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St Mary’s Catholic Primary School
Rooted in Love • Faith in Action • Learning to Thrive


Mission Statement
At St Mary’s, we are a small school rooted in love, where every child is known, valued and cherished.
We create a safe and nurturing environment where every child feels listened to, respected and able to thrive.
Through high-quality teaching and meaningful learning experiences, we inspire a love of learning that stays with our pupils for life. We support each child to grow in confidence, develop resilience and achieve their full potential.
Guided by our Catholic faith and the example of Mary, we put our faith into action through kindness, service and compassion. We recognise that every child is made in the image of God, and we nurture their unique gifts, helping them to find their voice and make a positive difference in the world.

1. Introduction
At St Mary’s Catholic Primary School, we believe that regular attendance and punctuality are essential for children to feel happy, successful, connected and able to thrive.
We know that children learn best when they attend school consistently, feel part of the school community and experience strong relationships with adults and peers.
Attendance is everyone’s responsibility, and we work in partnership with families to ensure all children feel safe, supported and ready to learn.
We understand that from time to time absence due to illness or unavoidable circumstances cannot be avoided. Our aim is always to work supportively and proactively with families to remove barriers to attendance wherever possible.
This policy should be read alongside:
· Relationships and Behaviour Policy 
· Safeguarding and Child Protection Policy 
· SEND Policy 
· Supporting Pupils with Medical Needs Policy 
· Online Safety Policy 


2. Why Attendance Matters
Good attendance supports children to:
· feel secure and settled 
· build friendships and positive relationships 
· develop confidence and resilience 
· access the full curriculum 
· make strong academic progress 
· maintain emotional wellbeing 
· develop positive habits for life 
Research consistently shows that children who attend school regularly achieve better outcomes socially, emotionally and academically.
Missing school can:
· create gaps in learning 
· affect friendships and belonging 
· increase anxiety about returning 
· impact confidence and wellbeing 
Missing one week of school means approximately 25 hours of learning are lost. 
At St Mary’s, we want every child to feel:
· welcomed 
· safe 
· valued 
· connected 
· successful 

3. Promoting Positive Attendance
We promote attendance through:
· strong relationships with families 
· creating a welcoming and nurturing environment 
· emotionally available adults 
· positive recognition and encouragement 
· clear routines and expectations 
· support for children experiencing anxiety or SEMH difficulties 
· effective communication between home and school 
· early support and intervention 
We recognise that attendance difficulties are sometimes linked to:
· anxiety 
· emotional wellbeing 
· SEND needs 
· family circumstances 
· friendship difficulties 
· unmet needs 
Where concerns arise, we aim to work with families supportively and without judgement.

4. Expectations for Parents and Carers
Parents and carers have a legal responsibility to ensure their child attends school regularly and punctually.
Parents and carers are expected to:
· ensure children arrive at school on time every day 
· contact school each day of absence 
· provide a clear reason for absence 
· work in partnership with school to improve attendance where concerns arise 
· avoid taking holidays during term time 
· request leave of absence in advance using the school form 
If your child is absent, parents/carers must:
· telephone school on every day of absence 
· leave a message clearly stating: 
· child’s name 
· class 
· reason for absence 
· expected return date where possible 
If school does not receive a reason for absence:
· parents will be contacted 
· emergency contacts may be contacted 
· a home visit may be carried out where appropriate as part of our safeguarding procedures 

5. Illness and Medical Absence
We understand that children will sometimes be too unwell to attend school.
Children should remain at home if they:
· have a high temperature 
· are vomiting 
· have diarrhoea 
· are infectious or seriously unwell 
Children who have experienced vomiting or diarrhoea must remain away from school for 48 hours after the last episode before returning to school.
Medical appointments should be arranged outside school hours wherever possible.
Where absence due to illness becomes frequent or prolonged, school may:
· discuss support with families 
· request medical evidence where appropriate 
· work with outside agencies to support attendance 
We will always approach these conversations supportively and sensitively.




