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‘To Live as Jesus Taught Us’ 

 
 
 
 

Our Lady of Compassion Catholic School 
is part of the  

Our Lady and All Saints MAC  
in the 

Archdiocese of Birmingham 
 

As a Catholic Primary School our aim is to develop, within each child, an understanding 
of his or her Catholic faith.  It is hoped that with this knowledge, children will grow into 
responsible Catholic adults who will be able to demonstrate their faith and concern for 

others and continue the worship of God. 
 

The school provides a full curriculum and through the presentation of the curriculum it 
is hoped that children will develop the necessary skills for adulthood and an 

understanding that the skills should be for the benefit of everyone, - an important part 
of Catholic life. 
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INTRODUCTION AND BACKGROUND 
 
At Our Lady of Compassion School, in line with our Catholic ethos, we believe that everyone has a 
special part to play in God’s plan.  As an inclusive school, we welcome all children with their 
individual strengths and needs and strive to give them the best opportunities to be able to 
participate in school life, progress and achieve their full potential.  We believe that all children are 
entitled to a rich and diverse curriculum that is delivered through high quality teaching and 
adapted to meet the needs of all children. 
 
At Our Lady of Compassion School, we recognise that positive behaviour and good attendance are 
essential to raising standards in pupil attainment and to give every child/young person the best 
educational experience possible. Good attendance is everyone’s responsibility.  
 
It is well documented that children who attend school regularly have better outcomes in their 
attainment as well as their well-being and positive life experiences.  
 
The Education Act 1996 (section 444) states every child of compulsory school age is entitled to an 
efficient, full-time education suitable to their age, aptitude, and any special educational need they 
may have. It is the legal responsibility of every parent to make sure their child receives that 
education, either by attendance at a school, or by education otherwise than at a school. 
 
When you register your child at school, you have a legal duty to ensure your child attends school 
regularly. This means your child must attend every day that the school is open, except in a small 
number of allowable circumstances, such as being too ill to attend or being given permission for an 
absence in advance from the school. 
 
The Department for Education has produced guidance for maintained schools, academies, 
independent schools, and local authorities: Working together to improve school attendance. Our 
Attendance Policy reflects the key principles of that guidance. 
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance 
 
Promoting and maintaining excellent school attendance is a whole school responsibility and our 
policy details the responsibilities of individuals and groups involved as well as the procedures that 
are in place to ensure and monitor regular pupil attendance. Our aim is to: 

▪ promote a positive and welcoming environment where children feel safe, secure and valued 
▪ promote and ensure children’s welfare and safeguarding 
▪ ensure every pupil has access to the full-time education to which they are entitled to 

enabling them to succeed both in school and in the future 
▪ raise awareness of the importance of good attendance and punctuality 
▪ ensure that attendance is monitored effectively and reasons for absences are recorded 

promptly and consistently 
▪ provide help and support for pupils and families where there are barriers to school 

attendance 
 
 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
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WHO IS RESPONSIBLE FOR ATTENDANCE ISSUES IN SCHOOL 
 
At Our Lady of Compassion School, we believe in developing good patterns of attendance and set 
high expectations for the attendance and punctuality of all our pupils from the outset.  It is a 
central part of our school’s vision, values, ethos, and day to day life.  We recognise the connections 
between attendance, attainment, safeguarding and wellbeing and work together to achieve the 
best possible outcomes for pupils at our school. 
The name and contact details of the senior leader responsible for the strategic approach to 
attendance in our school is: 
Mrs A Vella 
s78avella@olc.solihull.sch.uk 
01217069508 
 
The name and contact details of the school staff member pupils and parents/ carers should 
contact about attendance on a day-to-day basis is: 
Ms L Silanicova 
office@olc.solihull.sch.uk 
01217069508 
 
The name and contact details of the school staff member pupils and parents/ carers should 
contact for more individual support with attendance (Pastoral Support Assistant): 
Mrs L Silverwood 
office@olc.solihull.sch.uk 
 
 
Procedures and Registers 
 
An accurate and consistent registration system is crucial to ensure safeguarding procedures are in 
place for children, for data analysis and to support statutory intervention, if necessary.  
 

