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St Bernadette Catholic Primary School  

 

 

Attendance Policy 

Version 1.4 

Based on Model Policy:  

DfE guidance,  August 2022 

Working together to improve school attendance May 2022 

Model policy on attendance, November 2022 

Name/Title of responsible 
committee/individual: 

Headteacher 

Date issued: October 2023 

Review frequency: Annual 

Target audience: Staff, parents and governors 

 

Our Mission Statement, “learning to grow in knowledge, faith and love through friendship 
with Jesus and Mary“, underpins all that we do at St Bernadette Catholic Primary School. 

The Governing Body shall conduct the School with a view to promoting high standards of educational 
achievement.  

St Bernadette Catholic Primary School is committed to eliminating discrimination, advancing equality of 
opportunity and fostering good relations between different groups.  These factors were considered in the 
formation and review of this policy and will be adhered to in its implementation and application across the 
whole school community. 

The School will promote the Gospel values together with the values of democracy, the rule of law, individual 
liberty and mutual respect and tolerance of those with different faiths and beliefs.  Staff and governors will 
actively challenge pupils, colleagues or parents expressing opinions contrary to fundamental British Values, 
including ‘extremist’ views. 

 

Version Date Notes 

V1.0 November 2017  

V1.1 October 2019  

V1.2 October 2021  

V1.3 October 2022  

V1.4 October 2023  
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Purpose 

Promoting regular school attendance to ensure every pupil has access to full-time education to which 
they are entitled is a key component in the Government’s strategy to raise educational standards.  
The DfE view is that unnecessary absence from school is unacceptable and must be prevented and 
tackled by schools.   

The law requires that children of compulsory school age1 receive a suitable full-time education.  
Parents of children registered at this school have a legal duty to make sure that their child is punctual 
and attends regularly.  

 

Policy 

The quality of teaching and learning delivered at St Bernadette Catholic Primary School does not 
benefit pupils if they are not present.  In order that pupils can take full advantage of the education we 
provide, the school will work with parents to ensure that all pupils attend school regularly and on time, 
and will take appropriate action to deal with any problems which may affect full attendance.  

The school believes that helping to promote a pattern of regular attendance is everybody’s 
responsibility: parents, pupils and all members of school staff. 

 

Registers 

Registers are taken at the beginning of each morning and afternoon session using the national set of 
symbols as advised by the Department for Education (Appendix 1).  The registers will record whether 
each pupil is present; attending an approved educational activity; absent; or unable to attend due to 
exceptional circumstances.  For absences of children of compulsory school age, the register will also 
indicate whether the absence has been authorised by the school. 

The morning register opens at 8.45am and closes at 9.30am.   

The afternoon register opens at 1.15pm and closes at 1.20pm. 

Pupils arriving late but whilst the register is still open will be marked as ‘late’ but statistically counted 
as present for that session. (Code L).  Pupils arriving after the register has closed and without a 
satisfactory explanation for the lateness are marked as ‘unauthorised absent’ for that session 

(Code U).  

When a pupil arrives late having missed registration, his/her presence on site should be noted in a 
book in the school office for purposes of emergency evacuation, etc. 

 

 

 

 

 

 

 

 

 

                                                 
1
 Compulsory school age is defined as beginning from age five when a child should attend school from the start of the 

term commencing on or after his fifth birthday. 
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Absence from school 

When the reason for a pupil’s absence cannot be established at the beginning of a session, the 
absence will be recorded as unauthorised and any subsequent correction to the register made as 
soon as practicable after the reason for the absence has been established.  

Where children are absent from school, the school will follow up to:  

● ascertain the reason;  

● ensure the proper safeguarding action is taken; and 

● identify whether the absence is approved or not (see Appendix 2). 

It is for the school – not the parent – to determine whether or not an absence is approved and it should 
be noted that the Headteacher does not have authority to grant any leave of absence during term 
time unless there are exceptional circumstances.  It follows that the taking of family holidays during 
term time is strongly discouraged and the Headteacher’s discretion to authorise such absences will 
not be exercised in the case of holidays, unless there are genuine exceptional circumstances.  If in 
exceptional circumstances leave is granted, the Headteacher will stipulate the number of school days 
the child can be away from school. 

Re-integration 

If any child is reluctant to attend school he/she and the parents/carers will be supported by the school 
to address the underlying reasons with a view to ensuring a swift return to school. 

Long-term absentees will be supported in their return to school in partnership with parents and the 
appropriate professionals. 

