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1. Introduction and Aims  
We are a successful school and your child plays their part in making it so. We aim for an 
environment that enables and encourages all members of the community to reach out to 
‘become the best they can be’.  

For our children to gain the greatest benefit from their education* it is vital they attend 
regularly and be on time, every day the school is open, unless the reason for the absence 
is unavoidable. Ensuring your child’s regular attendance at school is your legal 
responsibility and permitting absence from school without a good reason creates an 
offence in law and may result in prosecution.  

We have a legal duty to publish our absence figures and our attendance policy to parents 
and to promote attendance. School attendance data must be available to the Local 
Authority & the Department for Education.  

Some pupils find it harder than others to attend school and therefore at all stages of 
improving attendance, St Blaise will work with parents to remove any barriers to 
attendance by building strong and trusting relationships and working together to put the 
right support in place. 

We recognise that children missing education can act as a vital warning sign to a range of 
safeguarding issues. 
 
This policy sets out how together we will achieve this aim:  helping to create a pattern of 
regular attendance is everybody’s responsibility - parents, carers, pupils and all members 
of school staff. 
The policy should be applied fairly and consistently but in doing so St Blaise will always 
consider the individual needs of pupils and their families who have specific barriers to 
attendance. In development and implementation of this policy, we will consider their 
obligations under the Equality Act 2010 and the UN Convention on the Rights of the Child. 
 
* By education we include attainment and wellbeing, which impacts on children’s wider 
life chances. 

 

2. Why regular attendance is so important: 

Any absence affects the pattern of a child’s schooling and regular absence has been 
proven to seriously affect their learning.  
 
Additionally, any pupil’s absence or lateness disrupts teaching routines, so may also 
affect the learning of others in the same class. 
>>> the bit about 1 day off a week etc?? 
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EXPECT 

Aspire to high standards of attendance from all pupils and parents and build a culture where 
all can, and want to, be in school and ready to learn by prioritising attendance improvement 

across the school. 

MONITOR 

Rigorously use attendance data to identify patterns of poor attendance (at individual and 
cohort level) as soon as possible so all parties can work together to resolve them before they 

become entrenched. 
. 

 

LISTEN AND UNDERSTAND 

When a pattern is spotted, discuss with pupils and parents to listen to understand barriers to 

attendance and agree how all partners can work together to resolve them. 

 

FACILITATE SUPPORT 

Remove barriers in school and help pupils and parents to access the support they need to 

overcome the barriers outside of school. This might include an early help or whole family plan 

where absence is a symptom of wider issues. 

 

FORMALISE SUPPORT 

Where absence persists and voluntary support is not working or not being engaged with, 

partners should work together to explain the consequences clearly and ensure support is 

also in place to enable families to respond. Depending on the circumstances this may include 

formalising support through a parenting contract or education supervision order. 

 

3. Working together to improve attendance and punctuality                    
- all partners should work together to:  is this useful???? 

 

 
 

 

 

 

 
 

ENFORCE 

Where all other avenues have been exhausted and support is not working or not being 
engaged with, enforce attendance through statutory intervention or prosecution to protect the 

pupil’s right to an education. 
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4. To help us all to focus on improving attendance and 
punctuality St Blaise will: 
 
4.1 First and foremost build strong relationships with families, listen to and understand 

barriers to attendance and work with families to remove them  
4.2 Contact families to discuss any potential issues before they become a problem 
4.3 Designate a home-school link staff member, part of whose role will be to help and 

support families 
4.4 Give a high profile to good attendance with consistent messages and information  
4.5 Celebrate and reward good attendance and punctuality by displaying class and school 

achievements (used sensitively and without discrimination )  
4.6 Work effectively with local partners to help remove the barriers to attendance that 

go beyond the school gates, including building strong links with local statutory 
services (including social care, health and police) and the voluntary and community 
sector. 

 

5. The role of the Governing Board – governors will: 
 
5.1 Take an active role in attendance improvement by working together with lead staff to 

prioritise attendance and set a whole school culture  
5.2 Ensure school leaders fulfil expectations and statutory duties  
5.3 Ensure school staff receive training on attendance 
5.4 Regularly review attendance data and help school leaders focus support on the pupils 

who need it  
5.5 Have the opportunity to discuss and raise questions at the monthly full governing 

board meetings  
5.6 Ensure attendance is recorded accurately (registers) and share the required 

information with DfE and local authorities. 
The Lead and Deputy Lead Governors for Inclusion will monitor work in this area. 