The register is a legal document and must be kept accurately and in accordance with legislation. 
 
Every half a day of absence from school (known as a session) is marked by the school as either 
authorised or unauthorised.  
 
Authorised absence is where the head teacher has either given approval in advance for a pupil of 
to be absent or has accepted an explanation offered afterwards as satisfactory justification for 
absence.  
 
Unauthorised absences are absences which the school does not consider reasonable, exceptional, 
or unavoidable. This type of absence can lead to the school referring to the Local Authority for 
penalty notices and/or legal proceedings.  
 
Persistent Absenteeism (PA) 
 
A pupil is defined by the Government as a ‘persistent absentee’ when they miss 10% or more 
schooling across the school year for any reason; this can be authorised or unauthorised absence. 
Absence at this level will be likely to have a detrimental impact on your child’s education and the 
school may follow attendance procedures if a child is classed as persistently absent.  

mailto:s78avella@olc.solihull.sch.uk
mailto:office@olc.solihull.sch.uk
mailto:office@olc.solihull.sch.uk
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Procedures 
 
If your child is absent from school you must: 

▪ Contact the school on the first day of absence before 8.30am. 
▪ Contact the school on every further day of absence, again before 8.30am. 
▪ Ensure that your child returns to school as soon as possible and you provide any medical 

evidence, if requested, to support the absence. 
 
If your child is absent, we will: 
▪ Contact you on the first and every subsequent day of absence if we have not heard from you. 
▪ If we are unable to contact parents by telephone, we will telephone emergency contact 

numbers, send emails and a home visit may be made in the interests of safeguarding. 
▪ A referral will be made to Local Authority if no contact has been made with parents by the 

10th day of absence (or sooner if deemed appropriate), at which point your child will be 
“missing from education”. 

 
REQUESTS FOR LEAVE OF ABSENCE (Exceptional Circumstances) 
 
The law is very clear that you are not entitled to take your child on holiday during term time, and 
you are likely to be referred for legal action if you choose to do this.   
 
The Education (Pupil Registration) (England) Regulations 2006 were amended in September 2013.  
All references to family holidays and extended leave have been removed. The amendments specify 
that headteachers may not grant any leave of absence during term time unless there are 
"exceptional circumstances". 
 
A leave of absence will not be granted in term time unless the reasons are deemed exceptional by 
the headteacher, irrespective of the child’s overall attendance.  Only the headteacher or his/her 
designate (not the local authority) may authorise such a request and all applications for a leave of 
absence must be made in writing on the prescribed form provided by the school. Where a parent/ 
carer removes a child when the application for leave was refused, or where no application was 
made to the school, the issue of a penalty notice may be requested by this school in accordance 
with the Solihull Code of Conduct. A Penalty Notice may be issued where there have been at least 
10 consecutive sessions (1 day absence is equivalent to 2 sessions) of unauthorised absence for the 
purpose of a holiday. 

 

Procedure for Requesting a Planned Absence: 
 
We will not authorise any leave of absence requests unless the circumstances are granted as 
exceptional. If you need to request this, complete an absence request form (available from the 
school office) and submit this to the school at least two weeks prior to the date required to give the 
school sufficient time to consider the request and respond. If we are aware of any language 
difficulties that may preclude a request form being completed, appropriate support will be offered 
to the parent/carer. There is a requirement that parent/carers provide evidence of exceptional 
circumstances. The headteacher will consider requests for leave of absences and either authorise 
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or unauthorise the leave of absence request. A letter confirming this will be sent to the 
parent/carer.   

Leave that was taken which had not been granted will be marked as an unauthorised absence on 
the pupil’s register.  We may refer these absences to the Education Inclusion Service and this could 
result in the issue of a fixed penalty notice.  