6. Punctuality
Good punctuality is an important part of positive attendance.
Being late can:
· cause anxiety for children 
· disrupt learning 
· affect confidence and routines 
· result in lost learning time 
School starts at 8:55am and children should arrive ready to begin learning promptly.
Registers close at the statutory time set by school.
Arriving after registers close may result in an unauthorised absence mark.
Where punctuality becomes a concern, school will work with families supportively to improve this.
Support may include:
· meetings with school staff 
· breakfast club provision 
· pastoral support 
· attendance support plans 

7. Authorised and Unauthorised Absence
Every absence must be classified as either authorised or unauthorised.
Authorised Absence
Absence may be authorised for:
· genuine illness 
· unavoidable medical appointments 
· exceptional circumstances agreed by the Headteacher 
· religious observance 
· other unavoidable circumstances 

Unauthorised Absence
Absence may be unauthorised where:
· no reason is provided 
· the reason is not accepted by school 
· leave is taken without permission 
· holidays are taken during term time without authorisation 
· children arrive after registers close 
· absences are avoidable 
Examples of unauthorised absence include:
· shopping trips 
· birthdays 
· staying at home unnecessarily 
· looking after siblings 
· extended weekends or holidays 
· leave exceeding the agreed period 
The decision to authorise absence rests with the Headteacher.

8. Leave of Absence During Term Time
There is no automatic entitlement to leave during term time.
Parents must complete a Leave of Absence Request Form available from the school office before any planned absence.
Leave will only be authorised in exceptional circumstances.
In considering requests, school will consider:
· the child’s attendance history 
· the impact on learning 
· the timing of the absence 
· the reason for the request 
· previous leave requests 
Unauthorised leave during term time may result in a penalty notice or legal action in line with Lancashire County Council guidance. 
From August 2024, penalty notices may be issued where there are 10 sessions (5 school days) of unauthorised absence within a rolling 10-school-week period. 
Parents should be aware:
· fines may apply for unauthorised absence 
· repeated unauthorised absence may lead to prosecution 
· excessive leave may result in further legal intervention 

9. Attendance Monitoring and Support
School monitors attendance carefully and communicates concerns with families early.
Parents will receive attendance information at least three times each year and more frequently where attendance becomes a concern.
Where attendance falls below national expectations or patterns of concern emerge, school may:
· contact parents 
· arrange attendance meetings 
· create attendance support plans 
· offer pastoral support 
· involve outside agencies where appropriate 
At St Mary’s, we believe support should come first.
Support may include:
· breakfast club provision 
· pastoral support 
· nurture and emotional wellbeing support 
· referrals to the Primary Mental Health Worker 
· SEMH support 
· SEND support 
· Early Help referrals 
· attendance support meetings 
· family support services 
Our aim is always to work alongside families to help children attend successfully and feel safe in school.

10. Persistent Absence
A child is considered persistently absent if attendance falls below 90%.
Persistent absence can significantly affect:
· learning 
· wellbeing 
· friendships 
· emotional health 
· future outcomes 
Where attendance becomes persistently low, school will:
· work closely with parents 
· identify barriers 
· provide support and intervention 
· monitor attendance carefully 
· involve external agencies where appropriate 

11. Safeguarding and Attendance
Attendance is a safeguarding priority.
Unexplained absence may indicate:
· safeguarding concerns 
· emotional wellbeing difficulties 
· unmet needs 
· family difficulties 
Where school cannot establish the whereabouts or safety of a child:
· safeguarding procedures will be followed 
· home visits may take place 
· external agencies may be informed where necessary 
Children missing education procedures will be followed where appropriate.

12. Roles and Responsibilities
Parents and Carers
Parents/carers are responsible for:
· ensuring regular attendance 
· contacting school regarding absence 
· working with school supportively 
· avoiding unnecessary absence 
Pupils
Pupils are encouraged to:
· attend regularly and punctually 
· speak to trusted adults if worried 
· engage positively with support offered 
School Staff
Staff are responsible for:
· creating a welcoming environment 
· monitoring attendance 
· following up concerns promptly 
· supporting children and families 
· promoting positive attendance 
Headteacher
The Headteacher will:
· monitor attendance across school 
· authorise leave requests 
· work with families and external agencies 
· ensure legal duties are met 
Governors
Governors will:
· monitor attendance data 
· review attendance procedures 
· support school improvement priorities 

13. Monitoring and Review
Attendance data is monitored regularly by school leaders and governors.
The school reviews:
· attendance rates 
· persistent absence 
· punctuality 
· attendance patterns 
· vulnerable groups 
This policy will be reviewed annually.

Linked Guidance
This policy is informed by:
· Working Together to Improve School Attendance (DfE) 
· Lancashire County Council Attendance Guidance 
· Education Act 1996 
· Keeping Children Safe in Education 
· Lancashire Penalty Notice Guidance 

Approved by: _______________________
Date: _____________________________
Review Date: _______________________
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