 

6. As parents you can support your child 
Firstly: 

● ensuring your child attends every day the school is open  
● notifying the school as soon as possible when your child has to be unexpectedly absent 

(e.g. sickness).  
● only requesting leave of absence in exceptional circumstances and do so in advance 
● booking  any medical appointments around the school day where possible 

then by: 
● retaining open & honest communication with school 
● being positive about school (even if your own experience was less than positive) 
● discussing any learning or friendship concerns and reporting to school   
● getting to know your child’s friends –eg encourage your child to invite friends 

home for play dates. 
and by: 

● helping with homework so your child is ready for the next day 
● having uniform ready, lunch box /dinner decision made the night before  
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● ensuring regular and early bed times 
● providing a healthy breakfast 
● setting off for school in good time 

 
Whilst any child may be off school because they are ill, sometimes they can be reluctant 
to attend school. If your child is reluctant to attend, never cover up their absence or give 
in to pressure to excuse them from attending. This gives the impression that attendance 
does not matter and will usually make things worse.  

Please come and chat to us - we will always listen to your concerns: speak to your child’s 
class teacher, or our home-school link staff member (Lisa Howard) or Ruth Leach 
(headteacher). 

7. Lateness 

Poor punctuality is not acceptable. If your child misses the start of the day, they can miss 
work and time with their class teacher getting vital information and news for the day. 
Late arriving pupils also disrupt lessons; it can be embarrassing for the child and can also 
encourage absence. 

 The school opens at 8.35 a.m. and the day starts at 8.45 a.m. We expect your 
child to be in class and settled by this time. 

 Registers are marked by 9 a.m. and your child will receive a late mark if they are 
not in by this time. 

 At 9.30 a.m. the registers are closed.  In accordance with the Regulations, if your 
child arrives after that time, they will receive a mark that shows them to be on 
site, but this will not count as a present mark and it will mean they have an 
unauthorised absence.  

Please approach us at any time if you are having problems getting your child to school on 
time. When we notice a problem, in the first instance Lisa will contact you to see if she 
can help. If your child has a persistent late record you will be asked to meet with the 
Head to resolve the problem.  

8. Understanding authorised and unauthorised absence: 
 
Every half-day absence from school has to be classified by the school (not by the 
parents), as either AUTHORISED or UNAUTHORISED. This is why information about the 
cause of any absence is always required, preferably in writing.  
 
Authorised absences are mornings or afternoons away from school for a good reason like 
illness, medical/dental appointments that unavoidably fall in school time, emergencies or 
other unavoidable cause. If this occurs, school will require evidence of the appointment 
to be able to authorise the absence.  
 
Unauthorised absences are those which the school does not consider reasonable and for 
which no “leave" has been given. This type of absence can lead to the Local Authority 
(County Attendance Team) using sanctions and/or legal proceedings.  
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Unauthorised absences include:  
● parents/carers keeping children off school unnecessarily e.g. shopping, looking 

after other children, birthdays 
● unnecessary/excessive time off for illness, which has not been explained or 

evidenced  
● any absences not properly explained  
● day trips and holidays in term time that have not been agreed 
● children who arrive at school too late to get a mark (see section 7 Lateness) 

 
Exceptional Leave  
Only exceptional circumstances warrant a leave of absence. Schools are asked to consider 
each application individually taking into account the specific facts and circumstances and 
relevant background context behind the request. 

 
If a leave of absence is granted, it is for the headteacher to determine the length of the 
time the pupil can be away from school. As head teachers should only grant leaves of 
absence in exceptional circumstances it is unlikely a leave of absence will be granted for the 
purposes of a family holiday. 
 
Taking holidays in term time will affect your child’s schooling as much as any other absence 
and we expect parents to help us by not taking children away in school time. Please note: 
there is no automatic entitlement in law to time off in school time to go on holiday.  

Research shows a direct link between a pupil’s attendance and attainment- 

 Early poor attendance habits follow through into secondary school, further 
education and employment. 

 Graduates earn, on average, double that of young people that leave school with no 
qualifications. 

The headteacher will meet personally with every family applying for Exceptional Leave to 
stress the importance of good school attendance habits and links between attendance & 
attainment. 
All schools in Oxfordshire are encouraged to adopt a policy of not authorising Exceptional 
Leave Given this statement …..  do we want/need the following info ????? 

 Exceptional Leave is most unlikely to be authorised in Years 2 and 6 

 Exceptional Leave is most unlikely to be authorised when a pupil’s attendance is 
less than 95%. 