 

DELETION FROM SCHOOL ROLL 
 
The Education (Pupil Registration) Regulations 1995 state that where a pupil has been granted 
extended leave of absence and subsequently fails to return to school within 10 school days of the 
expiry of the agreed period of absence, and the failure is not due to sickness or any other 
unavoidable cause, his/her name may, following consultation with the Local Authority, be deleted 
from the admission register. 
 
 
ABSENCE DATA 
 
We use data to monitor, identify and support individual pupils or groups of pupils when their 
attendance needs to improve.  Persistently absent pupils are tracked and monitored carefully.  
 
We share information and work collaboratively with other schools in the area, local authorities, and 
other partners when absence is at risk of becoming persistent or severe. 
 
 
IMPROVING ATTENDANCE 
 
If we are concerned about your child’s attendance, we will: 
 

• Write to you if your child’s attendance is a concern and falls below 95%, or where punctuality is 
a concern. 

• Invite you into school to discuss the situation with our Education Welfare Officer and 
Attendance Lead. 

• Create a personalised action/support plan to address any barriers to attendance.  

• Offer signposting support to other agencies or services if appropriate. 

• Refer the matter to the Local Authority for relevant sanctions if attendance deteriorates 
following the above actions. 

 
Our aim is to work with you to address any reason for the absence and address issues early. We 
hope this early intervention will ensure that any issues are addressed quickly and successfully.  
 
As Parents, you can support regular school attendance by: 
 

• Making sure your child leaves for school with plenty of time to ensure they are not late for 
school. 

• Making medical appointments, such as dental/doctors appointents, outside school hours where 
possible. 

• Supporting and encouraging your child by attending parents evenings and other events. 
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• Contacting the school to discuss any concerns regarding their child’s attendance as soon as any 
issues arise. 

• Working partnership with the school to resolve any issues that are impacting on your child’s 
attendance. 

 
 
UNDERSTANDING BARRIERS TO ATTENDANCE 
 
Whilst any child may occasionally have time off school because they are too unwell to attend, 
sometimes they can be reluctant to attend school. Any barriers preventing regular attendance are 
best resolved between the school, you as the parent/carer and the child. If as a parent /carer, you 
think that your child is reluctant to attend school, then we will work with you and your family to 
understand the root problem and provide any necessary support. We can use outside agencies to 
help with this, such as the School Nurse Service, Mental Health and Emotional Wellbeing support 
services, or the relevant Local Authority team/s. Where outside agencies are supporting the family, 
you may be invited to attend a Team Around the Family meeting (TAF) to consider what is working 
well and what needs to improve. 
 
Some pupils face greater barriers to attendance than their peers.  These can include pupils who 
suffer from long-term medical conditions or who have special educational needs and disabilities, or 
other vulnerabilities.  High expectations of attendance remain; however, we will work with families 
and pupils to support improved attendance whilst being mindful of the additional barriers faced.  
We can discuss reasonable adjustments and additional support from external partners where 
appropriate.  
 
 
LOCAL AUTHORITY ATTENDANCE SUPPORT SERVICES 
 
As a school, we are required to make the local authority aware of every registered pupil who fails to 
attend school regularly and any children who have been absent from school, where the absence 
has been treated as unauthorised for a continuous period of not less than 10 school days Education 
(Pupil Registration) (England) Regulations 2006 regulation 12. 
 
The Local Authority has an Education Inclusion Team who work with schools, families, and other 
professionals, to reduce persistent absence and improve overall attendance. 
 
