first and second place will receive a trophy to keep in their class 

that week  

 

 

ATTENDANCE – ADMINISTRATION 

 

It is a legal requirement for schools to complete attendance registers twice daily.  

 

At St John Evangelist Catholic Primary School, we use an online system called Arbor to record if 

children are present/ absent.  

 

Class registers must be completed twice daily and then saved so that the information is reported 

to the school office.  

 

Information must be complete and any errors must be clarified with Francesca Marinaro 

(administrative officer).  

 

Particular 

 

Class registers must be marked first thing each morning (9 am) and first thing after lunch 

(1:15pm/1:30 pm). The time allocation for this is a total of 8 minutes per day (40 minutes per 

week). 

 

Late-Comers 

 

Children who are late in the morning i.e. those who are not in for registration at 9am, must be 

signed in on the ‘late register’ on entry to the school.   

 

A child who arrives between 9 and 9:30am is late. Where a child arrives after 9:30am, this is 

recorded as an unauthorised absence.  

 

Islington defines persistent lateness as 12 late arrivals over any 6 week period. Persistant 

lateness will be closely monitored by the attendance lead. If persistent lateness continues, 

parents will be contacted by the Educational Welfare Officer or attendance lead to discuss 

support families may need. After this continued lateness could result in a Penalty Notice (a 

monetary fine) issued or a summons to a Magistrate’s Court. 

 

Absence 

 

When children are absent parents must notify the school.  They may do this in the first instance; 

 

a)  By completing a pink absence form at the school office 

b)  By leaving a message on the school answering machine 

c)  By emailing the school office 

 

Parents must still complete a pink absence form stating the reason why the child was absent 

even after they have called and notified the office. 

 

a) A teacher receiving a letter from a parent explaining their child’s absence must initial and 

date the letter and send it to the office.  However if the letter contains urgent information 
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e.g. the child has an infectious disease, is seriously ill, is suffering ill effects from an alleged 

incident in school etc., the letter should be sent to the Headteacher.  

Teachers should tell parents that this information must go to the office and not the class 

teacher.  

 

 If a letter gives notice that a child is to be picked up during the course of the day e.g. to go to 

the dentist, this note should also be brought to the attention of the office staff and the parent 

informed that this information should be shared with the office. 

 

b) If a parent approaches a teacher personally to explain an absence the teacher should note 

their explanation but direct them to go to the office to fill in the pink absence form. 

 

REPORTING 

 

Schools are legally required to report the total percentage absences each year to the 

Governors who in turn must report it to parents via their website.  The local authority requires 

notification at various times throughout the year and will work together with the school to 

support improving attendance. 

 

Parents are notified of their child’s absences at Parent Consultations by the class teacher in 

November and March and in their child’s Annual Written Report. 
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Appendix 1 

 

Absence from School for ‘Exceptional Circumstances’ 
 
The information below is designed to help parents/guardians understand how and when leave of 
absence in exceptional circumstances may be granted.  
 
The decision to authorise an absence is at the Headteacher’s discretion based on their 
assessment of the situation.  
 
What are exceptional circumstances?  
Under the amended legislation, ‘exceptional circumstances’ are one-off events which are 
unavoidable.  
 
Examples of when exceptional circumstances may be authorised include:  

• the death of an immediate family member;  

• attendance at a funeral;  

• a housing crisis which prevents attendance;  

• the day of the wedding of an immediate family member (invitation provided as evidence); 

• participation in a one off sporting event / performing arts event (written evidence from 

event organiser); 

• operation requiring recovery time.  

Whether to authorise will also be determined by current attendance levels.  
 

Term Time Holidays 
Prior to June 2013, the Education (Pupil Registration) (England) Regulations 2006 allowed for 
Headteachers to grant leave of absence for term-time leave or family holiday in 'special 
circumstances' and for extended leave in exceptional circumstances.  
 
The updated legislation considers term times to be for education. Children and families have 175 
days each year to spend time together, including weekends and school/public holidays. Therefore 
all term time holidays will be unauthorised and referred to the Local Authority for a Penalty 
Notice.  
 
If the school is made aware that a child has been on holiday but the parent has not informed the 
school, the school will inform the education welfare officer and parents may still receive a Penalty 
Notice from the Local Authority.  
 
Frequently Asked Questions  
I explained my exceptional circumstances to the school yet I was still issued with a PN fine. Can 
this be reviewed by the Governors or Local Authority?  
No. Only the Headteacher can authorise any absence under exceptional circumstances. The 
Governors or Local Authority cannot override any decisions made by the Headteacher.  
 
My child’s attendance record is generally good, can I still be issued a fine for unauthorised 
holiday?  
Yes.  
 
Which parent receives the fine?  
Both parents who live together and have day-to-day care (and also any absent parent who has 
frequent contact with the child and is named in the child’s school records) may receive a fine for 
each of their children. This will include parents who allow their child to go on holiday with another 
family member or friend of the family. 
 
Who is fined when parents do not live together?  
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The situation can become complicated where parents do not live together and both wish to 
remove their child from school at separate times during the same academic year. Where parents 
are separated, if an absence request is submitted by the parent not involved with the absence, 
then both parents may be fined.  
 
Who is considered to have parental responsibility?  
The definition of a parent is anyone who has parental responsibility for the child and/or any adult 
with day-to day care and responsibility (Section 576 Education Act 1996). This will include step-
parents and cohabiters, partners of older pupils if the partner is over 18 years of age and they are 
living together, other relatives with residency orders.  
 
Could an absence to attend a religious observance or festival be an authorised absence?  
Absence that is due to religious observance for an individual faith must be authorised if the 
religious body in the UK deems the date of religious significance. The day should be marked as 
authorised where there is an element of worship associated with the religious observance that the 
UK body for that religion recognises. The religious observance days are set apart by the religious 
body of the individual religion within each jurisdiction of the UK, not determined by parental 
preference. UK Christian holidays have been set by the state. For other faiths, Headteachers will 
make reference to the appropriate religious body in the UK to support them with making a 
decision.  
 
We want to go on a trip of a lifetime. Could this be an authorised absence?  
No, this would constitute a family holiday. The Headteacher will not authorise term time holidays 
for even one day unless they accept the reason for leave of absence is exceptional.  
 
I have a significant number of relatives abroad and may need to spend an extended period in 
another country. Could this be an authorised absence?  
No, Headteachers are bound by law to discourage families from taking trips during term time, 
whatever the reason given. 

 