Celebrating excellent attendance 

Excellent attendance will be celebrated  

● by acknowledging at “Roll of Honour” Assembly, on a weekly basis, the classes in KS1 and 
KS2 with the highest percentage attendance  

● through the award of Herts County Council certificates for 100% attendance at the end of the 
school year. 

Addressing poor attendance 

Where there are concerns about a pupil’s punctuality or attendance, the school will first contact the 
parents/carers to discuss the reasons and agree a plan for improvement.  

Attendance Improvement Officer 

If poor attendance persists, this will be reported to the Attendance Improvement Officer (AIO).  A pupil 
will be identified as a persistent absentee if overall absence equates to 10% of more of possible 
sessions, whether the absences are authorised or not2. 

The school will notify the AIO of any pupils of compulsory school age who fail to attend school 
regularly, have irregular attendance, or have ten or more consecutive school days’ absence without 
the school’s permission.   

Power to prosecute  

It should be noted that, as part of promoting good attendance and punctuality, Hertfordshire Council 
will use its legal powers to enforce school attendance where this becomes problematic, including 
powers to prosecute parents who fail to comply with a school attendance order (Section 443 of the 

                                                 
2
 If a pupil’s absence has been authorised by the school, the LA cannot cite that absence as evidence of non attendance 

under Section 444 of the Education Act 1996 
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Education Act 1996) or failure to ensure their child’s regular attendance at school (Section 444 of the 
Education Act 1996). The use of legal action is outlined in Appendix 3. 

 

Penalty notices 

As an alternative to prosecution and to enable parents to discharge potential liability for conviction for 
that offence by paying a penalty, the Headteacher may request the issue a penalty notice.  A penalty 
notice is a suitable intervention in circumstances of parentally condoned truancy, where the parent is 
judged capable of securing their child’s regular attendance but is not willing to take responsibility for 
doing so. For example, it could be used where a parent has failed to engage in any supportive 
measures.  The notice must be issued in accordance with the local authority’s Code of Conduct3. 

Removal from Roll 

There are strict grounds as to when pupils may be removed from the admissions register4. When the 
school has decided to delete a pupil’s name from the admission roll the Local Authority must be 
notified as soon as the ground for removal is met and no later than the time at which the pupil’s name 
is removed from the register. 

Requests for Family Holidays During Term time 

Amendments to the 2006 Pupil Registration (England) Regulations which come into effect on 1st 
September 2013 remove all references to family holidays and extended leave for holidays in term 
time. The amendments make clear that headteachers may not grant any leave of absence during 
term time unless there are exceptional circumstances. It is for the Headteacher to determine what 
constitutes exceptional circumstances and for them to determine the number of school days a child 
can be away from school if the leave is granted. 

 

At the request from Headteachers the local authority has provided a standard letter to be handed to 
parents and carers to support the governing body and Headteachers in communicating their decision 
making regarding individual requests for leave of absence for holidays in term time (Appendix 5)  

 

Responsibilities of school, parents and pupils 

School 

School staff will set a good example in matters of attendance and punctuality.  

Schools are responsible for supporting the attendance of their pupils and for dealing with problems 
that may lead to non-attendance.  

Schools should:-  

•  work actively to maximise attendance rates - both in relation to individual pupils and for the 
pupil body as a whole - as one of their key tasks  

•  have clear policies in place to address persistent absence 

•  have clear policies in place to address the attendance of vulnerable groups 

•  support parents in ensuring the regular and punctual attendance of pupils and promptly 
respond to any issue which may lead to non-attendance  

•  be sensitive to the needs of individual parents and this should be reflected in the way in which 
attendance issues are addressed. Schools should recognise that some parents have difficulty 
understanding written communications. They should also recognise the reluctance of some parents 

                                                 
3
 http://www.thegrid.org.uk/info/welfare/attendance.shtml 

4
 Regulation 8 of the Education (Pupil Registration) Regulations 2006 
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to come into school. 

 

 

Parents 

Parents are legally responsible for ensuring their child’s regular and punctual attendance 

Parents will: 

● ensure that their children arrive at school on time, properly dressed and ready to learn;  

● instil in their children an appreciation of the importance of attending school regularly;  

● take an active interest in their children’s school career, praising and encouraging good work 
and behaviour and attending parents’ evenings and other relevant meetings;  

● work in partnership with the school to resolve issues which may lead to non-attendance;  

● ensure that they are aware of St Bernadette School’s attendance procedures and notify the 
school if their children are absent for any reason (see Appendix 4);  

● avoid arranging routine medical/dental appointments during school hours;  

● not book holidays during term time; 

● only request leave of absence for their child in exceptional circumstances, by completing an 
'Application for Leave of Absence' form three weeks in advance - available from school office 
or the school website 

Pupils 

Pupils are expected to be ready to learn and must remember to hand any note giving reasons for 
absence to their class teacher. 

