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School Mission Statement and Values 
 

Our mission at St Elizabeth’s Catholic Primary School is to educate our children to reach their full 
potential in the context of a Catholic community in which each individual shares, or is in 
sympathy with, the teachings of the Catholic Church and the Christian way of life. 
Our core values of equality, excellence, kindness, forgiveness, perseverance, friendship, 
courage, service and respect were chosen by our pupils to be the overriding principles to which 
the whole school aspires, together with our golden rule, “Love one another as I have loved you” 
John 13:34. 
We seek to make St Elizabeth’s School a secure, happy and inclusive environment that is a place: 

 of the highest quality teaching and learning; 

 of compassion, co-operation and reconciliation; 

 where each child is seen and appreciated as a unique individual; 

 in which every child’s talents are developed and their needs met; 

 where mistakes are learning opportunities; 

 in which all children are empowered to keep themselves safe and healthy; 

 where endeavour and excellence are encouraged and celebrated; 

 in which cultural diversity is respected and valued; 

We value worshipping and celebrating together, sharing our Christian witness and drawing 
strength from and serving our local parishes and the wider community.  
 
We are committed to providing a positive school environment, which is free from prejudice and 
unlawful discrimination and any form of harassment, bullying or victimisation. 
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Attendance Policy 
 

Aims and objectives 
It is our aim at St Elizabeth’s, that all pupils reach their potential, academically, personally and 
socially.  The aim of the Attendance Policy reflects this and recognises that good attendance 
contributes significantly to students’ enjoyment of school and their academic achievement.  
 
There is a clear link between poor attendance at school and lower overall academic achievement.   
Poor attendance at school and lateness may also potentially be an indicator of abuse and neglect.   
 
We are committed to ensuring that children are in school every day that they are fit and healthy 
to do so through our whole-school culture and ethos that values good attendance, including: 
 

 Creating an ethos in which good attendance and punctuality are recognised as the norm 

and seen to be valued by the school.  

 Raising awareness of parents, carers and pupils of the importance of uninterrupted 

attendance and punctuality at every stage of a child’s education.  

 Working in partnership with pupils, parents, staff and the Education Welfare Service so 

that all pupils realise their potential, unhindered by unnecessary absence.  

 Promoting a positive and welcoming atmosphere in which pupils feel safe, secure, and 

valued, and encourage in pupils a sense of their own responsibility.  

 Establishing a pattern of monitoring attendance and ensure consistency in recognising 

achievement and dealing with difficulties. 

 

Legislation and guidance  

This policy meets the requirements of the working together to improve school attendance from 
the Department for Education (DfE), and refers to the DfE’s statutory guidance on school 
attendance parental responsibility measures. These documents are drawn from the following 
legislation setting out the legal powers and duties that govern school attendance: 

 Part 6 of The Education Act 1996 

 Part 3 of The Education Act 2002 

 Part 7 of The Education and Inspections Act 2006 

 The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 
amendments) 

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

It also refers to: 

 School census guidance 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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 Keeping Children Safe in Education  

 Mental health issues affecting a pupil's attendance: guidance for schools 

 

If a child is absent  
 Parents/carers should contact the school office by 8:55 by email or telephone every day of 

the child’s absence. The class teacher will record the absence in the register, which is 

electronically sent to the office for the correct absence category to be marked by the 

Attendance Officer, following receipt of absence notification from the parent/carer.  

 

 The school office staff will endeavour to contact a parent/carer if a message or reason for 

absence has not been received.  

 

 Where a child has a longer term medical condition which lasts over a week, the 

Parents/carers should update the school on the child’s condition at regular intervals agreed 

by the headteacher.  

 

 If a child has a medical appointment, a copy of the appointment card or letter should be 

provided to the school ahead of the appointment. Wherever possible appointments should 

be made outside of school hours but if not, the child should return to school as soon as 

possible to complete the school day.  

 

 If there is any doubt about the whereabouts of a child, the class teacher should take 

immediate action by notifying the school office. The school will then make contact straight 

away with the parent or carer, in order to check on the safety of the child.  

 

 All absences are recorded as either authorised or unauthorised. It is important that the 

school receives accurate information, either by note or telephone notification, to determine 

the correct category. The Headteacher has the responsibility to determine whether an 

absence is authorised or unauthorised.  

 

 If a child is unwell on the day before or immediately after a school holiday then proof of 

illness is required, either a doctor’s note or appointment card, otherwise the absence will be 

marked as unauthorised.  

 

 
 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
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Requests for leave of absence  
 

Children are expected to attend school for all sessions, so that they can make the most progress 
possible. However, we do understand that occasionally there are very exceptional 
circumstances under which a parent may legitimately request leave of absence for a child.  
 
