
  

 

 

 

 
 

 

   

Our school remains committed to   

working towards the goal of 100% 

attendance for all. 

 Our Lady of Mount Carmel 

Catholic First School Academy 

Parents’ Guide  

to  

The Attendance Policy 

 

 

 



Attendance Policy Summary 

As a Catholic school, we aim for an environment which 

enables and encourages all members of the community 

to reach out for excellence. For your children to gain 

the greatest benefit from their education, it is vital 

that they attend regularly and your child should be at 

school on time every day that the school is open, unless 

the reason for absence is unavoidable. 

Attendance 

• Mrs Rooney, our Attendance Officer monitors 

attendance on a weekly basis. 

• Attendance at school is a legal requirement 

• Children are expected to attend regularly 

• Attendance target is 96% or above 

• Children are expected to be on time 

• Attendance is monitored regularly 

• Rewards are given for good attendance 

Attendance Procedures 

1 Teachers mark the register twice a day and all 

absences are recorded. 

2 If your child is ill or other circumstances 

prevent them from attending school, you must 

contact school on the first day of absence 

before 9.30am. 

3  If you do not let school know the reason for 

absence, then the office staff will contact you 

for an explanation by 10am. 

4 If you do not inform school as to the reason 

for absence, then the absence will be recorded 

as unauthorised. 

5 Any absence or lateness which is causing 

concern will be discussed  and the Family 

Support Worker will be informed. A home visit 

may be made to identify if the reason for 

absence or lateness is justifiable. A meeting 

will then be arranged to address the absences 

or persistent lateness and a parenting contract 

will be agreed. 

6 The Education Investigation Service (EIS) will 

be contacted if the absences persist. 

Attendance of disadvantaged pupils is 

monitored daily. 

Rewards for good attendance 

As in other areas of school, we promote a positive 

attitude to behaviour and recognise and reward good 

attendance. 

1 Certificate for 100% attendance each term.  

2 The class with the highest attendance will be 

highlighted in the attendance display in the hall 

and in the newsletter each week and awarded 

with Marvin (our attendance monkey). 

3 Special party for children with 100% 

attendance for the entire year. 

4 Attendance raffle. Each half term children 

with 100% attendance for that half term will 

be entered into a raffle with one child winning 

a prize. 

Medical Appointments 

Where possible, please provide a letter confirming your 

medical appointment. Should your child’s pattern and/ 

or level of attendance become a concern, then you as a 

parent may be required to provide medical evidence to 

avoid the absences being categorised as unauthorised. 

 

 

Leave of Absence 

Our Lady of Mount Carmel Catholic First School 

Academy does not condone the taking of holidays 

during term time. This stance is recommended by 

Ofsted and the DfE. Requests for holidays in term 

time should be submitted to the Attendance Team 

with at least one term’s notice except for 

emergencies which will be discussed on an individual 

basis. 

In exceptional circumstances requests for holidays may 

be considered in line with statutory requirements.  If 

unauthorised absence is taken, the school may be 

required to pass on the details to the Education 

Investigation Service and parents may incur a Penalty 

Fine of at least £60. 

Punctuality 

School starts at 8.55 am  

School ends at 3.10pm 

 

It is important that children arrive on 

time for school so they can learn more 

effectively and not disrupt others. Class teachers take 

the register at 8.55am. If your child arrives late, then 

you will need to sign them in at the office stating the 

reason for lateness.  Lateness is monitored by Mrs 

Rooney, our Attendance Officer, on a weekly basis. 

Children who are persistently late will receive a letter 

asking for a meeting to discuss reasons for lateness. 

Any situations where children who are persistently left 

uncollected on time, at 3.10pm, will raise safeguarding 

issues. The office is not a child care facility. 


