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‘Building each other up –  

with God as our firm foundation’  
1 Thessalonians 5:11 

 

‘I have come that you might have life in all its fullness’  (John 10:10) 
 

As an inclusive Christian school, St Paul’s Church of England Primary School values 
everyone as a child of God and rejoices in its diversity. 

 
We provide a broad and balanced education 
 in which every child and family can flourish. 

 

St. Paul’s Church of England 
Primary School 
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Next Review:   June 2022 
  

Attendance Principles  

Wolverhampton LA has established that there shall be 195 school days, 5 of which may be 
used for staff training and on which children should not be on the premises. 

We believe that good attendance is essential if children are to take full advantage of 
school and gain the educational and social skills, which will equip them for life.  

We believe that good attendance is important in establishing patterns of work, 
responsibility and commitment that benefit a child for life. 

Poor attendance has a detrimental effect on a child’s learning and progress because 
important steps of understanding and progress will be missed 

St. Paul’s aims to achieve good attendance by operating an attendance policy within which 
staff, pupils, parents and Education Welfare Officers (EWOs) can work in partnership. We 
will monitor attendance and work quickly to solve any identified problems.  

The staff will encourage good attendance and will liaise with families and other agencies 
when this is appropriate.  

It is important to remember that only the school can approve absence – within the 
constraints of the law – not the parents.  

The attendance policy is based on the premise of equal opportunities for all. 

This policy is informed by the Department for Education School Attendance Guidance 
November 2013. 

The Law 

Under Section 7 of the Education Act 1996, parents are responsible for making sure that 
their children of compulsory school age receive full-time education.  

Parents have a legal responsibility to ensure their child’s regular attendance at the school 
where they are registered.  

If a child of compulsory school age who is registered at a school fails to attend regularly at 
the school, then the parent is guilty of an offence under Section 444(1) of the Education 
Act 1996. 

Definitions of attendance  

98%+ Excellent:  Well done!  This will help all aspects of progress and life in school. It  
will give a good start in life and support a positive work ethic. 
  
94 – 98 % Average:  Well done, strive to build on this.  
 
90-93% Poor:  Absence is now affecting attainment and progress at school. Please work 
with the school urgently to improve the situation. A letter will be sent home each term to 
the parents / carers of pupils whose attendance is 93% or below.  

Below 90% Unacceptable (persistent absence): Absence is causing SERIOUS 
CONCERN. It is affecting attainment and progress and is disrupting your child’s learning. 
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We shall work with you to improve your child’s attendance with the support of the 
Education Welfare Officer if necessary. 
 
Working with a Family where there is Persistent Absence 
 
We send the parents/carers of children whose attendance is below 90%, a text message every 
four weeks.  This gives a regular update on the child’s attendance; celebrating where there has 
been improvement and highlighting where there is decline.  We hope to see your child’s 
attendance percentage steadily increasing.  Once the child’s attendance has been established at 
over 90%, we shall stop sending the text messages. 
See letter sent to parents/ carers (Appendix A). 
 
The process may mean meeting with parents/ carers to discuss issues around the persistent 
absence and formulate a plan together. 

Children Missing in Education (CME) 

A child going missing from education is a potential indicator of abuse or neglect and such 
children are at risk of being victims of harm, exploitation or radicalisation. School and college 
staff should follow their procedures for unauthorised absence and for dealing with children that 
go missing from education, particularly on repeat occasions, to help identify the risk of abuse 
and neglect, including sexual exploitation, and to help prevent the risks of going missing in 
future. 

The school keeps both an admissions register and an attendance register  

We monitor attendance and address it when it is poor or irregular. The local authority is 
informed of any pupil who fails to attend school regularly, or has for a continuous period of 10 
school days or more, at such intervals as are agreed between the school and the local 
authority. 

Procedures are followed in line with Annex A of Keeping Children Safe in Education 
(September 2016) 

 

Guidelines  

THE FAMILY IS RESPONSIBLE FOR:  

• making sure your child attends school   

• ensuring that your child arrives ready to line up with their class at the beginning of 
the school day; 8.55 am. Any child arriving late after the registers have closed will 
be recorded as absent for that half-day session. 

• contacting the office as soon as possible and at the latest by 9.30am on the day of 
absence if your child is unable to attend school giving the reason for absence 

• not planning family holidays during term time.  Any holidays taken in term time will 
be recorded as unauthorised, and, if necessary, a referral made to Educational 
Welfare.   

