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St Charles Borromeo Mission Statement 
 

We will grow in our Catholic faith by praying and worshipping together. 
We will work hard so that we can learn and be the best that we can be. 

We will work together in our families, school, and parish and with those both near and far 
to make our world a better place for us all. 

We will follow the example of Jesus and his teachings in all that we say and do. 
 
 

Attendance Policy 
 
In keeping with our Mission Statement at St Charles Borromeo Catholic Primary School, we are committed to 
encouraging and promoting regular school attendance. This policy follows the guidelines from the Local Authority (LA) 
and Department for Education (DfE). 
 
The school staff, alongside the LA, firmly believe that all pupils benefit from regular school attendance. We will 
encourage parents/carers to ensure that the children in their care achieve maximum possible attendance and that any 
problems that prevent full attendance are identified and acted on promptly.  
 
OUR AIMS 
Our attendance policy aims to: 

 support pupils with the help of their parents/carers in the establishment to achieve the highest possible levels 

of attendance and punctuality; 

 ensure that all pupils have full and equal access to the best education that we can offer in order to increase 

learning; 

 enable pupils to progress smoothly, confidently and with continuity through the school; 

 make parents/carers aware of their legal responsibilities; 

 ensure attendance meets Government and Local Authority targets 

 
EXPECTATIONS  
 
We expect that all pupils will:  

 attend school regularly 

 attend school punctually 

 attend school appropriately prepared for the day 

  
We expect that all parents/carers/persons that have day to day responsibility for our pupils will:  

 encourage regular school attendance and be aware of their legal responsibilities  

 ensure that the child/children in their care arrive at school punctually, prepared for the school day  

 ensure that they contact the school by 10am at the latest each day whenever the child/children is unable to 

attend school (with a clear reason for the absence).  

 contact the school promptly whenever any problem occurs that may keep the child away from school 

 not request leave of absence from school during term time unless in exceptional circumstances 
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WE EXPECT THAT SCHOOL STAFF WILL:  

 keep regular and accurate records of attendance for all pupils, at least twice daily  

 monitor each pupil's attendance through liaison with the School’s Assistant responsible for attendance 

 contact parents as soon as possible when a pupil fails to attend where no message has been received to explain 

the absence  

 follow up all unexplained absences to obtain notes authorising the absence 

 encourage and celebrate good attendance  

 provide a welcoming atmosphere, a safe learning environment for children and a sympathetic response to any 

pupil's concerns  

 make initial enquiries of parents/carers of pupils who are not attending regularly, express concern and clarify 

the school's and the LA's expectations with regard to regular school attendance 

 refer irregular or unjustified patterns of attendance to the Education Welfare Service (EWS) 

 
REGISTERS, PUNCTUALITY AND LATENESS 
Punctuality to school is crucial. Lateness into school causes disruption to that individual's learning and to that of the 
other pupils in the class. It is paramount therefore that all pupils arrive at school on time. For school pupils the 
classroom is accessible from 8.40am with registration at 8.50am. Pupils arriving after this time will be recorded as late 
to school. 
 
By law, schools must take a morning and afternoon register and record the attendance or absence of every pupil. 
Registers close at 9.30am and after this lateness is recorded as an unauthorised absence. 
Afternoon registration is taken at 1.00pm for infant children and 1.10pm for KS2 classes. 
 
Persistent lateness by a pupil may be dealt with through the home/school link worker and may be referred to 
Education Welfare. 
 
Pupil’s attendance and punctuality is recorded on their report and will be passed on to future schools as necessary. 
 
 
PUPIL LEAVING DURING THE SCHOOL DAY  
During school hours the school staff are legally in loco parentis and therefore must know where the pupils are during 
the school day. 
 
Pupils are not allowed to leave the premises without prior permission from the school. 
 
Whenever possible, parents should try to arrange medical and other appointments outside of school time. 
 
