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St Peter’s Catholic Academy 

 

Attendance & Recording of Absence Policy 

 

 

 

OUR MISSION 

 
St. Peter’s Academy recognises that gospel values and the teachings of the church 

are central to the life of the school.  The school aims to create an environment 

where children can develop physically, emotionally, socially and morally fostering 

co-operation and communication between home, school, parish and the local 

community.  Together we hope to lead our children towards understanding, 

tolerance, justice and sensitivity to the needs of others. 

 

General Statement 

 
The school will do all in its power to ensure the regular attendance of all pupils in 

school of legal school age. 

 

Aims 
 

 To encourage good attendance through recognition and reward. 

 To promote awareness within each child of their own individual attendance 

and where necessary a realistic target to achieve 

 To promote awareness within parents of their child’s attendance and the affect 

that attendance has upon attainment. 

 

Registration & Absence Marking 

 
The school will seek to achieve its general statement by the following: 

 

 The school operates a system whereby children are encouraged to self register 

on the class interactive whiteboard or a system devised by the individual class 

teacher.   This is then checked by the Class Teaching Assistant and entered 

onto the official register sheet. 

 Morning registration takes place from 8.40am when children are able to enter 

the class to self register and order break time food. 

 School officially starts at 8.55am at which point all children should have 

arrived in school.  At the call of the register or as the TA transfers the self 

registration details, all children present should be marked present (P on the 
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register. 

 The registers close at 9.25am.  Any child arriving between 8.55am and 9.25am 

will enter school via the office reception and the TA will mark the register as 

P.  This then records the child as  ‘late before the close of register’(L) when 

the absences are administered by the Admin Assistant. L is recorded as a 

present but late for session. 

 Any child arriving after 9.25am will enter school via the office reception and 

will remain as (A)absent on the register.  Late arrivals after 9.25am will be 

recorded as ‘U’. 

 Children that arrive late for school due to medical appointments will remain 

marked as absent.  Medical marks are will be recorded as a ‘M’ when the 

absences are administered by the Admin Assistant.  

 Afternoon registration will be taken  at 12.45pm for YR, Y1 and Y2, 1.15pm 

for Y3 and Y4  and 1.35pm for Y5 and Y6.  Any child not present for the 

afternoon sessions must be reported to the school office immediately.   

 Reasons for absence are completed by the Admin Assistant and will 

correspond to the reason given by parents. 

 The school operates a 9.30am call system whereby the Admin Assistant 

overlooks the registers on a daily basis.  A record is made of all the children 

who are absent.  The Admin Assistant telephones the parents of the children 

concerned if a reason for the absence has not already been communicated to 

the school.  This is then recorded and a note placed in the register to inform 

the class teacher.  These notes are then used by the Admin Assistant to clear 

absences on the absence register. 

 On occasions where the Admin Assistant has not been able to speak to a 

parents via the telephone  a text message will be sent via the ‘Teacher 2 

Parents’ text messaging service if the parent has a mobile phone.  The text 

message will be a request to the parent to contact the school giving a reason 

for their child’s absence. 

 Authorised absence is when the parent or guardian of the child contacts the 

school by letter, phone, personal visit, stating a acceptable and valid reason for 

absence 

 Unauthorised absence is when no explanation for a child’s absence has been 

received from the parent or guardian after a reminder letter has been sent out 

OR when the EWO or Principal advices that the reason given is not a valid or 

reasonable excuse. Unauthorised absences are recorded as an ‘O’ by the 

Admin Assistant. 

 Absences that are not due to illness or medical appointments, eg parents ill and 

not able to transport children to school should be marked as a ‘C’ (other 

authorised circumstances) 

 Medical marks for appointments at the doctor’s/dentists/hospital should only 

be for half days.  Parents should be informed that the child should be in school 

prior or after the appointment. 

 

Requests for Leave of Absence During Term Time (Appendix 1) 

 
The school adheres to the LA policy ‘Guidance on Leave of Absence During Term 

Time & Extended Leave of Absence’ to administer applications for leaved during 

term time. A copy of this is displayed in the school office. 
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The LA and school advises parents/carers not to apply for leave of absence during 

term time.  Applications are considered but only authorised if the reason given is 

considered an exceptional circumstance. 