• arranging medical, dental and any other appointments to be outside of school hours 
whenever possible 
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• writing directly to the Headteacher for special consideration absence eg for a family 
wedding/ funeral, off-site tuition, off-site exams.  Please give as much notice as 
possible and at least one week.   

• caring for your child in the case of illness and respecting school health guidelines if 
they have potentially contagious infections by keeping your child at home for the 
agreed length of time   

• applying values of commitment, honesty and respect concerning attendance 
 
 
 
 

 

 THE SCHOOL WILL: 

• aim to provide a safe, secure, stimulating environment in which to learn and 
encourage the development of positive relationships between adults and children, 
promoting a climate of enjoyment and support 
 

• continually review processes and procedures to ensure that whole school absence 
is never more than 4% 
 

• target for whole school absence to be less than 3.5%  
 

• apply values of commitment, honesty, transparency and fairness to decisions made 
about absence 
 

• register pupils between 8.55 and 9am each morning and between in the afternoon 
at 1.20pm using established attendance/ absence codes 
 

• apply safeguarding procedures by telephoning to ask why a child is absent if 
notification and an explanation has not been received before 9.30am on the day of 
absence 
 

• provide support for parents and pupils who are experiencing difficulties with 
attendance /punctuality 
 

• understand if there are genuine medical or other mitigating circumstances that are 
affecting attendance 

 

• inform parents of their child’s attendance each year or as requested 
 

• send a letter of concern to parents if a child’s attendance is below 93% each term 
 

• record any holiday absence takin during term time as unauthorised  
 

• refuse a request for holiday absence during term time 
 

• provide term and holiday dates as soon as possible  
 

• consider a written request for special consideration absence and respond within 
four working days 
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• respond to emergency absence requests 
 

• request a confidential meeting with parents if there is a concern about a child’s 
absence 

 

• reward excellent attendance at the end of each school year by awarding certificates 
in celebration assembly 

 

• provide work for pupils as appropriate for the situation and their learning needs 
during a period of absence 
 

• establish a pattern of monitoring attendance and report annually to the Governing 
Body 
 

THE SCHOOL OFFICE IS RESPONSIBLE FOR:   

• recording and disseminating information from parents 

• apply safeguarding procedures by telephoning to ask why a child is absent if 
notification and an explanation has not been received before 9.30am on the day of 
absence 

• producing and maintaining daily attendance records and data 

• producing SIMS attendance reports as required. recording information from 
letters/telephone calls from parents  

• keeping a record of absence in the case of emergency  

 

THE EDUCATIONAL WELFARE OFFICER (EWO) IS RESPONSIBLE FOR:  

• checking the official register, looking for patterns of absence and lateness, together with 
any concerns raised by members of staff 

• re: any further actions to be taken.  
 
 

THE GOVERNING BODY WILL:  

• monitor and scrutinise attendance data 

• discuss, implement and review the school attendance policy 

• analyse correlation between improved attendance and successful outcomes for children 
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Appendix A:  Letter to parents/ carers  
 
 
 
 
 
 
 

ARRANGEMENTS FOR PERSISTENT ABSENCE 
with optional Covid-19 sentence 

 
Dear 
 
We would like to inform you that at the moment the attendance rate for MARY is 89.53%.  It is 
therefore, significantly below the 90% expectation, which is described nationally as ‘persistent 
absence’.  This is monitored by the Local Authority and Government. 
 
We shall be sending the parents/carers of children whose attendance is below 90%, a text 
message every four weeks.  This will give you a regular update on your child’s attendance.  We 
hope that we shall see your child’s attendance percentage steadily increasing.  Once your child’s 
attendance has been established at over 90%, we shall stop sending the text messages. 
 
Children are absent from school for a variety of reasons.  Often absence includes unavoidable 
illnesses and other essential absences. We are aware of the impact of Covid-19. However, this 
data is based on days of absence when school attendance was compulsory.  We appreciate that 
you may have contacted school on these occasions to keep us updated and we hope this 
continues.  It is your responsibility to contact school on every day of absence; all absences will be 
treated as unauthorised unless you provide proof of hospital appointments, doctors’ appointments, 
copies of prescriptions or medicine packaging. 
 
Thank you for your support as we work together to secure the best outcomes for your child. 
 
If we can provide any further support or advice, please do not hesitate to contact us. 
 
Yours sincerely 

 
 
Mrs A Daniel 
Headteacher 
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