Under these circumstances, parents should make a request to the headteacher in writing, 
detailing the reason for the absence and the proposed dates. This may be followed up with an 
appointment with the headteacher to discuss reasons for the request.  
 
Parents do not have a right to take their child out of school for holidays. The headteacher does 
not have authority to approve absence for family holidays.  
 
Any unauthorised holiday absences of five days or longer will be referred to the Education 
Welfare Service who may issue parents/carers with a fixed penalty notice (FPN).  
 

Long-term absence  

If it seems likely that a child’s absence due to illness or a medical condition will continue for an 
extended period (15 days or more), or be a repetitive absence, the school will contact the Local 
Authority (LA). The LA have the responsibility to arrange suitable full-time education (or part-
time when appropriate for the child’s needs) for children who are unable to attend a 
mainstream or special school because of their health.  
 
In some cases, where a child is hospitalised, the hospital may provide education for the child 
within the hospital and the LA would not need to arrange any additional education, provided it 
is satisfied that the child is receiving suitable education. See link to statutory guidance below.  
 
https://www.gov.uk/government/publications/education-for-children-with-health-needswho-
cannot-attend-school 
 

Repeated absences  
 Individual attendance is monitored each day by the School Attendance Officer and 

discussed with the Senior Leadership Team. 

 The school will contact the parent or carer of any child who has an unexplained absence 

requesting details. 

 Attendance figures are analysed each week to identify patterns of absence or 

attendance concerns. 

 If a child has a repeated number of absences and their attendance is a concern the 

parents or carers will be contacted to raise awareness of the need to improve 

attendance and may be asked to visit the school and discuss the problem. 

https://www.gov.uk/government/publications/education-for-children-with-health-needswho-cannot-attend-school
https://www.gov.uk/government/publications/education-for-children-with-health-needswho-cannot-attend-school
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 The Education Welfare Officer (EWO) visits the school each half-term basis and will 

review all cases where attendance has fallen below 90%. Attendance of below 90% is 

categorised as Persistent Absence (PA). 

 When attendance is below 90% proof of absence will be required, for example in the 

case of illness a letter or GP appointment card will be required. 

 If attendance does not improve, the EWO will arrange a visit with the parents/carers at 

school or home and seek to ensure that the parents or carers understand the 

seriousness of the situation.  

 The School and EWO will work with the family to support an improvement in 

attendance so that the case can be closed. 

 
 

Continued absence and legal intervention 
As absence is so often a symptom of wider issues a family is facing, at St Elizabeth’s we will 
work with our other local partners to understand the barriers to attendance and provide 
support.  
 
Where support and intervention is not successful, or is not engaged with, the law protects 
pupils’ right to an education the school will work with the local authority and make use of the 
full range of legal interventions considering the individual circumstances of a family.  

 Parenting Contracts 

 Education Supervision Orders (ESO) 

 Attendance Prosecution 

 Parenting Orders 

 Fixed Penalty Notices 

 

Lateness  
 The school doors open at 8.45am to allow children to be in class and ready to start 

learning by 8.55am.  

 Children arriving after 8.55am will be deemed as late and marked in the register 

accordingly (code L).  

 Children who are persistently late miss significant learning opportunities - the start of 

the day is a particularly important time to share information for the day.  

 Children arriving particularly late will be marked as an unauthorised absence for that 

session (code U).  

 If a child is late parents and children are required to report to the office, to ensure that 

the attendance register is updated.  

 Late entries will be monitored regularly and lateness figures will be reported in pupils’ 

end of year school reports.  
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 The school will contact the parent/carer of any child who is repeatedly late for school. 

The parents or carers may be asked to visit the school and discuss the problem.  

 If the situation does not improve, the school may involve the Education Welfare Officer 

(EWO) who will arrange a visit at school or at home and seek to ensure that the parents 

or carers understand the seriousness of the situation.  

 Together the school and EWO service will identify strategies with the parent or guardian 

to resolve the lateness issues. 

 

Rewards for good attendance  
 
A weekly report on attendance is published in the weekly newsletter. 
Attendance is recorded on annual school reports. 
 

Monitoring and review  

 It is the responsibility of the Governors, who are also responsible for this policy and for 

seeing that it is carried out, to monitor overall attendance.  

 Attendance will be reported at each Full Governing Body Meeting and at each Finance, 

Safeguarding, Premises, and Health and Safety Committee. 

 The school will keep accurate attendance records on file for a minimum period of three 

years.  

 The Attendance Officer will be responsible for monitoring lateness and attendance 

throughout the school. Any concerns about a child’s absence will be brought to the 

attention of the headteacher and agreed procedures put into place. 