 

Parents requesting leave for their child during term time must complete an application 

form (LA version as included in their policy) 

 

All requests are considered by the Principal and if necessary the Governing Body.  

The parents are requested to state a reason why they wish to take their child out of 

school during term time.  Authorisation is only given if this reason is considered to be 

an ‘exceptional circumstance’. 

 

Monitoring Absences 
   

 The Education Welfare Officer visits or contacts the school regularly.  The 

Learning Support Practitioner, School Business Manager and Education 

Welfare Officer view a percentage of attendance list and identify children 

whose attendance falls below 85% and of persistent late arrivals. 

 The school follows the LA procedures with regards to absence triggers 

 Parents of children whose attendance is a cause of concern are invited to 

attend an attendance clinic with the Vice Principal and Learning Support 

Practitioner. 

 The Education Welfare Officer is provided with address and attendance details 

of children whose absence is causing concern.  Home visits are made followed 

by official warning letters. 

 The school adheres to the criteria as set out on the Education Welfare Referral 

Form (Appendix 2) 

 The Principal is informed of children whose attendance and lateness is giving 

cause for concern. 

 

Persistent Absence Pupils 
 

Any child with an absence percentage of below 85% is identified as a ‘Persistent 

Absence Pupil’.  The Education Welfare Officer supports the school in the monitoring 

of such pupils.   

 

Absences for Religious Observation 
 

We recognise and respect that there is a need for celebration and observation in all 

monotheistic religions and, that on occasions, this may result in parents/carers 

wishing to withdraw their child/children from school.  

 

Up to and including 3 days per academic year can be authorised for religious 

observation or celebration.  Authorisation of such absences will be at the discreation 

of the Principal. 

 

In line with the LA absence codes any absences due to monotheistic religious 

obseravations or festivals, which have been authorised by the Principal, will be 
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processed as an ‘R’ in SIMS Attendance. 

 

Pupil & Parent Attendance Awareness 

 
To assist in their understanding the school uses a colour code system to help both 

pupils and parents to be kept updated about attendance (see Appendix 3). 

 

Pupils are informed of their own personal attendance for each term.  The colour code 

system enables them to see at a glance what category they are in. These charts are 

displayed in each classroom. Parents are then informed by letter.  The letter is sent out 

on coloured paper matching their child’s attendance category. 

 

Rewarding Good Attendance 
 

The school recognises and celebrates good attendance on a weekly basis by; 

 

 Announcing the class with the best weekly attendance at the awards assembly 

every Friday afternoon.  The class with the best attendance for the whole 

school year will receive an award in July. 

 Parents are informed of the winning class via the weekly newsletter 

 Prizes and certificates are awarded to 100% attendance children, with no more 

than one late, at the end of every term. 

 Prizes and certificates are awarded to 100% attendance children who have 

attended every day, with no more that one late, for the whole school year. 

 

Distribution & Collection of Registers 
 

The following procedures will be followed in order that the registers are available in a 

central point in case of a fire or any other emergency:- 

 

 All registers must be returned to the school office after the morning and 

afternoon registration. 

 The registers central point is in the Secretary’s office on the desk.  The 

registration sheets are kept in a PVC folder with the class and teacher’s name 

clearly written on the front. 

 On a rota basis children in Year 6 collect the register from the office at 8.40am 

for distribution.  After the close of registration the registers are returned to the 

office by chosen members of the class, at 9.25 am. 

 At 12.45pm the registers are distributed by members of the Year 6 class for 

the afternoon session. 

 In the event of a fire or other emergency the School Secretary will bring the 

registers with her when she evacuates the building.  They are then distributed 

to each Class Teacher in order that all children can be accounted for. 
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Useful Contacts 
 

School’s Education Welfare Officer  – Telephone No 01782 236095  

 

LA Head of Welfare Service  – Telephone 01782 235355 

 

LA Education Welfare Service Fax Number – 01782 235356 

 

Date of Last Review – 

May 2017 

May 2013 

May 2010 
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APPENDIX 1 
 
 
 

STOKE-ON-TRENT CITY COUNCIL 
The Local Authority strongly discourages parents/carers from 

applying for leave of absence during term-time and encourages 

schools NOT to authorise such applications, apart from, exceptional 

circumstances. 
 

