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Attendance of 95.2% or more is
GOOD and is ON TARGET

Attendance of 90% or more is if

Attendance of 90% or less is a
CONCERN and CLOSELY MONITORED

The school day begins at 8:50 am.

When a child is not in school their absence is
recorded as authorised or unauthorised.

A child too ill to come to school, whose
parents/carers inform us of their absence, will
receive an authorised mark.

A child who is not in school and whose
parents/carers have not contacted school regarding
the absence will receive an unauthorised mark.

An unauthorised mark would also be recorded if
the nature of the child’s absence is unacceptable.

When a child arrives at school later than 9:30, an

unavuthorised late mark is recorded. These lower a

child’s overall attendance level in the same way an
absence would.

If the number of unauthorised absences recorded
for a child reaches 10 sessions™ in a term the Local
Authority expect that schools issue warnings and
fines.

(*1 day = 2 sessions)

Children from Reception to Year
6 have their attendance recorded
on a Registration Certificate.

A Registration Certificate records
all days of attendance and all
days of absence for the current
school year.

The top right hand corner shows
the child’s current level of
attendance.

CASTLE HILL PRIMARY
SCHOOL

VALUES AND REWARDS GOOD

SICKNESS

Parents/carers must contact school on the day of
absence.

This can be done by a phone call to the office, a
note via a sibling or a verbal message to either
office or classroom staff. An absence letter will be
sent home if we do not hear from you. Once this is
filled in and returned, an accurate and authorised
mark can be recorded.

If the illness has caused your child to vomit it is
important that they do not return to school until
they have been well for a full 24 hours.

APPOINTMENTS

Whenever possible, please try to make
appointments outside of school hours.

When this is not possible, inform the office of the
date and time of the appointment stating what
time your child will be collected from and returned
to school.

School will issue you with an ‘exit pass’ should you
be questioned whilst out about your child not being
in school.

HOLIDAYS
Trips should be taken in the school holidays.

If you are thinking of going away in term time,
please write a letter to the Head Teacher detailing
the reason for the holiday and the length of time
you request. Your child’s attendance level will be
evaluated and a decision on whether the absence
will be authorised or unauthorised will be made.

Below are the steps school take when low
attendance persists without sign of improvement.

School monitor the attendance of all children in school, closely
monitoring those whose attendance falls below target level of
95.2%

School ring/text the parents/carers of each child with an
unexplained absence that day.

Letters are sent home weekly to those who had an
unexplained absence the previous week and whose
parents/carers neither rang school nor took school’s call.

When a child’s attendance is low school send home a letter to
the child’s parents/carers voicing concerns. School explain the
need for home /school communication, ask if there any
difficulties effecting regular attendance and ask to see an
improvement to their child’s attendance.

Meeting In School
If there is no improvement to attendance and punctuality a
letter is sent home arranging a meeting in school.
Parents/carers then meet with the Head Teacher and
Attendance Officer

Medical / Home Visit /

Early Intervention Team / Child Action Meeting
When attendance is low due to illness, children may be
referred for a medical assessment. Doctor’s notes may then be
required to authenticate future sickness-related absence.
When attendance does not improve and parents/carers do
not attend meetings arranged in school, home visits may take
place. Referrals to The Early Intervention Team may be made
and, where necessary, Child Action meetings may be called
and other agencies such as Social Services may get involved.

Fixed Penalty Warning
If 5 sessions (2 1/2 days) of unauthorised absence are
recorded for a child then parents/carers are issued with
Fixed Penalty Warnings.

Fixed Penalty Fine

When no improvement is seen after a warning has been
issued and 10 sessions (5 days) of unauthorised absence are

recorded for a child, the Local Authority are contacted by
school and fines are issued. If these remain unpaid the matter

is taken up by the courts.
Please note, the school is not required to send a warning letter
where the absence is due to an unauthorised holiday.