Parents are requested to confirm in writing, by letter or email, the reason for any planned absence, the time of leaving 
and the expected return time. 
 
Pupils must be signed out on leaving the school and be signed back in on their return. 
 
Where a pupil is being collected from the school, parents are to report to the school office before the pupil is allowed 
to leave the site. 
 
If a pupil leaves the school site without permission their parents will be contacted. Should the school be unable to 
make contact with the family it may be appropriate, in certain circumstances, to contact the Police and register the 
pupils as a missing person. 
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EXCEPTIONAL LEAVE OF ABSENCE 
REQUESTS FOR LEAVE OF ABSENCE DURING TERM TIME 
No parent/carer can demand leave of absence during term-time for their child as a right and authorisation cannot be 
given retrospectively. Permission for absence during term time is at the school’s discretion and will only be granted in 
exceptional circumstances. 
 
If a family needs to request absence in term-time then an Application for Leave of Absence in Exceptional 
Circumstances must, wherever possible, be made at least two weeks prior to the leave date. Individual school 
procedures define the method for this application. The Headteacher, who may consult with the Chair of Governors, 
will then decide whether or not to authorise the absence requested. Each request will be considered separately and a 
decision made based on the reasons for each request.  
 
 
FAMILY HOLIDAYS 
The school holiday dates are published a year in advance and are available from the school office, from the school 
newsletter and on the school’s website. Family holidays need to be booked within the school holiday dates. Family 
holidays are not under most circumstances deemed exceptional circumstances. 
 
 
PENALTY NOTICES 
Penalty Notices can be issued for unauthorised leave and may also be issued when a pupil is stopped by Truancy Patrol 
or if a parent / carer fails to ensure regular school attendance. 
 
In line with the amendments made to The Education (Penalty Notices) (England) Regulations 2007 please note the 
following: 
 

 The Headteacher can now request that the local authority issue a Penalty Notice to parents, when pupils are 

taken out of school without school authorisation. 

 The amount payable on issue of a Penalty Notice is £60 if paid within 21 days of receipt of the notice, rising to 

£120 when paid within 28 days. 

 If the Penalty Notice is not paid within 28 days the local authority is then obliged to prosecute for failing to  

ensure regular school attendance. 

 Penalty notices are issued to each parent, for each child. 

 
TRUANCY PATROL 
When a pupil comes to the notice of a Truancy Patrol, the pupil's pattern of school attendance is investigated. If there 
are unauthorised absences in the preceding 4 months, a warning letter may be sent to the parent/carers. If there are 
further unauthorised absences during the subsequent 15 school days, a Penalty Notice will be issued to each 
parent/carer, for each child. 
 
If there is no significant improvement in attendance in the 3 subsequent weeks, a Penalty Notice will be issued. Again, 
the Penalty Notice fines are as follows: 
 
£60 if paid within 21 days of receipt of the notice, rising to £120 if paid within 28 days. If the Penalty Notice is not paid 
within 28 days, the local authority is then obliged to prosecute for failing to ensure regular school attendance. 
Education Welfare can also investigate legal proceeding against parents under section 444 Education Act 1996 or apply 
to family proceeding court for an ESO to secure regular attendance. 
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AUTHORISED AND UNAUTHORISED ATTENDANCE 
Examples 

Authorised absences: Unauthorised absences: 

genuine illness of the pupil; shopping /day trip / visit to a theme park; 

hospital/dental/doctors appointment for the 
pupil; 

a birthday treat; 

major religious observances oversleeping due to a late night; 

visits to prospective new schools looking after other children / other family 
member; 

external exams , educational assessments, or 
participation in a county/national sports 
event 

appointments for other family members. 