Governing Body  

The governing body will: 

● ensure that school registers are kept. 

● agree the annual attendance target for the school.  The attendance target for 2019/20 is 96% 

 

 

Monitoring and Review 

The Headteacher has overall responsibility for monitoring attendance at the school. 

The marking of class registers must comply with the DfE Advice on School Attendance.  The School 
Office will monitor and advise if incorrect markings are used.   

If there has been any absence for which a written explanation has not been received, the School 
Secretary will send a form to the child’s parents via pupil post.  If no response is received a reminder 
will be sent by email. In some circumstances, the absence of a written explanation may mean the 
absence is recorded as unauthorised.   

Where children are persistently absent or late, the School Office staff will inform the Headteacher.  
On a monthly basis, a report showing children with attendance below 90% in the year to date, and a 
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second report showing children who have been late on two or more occasions in the previous calendar 
month, will be prepared for the Headteacher, who will decide whether or not it is necessary to contact 
parents.  In the case of persistent absence or punctuality issues, the Headteacher may involve the 
Attendance Improvement Officer. 

Absence figures for the year to date, differentiating between authorised and unauthorised absences, 
will be reported to governors in the termly Headteacher’s Report. 

Annual attendance statistics are published on the school’s website.
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Appendix 1 

ATTENDANCE CODES, DESCRIPTIONS AND MEANINGS  
  

CODE DESCRIPTION MEANING 

   

/ Present (AM) Present 

\ Present (PM) Present 

B Present at off site educational activity Approved Education Activity 

C Leave of absence authorised by the school Authorised absence 

D Dual registered at another educational establishment 
Not expected to attend this 
session 

E Excluded (no alternative provision made) Authorised absence 

G 
Holiday (NOT agreed or days in excess of 
agreement) 

Unauthorised absence 

H Holiday authorised by the school Authorised absence 

I Illness (NOT medical or dental etc. appointments) Authorised absence 

J Interview Approved Education Activity 

L Late (before registers closed) Present 

M Medical/Dental appointments Authorised absence 

N No reason yet provided for absence Unauthorised absence 

O Other unauthorised absence  Unauthorised absence 

P Supervised sporting activity Approved Education Activity 

R Day set aside exclusively for religious observance Authorised absence 

S Study leave Authorised absence 

T 
Gypsy, Roma and Traveller absence for occupational 
reasons 

Authorised absence 

U Late and arrived after the registers closed Unauthorised absence 

V Educational visit or trip Approved Education Activity 

W Work experience  Approved Education Activity 

X 
Not required to be in school  
(non-compulsory school age pupils) 

Not counted in possible 
attendances 

Y Unable to attend due to exceptional circumstances 
Not counted in possible 
attendances 

Z Pupil not on admission register 
Not counted in possible 
attendances 

# School closed to all pupils (Planned) 
Not counted in possible 
attendances 
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Appendix 2 - Understanding types of absence: 

Schools must take the attendance register at the start of the first session of each school day and 
once during the second session. On each occasion they must record whether every pupil is:  

● Present;  

● Attending an approved educational activity5;  

● Absent; or,  

● Unable to attend due to exceptional circumstances. 

For absences, the school will apply a code in accordance with the DfE guidelines which will determine 
whether or not the absence is recorded as authorised or unauthorised. 

Authorised absences are mornings or afternoons away from school for a good reason including 
illness, medical/dental appointments which are unavoidable, sporting events, music exams, etc. and 
these are coded accordingly.  

Absence will be authorised if:  

● the pupil is absent with leave6  

● the pupil is ill or prevented from attending by any unavoidable cause.  Note that although the 
school will not routinely demand medical evidence to authorise absence on the grounds of ill 
health, if there are concerns about the legitimacy of an illness, the school may record the 
absence as unauthorised and will advise parents accordingly. 