 Exceptional Leave should always be refused when school is aware of any truancy. 

 Exceptional Leave should always be refused when requests are regular (annual) or 
when patterns become identifiable. 

 Reasons for Exceptional Leave should be logged on the pupil’s record and shared 
as part of the transfer/transition process.   

9. Persistent Absenteeism (PA) 
 

A pupil becomes a ‘persistent absentee’ when they miss 10% or more schooling across 
the school year for any reason. Absence at this level is doing considerable damage to any 
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child’s educational prospects and we need parents’ fullest support and co-operation to 
tackle this. 

We monitor all absence thoroughly and initiate conversations with parents at the earliest 
opportunity.  Any pupil that is seen to have reached the PA threshold or is at risk of moving 
towards that threshold is given priority and you will be informed of this immediately. 

PA pupils and their parents are subject to an Action Plan and the plan may include: 
allocation of additional support, use of circle time, individual incentive programmes and 
participation in group activities around raising attendance. All PA cases are also 
automatically made known to the County Attendance team.  If your child becomes a PA 
pupil, we will seek your consent to complete an Early Help Assessment with you and 
consider convening a Team Around the Family. 

 
10. Absence procedures 

If your child is absent, you must: 

● Contact us as soon as possible on the first day of absence; the school 
answerphone is set up to receive your message. 

● Send a note in on the first day they return with an explanation of the absence. 
You must do this even if you have already telephoned us. 

● Or, you can call into school and report to reception, who will arrange for a 
member of staff to speak with you. 
 

If your child is absent, we will: 

● Telephone or text you on the first day of absence if we have not heard from you. 
This is to ensure your child is safe should they usually walk to school on their own. 

● Invite you in to discuss the situation with the Headteacher if absences persist. 
● Refer the matter to the County Attendance Team if attendance moves below 

90%.  ?? Check this figure?? 
 
Telephone numbers 
There are times when we need to contact parents about lots of things, including absence, 
so we need to have all your current contact numbers at all times. So, help us to help you 
and your child by making sure we always have an up-to-date number. There will be 
regular checks on telephone numbers throughout the year. 

 

11. The County Attendance Team: 

Parents are expected to contact school at an early stage and to work with the staff in 
resolving any problems together. This is nearly always successful.  

If difficulties cannot be sorted out in this way, in the best interests of the child, the school 
may refer the problem to the County Attendance Team at the Local Authority.  
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All this needs to be checked – there is nothing here specifically about holidays 

If problems persist, at the school’s request, the County Attendance Team may issue a 
Penalty Notice per parent/carer, per child (currently £60 rising to £120 if unpaid after 21 
days. If unpaid after 28 days a summons to Court will be issued for each unpaid Penalty 
Notice for prosecutions in the Magistrates Court. This can result in a criminal record and 
a fine of up £2,500, a Community Order, Parenting Order or ultimately a custodial 
sentence.  The legislation is the Education Act 1996 sec. 444(1) and 444(1A). 

 “If any child of compulsory school age who is a registered pupil at a school fails to attend 
regularly at the school, his/her parent is guilty of an offence.’’ 

Alternatively, parents or children may wish to contact the County Attendance Team 
themselves to ask for help or information. They are independent of the school and will 
give impartial advice. Their telephone number is 01865 323513 
attendance@oxfordshire.gov.uk 

12. Summary  

All school staff are committed to working with parents and pupils to ensure as high a 
level of attendance as possible.  

As a school we have targets to improve attendance and your child has an important part 
to play in meeting these targets. Targets for the school and for classes are displayed in 
the school; please take a look. We also publish this information on the school’s website  

The minimum level of attendance for our school is 96.5% attendance and we will keep 
you updated regularly about progress to this level and how your child’s attendance 
compares. Our target is to achieve better than this however because we know that good 
attendance is the key to successful schooling and we believe our pupils can be amongst 
the best in Oxfordshire. 

Through the school year we monitor absences and punctuality to show us where 
improvements need to be made. Information on any projects or initiatives will be shared 
in our newsletter and we ask for parents’ full support. 

The people responsible for attendance matters at St Blaise are: 

Katy McManus – Office administrator 
Lisa Howard – Home-school link staff member 
Ruth Leach – Headteacher                                                                                               
Fiona Morgan – Lead Governor for Inclusion 

Please also see ‘The Parents’ Essential Guide to Attendance and Punctuality’ 

mailto:attendance@oxfordshire.gov.uk