Compassionate leave Annual holiday 

 
 
ENCOURAGING ATTENDANCE 
St Charles Borromeo School encourages regular attendance in the following ways:  

 by providing a caring and welcoming learning environment  

 by responding promptly to a child's or parent's concerns about the school or other pupils  

 by marking registers accurately and punctually during morning and afternoon registration. Pupils who arrive 

late complete the late book by the school office. If pupils arrive at school after the close of the register without 

an explanation, this will be recorded as an unauthorised absence and the pupil's name recorded in the late 

book in case of a fire drill  

 by sharing and reviewing attendance statistics with the Governing Body  

 by celebrating good  attendance through termly attendance awards  

 by monitoring pupils, informing parents/carers in writing of irregular attendance, arranging meetings with 

them if necessary and referring the family to the Education Welfare Officer if the irregular attendance 

continues. 

 
EXCLUSIONS 
The subject of pupil exclusion will be dealt with in line with DfE and LA guidelines. This policy should be read in 
conjunction with the school’s Behaviour Management Policy. 
 
 
RESPONDING TO NON-ATTENDANCE  
When a pupil does not attend school we will respond in the following manner:  

 
On the first day of absence, if no note/email or telephone call is received from the parent/carer by 10 a.m. 
the school will endeavour to contact them that day. 
 
Failure to comply with the expectations set by the Education Welfare Service may result in further action, an 
application for an Education Supervision Order, or court prosecution.  
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CHANGING SCHOOLS  
It is important that if families decide to send the child/children in their care to a different school that they inform 
school staff as soon as possible. A pupil will not be removed from this school roll until the following information has 
been received and investigated:  
 

 the date the pupil will be leaving this school and starting the next school  

 the address of the new school  

 the new home address, if it is known.  

The pupil’s school records will then be sent on to the new school as soon as possible. In the event that the school has 
not been informed of the above information, the family will be referred to the Education Welfare and Tracking Officer. 
 
In order for the school's Attendance Policy to be successful, every member of staff will make attendance a high priority 
and convey this to the pupils at all times. Parents/carers are encouraged to support these views in the home to ensure 
that children are receiving corresponding messages about the value of education.  
 
 
 
 
Any additional policies referred to can be viewed/downloaded from the school website 
(www.stcharlesb.surrey.sch.uk).  All policies should be read in conjunction with central policies of Xavier CET which 
can be viewed/downloaded from xaviercet.org.uk 

http://www.stcharlesb.surrey.sch.uk/
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APPENDIX 
 
The Education (Pupil Registration) (England) Regulations 2006 Amendments have been made to the 2006 regulations 
in the Education (Pupil Registration) (England) (Amendment) Regulations 2013. These amendments, as described 
below, will come into force on 1 September 2013. 
 
Term-time holiday The Education (Pupil Registration) (England) 
Regulations 2006 once allowed Head teachers to grant leave of absence for the purpose of a family holiday during 
term time in “special circumstances” of up to ten school days leave per year. Headteachers could also grant extended 
leave for more than ten school days in exceptional circumstances. Amendments to the 2006 regulations remove 
references to family holiday and extended leave as well as the statutory threshold of ten school days. The amendments 
make clear that Headteachers may not grant any leave of absence during term time unless there are exceptional 
circumstances. Headteachers should determine the number of school days a child can be away from school if the leave 
is granted.  
 
The Education (Penalty Notices) (England) Regulations 2007  
Amendments have been made to the 2007 Regulations in the Education (Penalty Notices) (England) (Amendment) 
Regulations 2013. These amendments, as described below, will come into force on 1 September 2013. The 2007 
regulations set out the procedures for issuing penalty notices (fines) to each parent who fails to ensure their children’s 
regular attendance at school or fails to ensure that their excluded child is not in a public place during the first five days 
of exclusion. Parents must pay £60 if they pay within 28 days; or £120 if they pay within 42 days. Amendments to 2007 
regulations will reduce the timescales for paying a penalty notice. Parents must, from 1 September 2013, pay £60 
within 21 days or £120 within 28 days. This brings attendance penalty notices into line with other types of penalty 
notices and allows local authorities to act faster on prosecutions. 
 

 
 
 
 
 
 
 
 