● the absence occurs on a day exclusively set aside for religious observance by the religious 
body to which the pupil’s parent belongs  

● the school at which the child is a registered pupil is not within walking distance of the child’s 
home; and no suitable arrangements have been made by the LA for any of the following: the 
child’s transport to and from school; boarding accommodation for the child at or near the 
school; enabling the child to become a registered pupil at a school nearer to his/her home  

● the pupil is the child of Traveller parents who are known to be travelling for occupational 
purposes and have agreed this with the school but it is not known whether the pupil is 
attending alternative provision 

● there is a close family bereavement  

● leave of absence has been applied for in advance and has been granted because of 
exceptional circumstances relating to the application. 

● leave of absence should be granted to allow a pupil to take part in a performance within the 
meaning of s37 of the Children and Young Persons Act 1963 (c) for which a child performance 
licence has been issued 

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 using sanctions and/or 
legal proceedings. This includes:- 

● Parents/carers keeping children off school unnecessarily 

                                                 
5 The key features of approved educational activity are that they must be: 

● educational and   

● approved by the school and 

● supervised by the school or someone authorised by the school 

6
 Defined as ‘leave granted by any person authorised to do so by the governing body or proprietor of the school’ 



 

St Bernadette Catholic Primary School 

Attendance October 2023 

 Page 9 of 16   

● Truancy 

● Absences which have never been properly explained 

● Children who arrive at school too late to get a mark 

● Shopping, looking after other children, or birthdays 

● Leave of absence which has not been agreed  
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Appendix 3 - Local Code of Conduct – Penalty Notices for Unauthorised 

Absence (Truancy) 

 

Introduction 

Section 23 of the Anti-Social Behaviour Act 2003 empowers the police, designated Local 

Authority Officers and Headteachers and Deputy and Assistant Headteachers authorised 

by them to issue penalty notices in cases of unauthorised absence (truancy) of pupils of 

statutory school age. The government requires Local Authorities to issue a Code of Conduct to 
which all parties involved must adhere. Penalty notices may be issued only in accordance with the 

terms of the Code of Conduct. 

 

The purpose of the Code of Conduct is to ensure that: 

● the powers are applied consistently and fairly 

● duplicate notices are not issued 

● issuing a notice does not conflict with proceedings proposed or being taken by the 

● Local Authority under section 444 of the Education Act 1996 

● suitable arrangements are in place for the administration of the penalty notice 

scheme. 

 

The Law 

Section 23 of the Anti-Social Behaviour Act 2003 added sections 444A and 444B to 
section 444 of the Education Act 1996. These sections introduced penalty notices as an 
alternative to prosecution and enable parents to discharge potential liability for that 
offence by paying a penalty. The Education (Penalty Notices) (England) Regulations 
2007 set out the framework for the operation of the scheme. 
 
All those defined as a parent under section 576 of the Education Act 1996 are considered 
to be parents for the purpose of these provisions. 
 
As with prosecutions under section 444 of the Education Act 1996 a penalty notice may 
be issued to each parent liable for the offence in respect of each child. 
 
Penalty notices apply to parents of children of compulsory school age who are registered 
pupils at maintained schools, academies, Pupil Referral Units (Education Support 
Centres), City Technology Colleges, Studio Schools, UTCs and any other alternative 
education provision arranged under section 19 of The Education Act 1996. 
Parents cannot be prosecuted for the offence for which the penalty notice was issued 
until after the final deadline for payment has passed and the penalty remains unpaid. 
Parents cannot be convicted of that offence if the penalty is paid in accordance with the 
notice. 
 
The Local Authority will retain any revenue from penalty notices to cover the 
administration of the scheme and any legal actions arising from it. 
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Rationale 
Regular and punctual attendance is a legal requirement for pupils registered at schools, 
academies or other maintained or alternative provision. 
A penalty notice may be a suitable intervention in circumstances of unauthorised 
absence where the school considers a parent is capable of securing their child’s regular 
attendance. It may be particularly effective at an early stage before attendance problems 
become entrenched. 
 
 
Circumstances in which a penalty notice may be issued 

● Penalty notices may only be issued in cases of unauthorised absence 

● The pupil must have at least 15 sessions (half days) unauthorised absence in the 

current and/or previous term 

● The school must have sent a formal warning letter to each parent separately, 

addressed and on school headed paper. This must be sent by first class post. 

● The purpose of the warning letter is to give a parent the opportunity to prevent 

further unauthorised absence, so should be sent as soon as unauthorised 

absence occurs. 

● The formal warning letter must have been sent in the same term that the 

application for Penalty Notice is made. 

● The school/academy/police or Local Authority Attendance Officer considers that 

issuing a penalty notice could avoid further absence 

● Issuing a penalty notice does not conflict with any other legal action being taken 

● Separate notices are issued to each parent in respect of each child. 

