
                  ST JOSEPH’S CATHOLIC JUNIOR SCHOOL ATTENDANCE POLICY 
                                               A GUIDE FOR PARENTS  
   
1. When does my child need to be in School?  
Your child should be at school in good time for registration.  The morning 
register will be called promptly at 8.50am and the afternoon register at 
1.00pm.   
   
2. What happens if my child is late?  
Registration finishes at 9.00am in the morning and 1.10pm in the afternoon.  
If your child arrives after 9.00am he/she will be marked as absent (unless a 
good reason for lateness is provided, in which case the mark will be changed 
to late)  
The vast majority of pupils in a primary school remain on the site at lunchtime 
but, if your child comes home for lunch and arrives back at school after 
1.10pm he/she will be marked as late after the register closes.  
If your child arrives after 1.20pm he/she will be marked absent (unless a good 
reason for lateness is provided, in which case the mark will be changed to 
late)  
 [Pupils who arrive after registration should report to the school office to sign 
in with the office staff who will adjust the class register as necessary.  If a pupil 
is late on 5 or more occasions, a meeting will be arranged with the Head 
teacher to discuss reasons/ difficulties for lateness]  
  
3. Does the School need letters explaining my child’s absence or will a phone 
call do?  
We would expect a parent to telephone the school on the first day of 
absence giving a reason and the likely length of absence. If you do not 
phone us, we will phone you.  If telephone contact is not made, a letter 
explaining the absence on the first day of return to school will be required 
otherwise the absence will be unauthorised.  
  
4. What reasons will the school accept for absences?  

• Illness  
•  Emergency dental/medical appointment  

      (Please make routine appointments after school or during the holidays)  
•  Family bereavement  

Except in the case of illness, you should ask for permission for your child to 
miss school well in advance, giving full details.  In cases of recurring absences 
through illness you may be asked to produce a medical certificate.  
 
5. What is unacceptable?  
 The school will not authorise absence for day trips, visiting relatives, shopping 
or birthdays etc. Only in exceptional circumstances will a holiday be 
authorised (a holiday request form must be completed well in advance).  



6. Will the school contact me if my child is absent?  
The school operates a first day response to absences: we will phone you if we 
have not heard from you.  This is because we believe it is our responsibility to 
ensure your child’s safety as well as their regular school attendance.  
If we are concerned about aspects of your child’s attendance or punctuality 
we will contact you to discuss the best way forward.  
  
7. I am thinking about sending my child on an extended absence for an 
overseas to visit relatives.  What should I do?  
The school recognises that such absence can be important for children to 
keep in touch with their extended family. Contact your child’s class teacher 
as soon as possible to discuss the best time for such a visit.  
The school would strongly recommend that such absences do not take place 
during your child’s official examinations (SATs in Year 6). You need to 
complete an application form for extended leave of absence and if the 
Head teacher then approves the visit, the school will set work for your child to 
complete while away.  
As far as possible we will ensure the work set reinforces the educational value 
of such a visit.  
  
8. What can I do to encourage my child to attend school?  
Make sure your child gets enough sleep and gets up in plenty of time each 
morning.  Ensure that he/she leaves home in the correct clothes and properly 
equipped.  Show your child, by your interest, that you value his/her 
education.  Your child will bring homework on a regular basis to do in the   
evening.  Please ensure you look at it with your child and support them with 
their reading or homework as necessary.  
  
9. My child is trying to avoid coming to school. What should I do?  
Contact your child’s class teacher or a senior member of staff immediately 
and openly discuss your worries.  Your child could be avoiding school for a 
number of reasons – difficulties with school work, bullying, friendship problems, 
family difficulties.  It is important that we identify the reason for your child’s 
reluctance to attend school and work together to tackle the problem.  
In some cases you may find it helpful to discuss the circumstances of your 
child’s difficulties with an Educational Welfare Officer.  The school may also 
refer you to the School Home Support Worker who can advise and support 
families if difficulties with attendance arise. Whatever the reason it is 
important that the school knows in time to be able to offer support.   
 

 
 
 
 
 



                          ST JOSEPH’S CATHOLIC JUNIOR SCHOOL 
      REQUEST FOR LEAVE OF ABSENCE FROM SCHOOL DURING TERM TIME 
 
Child’s name ………………………………………………….. Class………………. 
 
I am requesting permission for my child(ren) to be absent from school for 
the period:  
  
……………………………………… to ……………………………………  
(inclusive)  
  
  
Please indicate the reasons for this absence. If this is for a holiday, please 
indicate why this holiday could not take place in the course of the normal 
holiday pattern (please see the attached – guide for parents before 
writing your reasons)  
  
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
……………………………………………………………  
Please note: Head teachers have a discretionary power to refuse requests 
if your child already has a poor record of attendance or if national tests 
are taking place at the time of the holiday / absence  
  
  
Signed…………………………………….    Date……………………………….  
Parent/Carer  
  
for office use only THIS ABSENCE REQUEST IS  � Authorised   � Not Authorised  
  
Child’s name _______________________   Class ____________________  
  
Absence Dates Requested 
______________________________________________________  
  
Signed ____________________________ Head teacher Date 
_______________________  
  
Assuming your child has no further absence, his/her attendance rate 
would be     
  
_________% after this authorisation.  



Term-time holidays – A GUIDE FOR PARENTS  
Term-time holidays are intended for children whose parents are unable to take 
holiday at any other time. St Joseph’s Catholic Junior School will consider every 
application individually; its policy is NOT to grant leave of absence for a holiday 
other than in the most exceptional circumstances Time off school for family 
holidays is not a right. An application must be made in writing, with appropriate 
evidence, in advance of the intended holiday.     
From 1st September 2013, the law states that schools should not authorise leave 
of absence unless:  

• an application has been made in advance by the parent with whom the 
pupil normally resides AND  

• the Head teacher considers that there are exceptional circumstances 
relating to the application.   

St Joseph’s Catholic Junior School will consider authorising holidays for 
(exceptional circumstances):  

• service personnel and other employees who are prevented from taking 
holidays out of term-time;  

• when a family needs to spend time together to support each other 
during or after a crisis;  

• parents who are subject to a strict and un-negotiable holiday rota and 
evidence is provided to this effect.  

Requests for holidays for the following reasons will not be authorised:  
•  cheaper cost of holiday;  
•  availability of the desired accommodation;  
•  poor weather experienced in school holiday periods; and  
•  overlap with beginning or end of term.  

St Joseph’s Catholic Junior School will respond to all requests for a leave of 
absence in writing giving the reasons for the decision.  
St Joseph’s Catholic Junior School will NOT authorise a holiday during periods of 
national tests ie: SATs examinations.  
   
Extended leave of absence 
In considering absence for extended trips overseas St Joseph’s Catholic Junior 
School will take account of the following:  

• a visit to family overseas has a very different significance from a normal 
‘holiday’;  

• such visits may be important in terms of children’s identity and self-esteem 
as they grow up;  

• parents may feel that the reasons for their visit outweigh the importance 
of their child’s uninterrupted attendance at school (although parents 
could be encouraged to use the school holiday periods for at least part 
of their trip);  

• the reasons for wishing to make a visit is more difficult, particularly for 
minority ethnic families, where huge distances and high costs are 
involved.  

• where extended leave of absence is granted there will be an 
expectation that the pupil undertakes some school-set work.  