APPLICATION FOR LEAVE OF ABSENCE FOR EXCEPTIONAL 
CIRCUMSTANCES IN TERM TIME 

The Education (Pupil Registration) Regulations 2006 
 

This form should be completed, in advance of the proposed period of absence, by 
the parent with whom the child normally resides. In line with Government and local 
Authority guidance, all leave requests will be dealt with at the discretion of the 
Academy Committee and the child’s period of attendance will be taken into account. 
After 20 school days your child will be taken off role. 
 

>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
>>>>>> 
 

I wish to apply for leave of absence from school for my child:  
 
Name of Child  ……………………………………………………………..Class …………. 
 
First day of leave requested ………………………………Last day ……………………… 
 

Number of school days involved: 
 

Exceptional circumstances leading to request:  
 
 

 

 

Signed  ………………………………… (Parent) Date  …………….…………… 

 
The above leave is authorised/not authorised (delete as applicable), in accordance 
with the school’s policy and the Academy Committee’s approval. 
 
Please note that after 20 school days your child will be taken off role and you 
will have to re-apply for a school place at St Peter’s or another school. 
 
Signed ………………………………………….   Date 
............................. 
(On behalf of the Chair of the Academy Committee)    
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Confidential Referral   APPENDIX 2 
Education Welfare Service 

                        Please indicate if this is a New Referral [    ]   Re-Referral [     ] 
  

School    St Peter’s Catholic Primary , Cobridge                                                                   
School Phone number 235040 

Pupil  Yr Grp  DOB  

Referred By  Primary Sch if Yr 7  

To ensure an efficient service to referrals, schools should complete the following  and 
attach a Current Attendance printout.   

 
 
 
 

Reason for Referral 
 
 
 
 
 
 
 
   
Actions completed by school prior to referral 
 
 
        Response/Outcome 
  
    
        Response/Outcome 
             
 
 
        Response/Outcome 
 
 
        Response/Outcome 
 
 
         Response/Outcome 
 
 
            Details 
 
 
 
 
          Details          

 

 

 

 

 

 

 

 

 

 

 

PLEASE ATTACH CURRENT ATTENDANCE PRINTOUT 

Date  

Current Attendance %  

Attendance  Child 

Protection 

 

Other Please give details 

PA Pupil  

First Day 
Contact 

Done Daily 

Letter home  

 
Home/Scho
ol Link 
involved 

 

Interview 
with Pupil 

 

Parent/Care
r Meeting 

 

Other 
Agency 
Involvement 

 

Risk 
Assessment
/ Back 
ground 
Information 
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APPENDIX 3 

 

 

St Peter’s Catholic Academy 

Attendance Colour Codes 
 

What does my percentage attendance mean? 
 

Which attendance group am I in? 
 

What attendance group am I aiming to be in? 

 
 97% - 100%   

WELL DONE THIS IS EXCELLENT! 
Children in the green group will have been absent for less than 2 weeks or 

may have attended school every day. This is excellent! 

93% - 96% 

VERY GOOD - BUT BE CAREFUL! 
Children in the yellow group could be missing up to 2 weeks of learning in the whole 

school year. Children in this group need to be aware that any unnecessary absences 

would easily drop their attendance below 90% and start to have an effect  

on their learning. 

90% - 92% 

SERIOUS - NOT GOOD AT ALL! 
Children in the orange group you could be missing up to 6 weeks of school in 

the school year.  This is unacceptable. Parents of children in this group are 

at risk of prosecution.  

Less than 90% 

VERY SERIOUS - PERSISTENT ABSENCE PUPIL 
Children in the red group are identified as a ‘Persistent Absence Pupil, and 

could be missing up to 8 weeks of school in the school year. Parents of 

children in this group will be prosecuted.   