● A maximum of two separate penalty notices will be issued to a parent within any 

twelve month period 

● Penalty notices will be issued for pupils of compulsory school age, up to the end of the 

autumn term of year 11 – this is in order to ensure sufficient time to prosecute 

unpaid Notices 

● A penalty notice will not be issued in respect of a pupil who is looked after by the 

Local Authority without the prior agreement of the Attendance Team Manager on 

behalf of the County Lead for Attendance 

● Government guidance is clear that a Penalty Notice should not be issued unless 

the Local Authority is prepared to prosecute if it remains unpaid. The information 

contained in the application will form part of the evidence in any subsequent 

prosecution and therefore must be fully completed. If it is not, the Local Authority 

may decide not to issue the Notice. 

 

Responsibilities of the Local Authority for issuing penalty notices 
Primary responsibility for issuing penalty notices rests with the Local Authority and may 
not be delegated. Schools, academies and the police may issue penalty notices if they 
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wish to do so but any notices issued by them must comply with the Local Authority Code 
of Conduct and a copy of any penalty notice issued must be provided to the Local 
Authority. 
 
 
 
In Hertfordshire all parties agree that the Integrated Service for Learning Attendance 
Teams administer the scheme and issue penalty notices on behalf of police, schools, 
academies and other settings to ensure fairness and consistency and in the event that 
subsequent legal action may need to be taken. 
 
The Local Authority receives applications to issue penalty notices from schools, 
academies and the police. Penalty notices will be issued provided that: 

● the circumstances of the absence meet the requirements of the Code of Conduct 

● the information is provided in the specified manner 

● the request is received not more than 10 school days after the final absence cited 

 
The Local Authority retains revenue from the scheme to cover the costs of issuing and 
enforcing notices and prosecuting recipients who do not pay. 
 
 
Appealing against the issue of penalty notices 
 
There is no statutory right of appeal once a penalty notice has been issued. The Local 
Authority may withdraw a notice if it has been issued incorrectly. If the penalty notice has 
been issued in accordance with Hertfordshire’s Code of Conduct there is no facility to 
overturn the decision to issue the notice. 
 
Effect of issuing penalty notices 
 
If the penalty is not paid in full before the expiry of the period for paying it the Local 
Authority named in the notice shall either institute proceedings against the recipient for 
the offence or shall withdraw the notice. The School/Academy will be required to provide 
a witness statement and must be prepared to attend court if required. 
 
 
Payment of penalty notices 
 
The amount payable is £60 (per parent) if paid within 21 days or £120 (per parent) if paid 
after 21 days but within 28 days of receipt of the notice. 
 
Separate notices are issued to each parent in respect of each child. 
 
Penalty notices are sent by first class post and are deemed to have been received on the 
second day after posting. 
 
Arrangements for payment are detailed on the penalty notice and payment by cheque, 
postal order and by debit/credit card is accepted. 
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Withdrawal of penalty notices 
The Local Authority may withdraw penalty notices in circumstances where it determines 
that the notice: 

● has not been issued in accordance with the Code of Conduct 

● ought not to have been issued 

● ought not to have been issued to the person named as the recipient 

● has not been paid but it is not appropriate to prosecute the recipient for the 

Offence 

 
Prosecution of unpaid penalty notices 
If the notice remains unpaid after the expiry of the payment period and the Local 
Authority has not withdrawn the notice, the Local Authority will prosecute for the offence 
under section 444 of the Education Act 1996. 
 
All decisions to prosecute (or not) rest with the Local Authority 
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Appendix 4 

First Day Contact Guidelines 

For known absences, e.g. for medical appointments, school visits, music exams, etc, the school 
should be notified in writing at least one day in advance.  For other absences, St Bernadette 
Catholic Primary School follows the First Day Contact procedure: 

1 Parents/carers are required to telephone or email the school office before 9am to inform 
the school of the absence and the reason for absence.  An indication should be given of 
the likely duration of the absence. 

2 As soon as the registers are returned to the office, staff check absentees against messages 
received. 

3 For pupils for whom no message has been received, staff will attempt to make contact with 
the parent by telephone at the earliest opportunity. 

4 When contact is made, the parent will be asked for the reason for absence. In the event that 
no proper reason is supplied, the parent will be informed that the absence will not be 
authorised. 

5 Where there is no answer, if possible a message will be left asking the parent to contact the 
school, or contact may be attempted by email. 

6 Reasons for absence are then added to the register. 
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