As a parent/ carer, you are expected to work with the school and the Local Authority to address 
any attendance concerns.  You should proactively engage with the support offered, aiming to 
resolve any problems together. This is nearly always successful. If difficulties cannot be resolved in 
this way, the school may consider more formal support and/or refer the child to the Local 
Authority. If attendance does not improve, legal action may be taken in the form of a Penalty 
Notice, prosecution in the Magistrates Court or the application of an Education Supervision Order, 
designed to strengthen parental responsibilities and ensure improved attendance. The school will 
endeavor, where possible, to solve attendance issues informally, before going down a formal / 
legal route.  
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LATENESS 
 
Poor punctuality is not acceptable and can contribute to further absence. Good timekeeping is a 
vital life skill which will help children as they progress through their school life and out into the 
wider world. 
 
Pupils who arrive late disrupt lessons and, if a child misses the start of the day, they can feel 
unsettled and embarrassed, miss vital work and important messages from their class teacher.  
 
 
How we manage lateness: 

• The school day starts at 8.45am for children in Year 6, Year 5, FS2 and FS1, and 8.55am for 
children in Year 4, Year 3, Year 2 and Year 1 when children can begin to come into school – 
siblings are able to join their brothers/sisters to arrive in school at the earlier time. 

• Registers close at 9.15am for children in Year 6, Year 5, FS2 and FS1 and at 9.25am for children 
in Year 4, Year 3, Year 2 and Year 1 - your child will receive a late mark ‘L’ if they are not in by 
that time.    

• Children arriving after 8.55am are required to come into school via the school office. The 
children must be accompanied by a parent/carer who must sign them into our electronic system 
(Inventry) and provide a reason for their lateness which is recorded. 

• At 9.15am for children in Year 6, Year 5, FS2 and FS1 and 9.25am for children in Year 4, Year 3, 
Year 2 and Year 1, the registers will be closed. In accordance with the Regulations, if your child 
arrives after that time, they will receive a mark that shows them to be on site - ‘U’, but this will 
not count as a present mark and it will mean they have an unauthorised absence. 

• The school may contact parents/carers regarding lateness. 

• From time to time a member of school staff will undertake a ‘Late Gate’ check, greeting late 
arrivals at the main entrance to the school. 

Unauthorised lateness could result in the school referring to the Local Authority for sanctions 
and/or legal proceedings.  If your child has a persistent late record, you will be asked to meet with 
our Education Welfare Officer (Anita Gray) and our Attendance Lead, but you can approach us at 
any time if you are having difficulties getting your child to school on time.  
 
 
PROMOTING GOOD AND EXCELLENT ATTENDANCE 
 
As a school we will encourage good and excellent attendance as this has a positive impact on the 
children’s learning and wellbeing. 
 
If you would like to discuss anything in this policy, please contact us at school to discuss further. 
Good attendance is everyone’s responsibility and working together means issues are identified and 
addressed quickly and effectively.  Good attendance means your child will have their best 
educational outcome.  
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APPENDIX  
 
Attendance and Absence Codes 
 

Code / \ Present at the school / = morning session \ = afternoon session 

Code L Late arrival before the register is closed 

Code K Attending education provision arranged by the local authority 

Code V Attending an educational visit or trip 

Code P Participating in a sporting activity 

Code W Attending work experience 

Code B Attending any other approved educational activity 

Code C1 
Leave of absence for the purpose of participating in a regulated performance or 
undertaking regulated employment abroad. 

Code M Leave of absence for the purpose of attending a medical or dental appointment 

Code J1 
Leave of absence for the purpose of attending an interview for employment or for 
admission to another educational institution 

Code S Leave of absence for the purpose of studying for a public examination 

Code X Non-compulsory school age pupil not required to attend school 

Code C2 Leave of absence for a compulsory school age pupil subject to a part-time timetable 

Code D Dual registered at another school 

Code C Leave of absence for exceptional circumstance 

Code T Parent travelling for occupational purposes 

Code R Religious observance 

Code I Illness (not medical or dental appointment) 

Code E Suspended or permanently excluded 

Code Q Unable to attend the school because of a lack of access arrangements 

Code Y1 Unable to attend due to transport normally provided not being available 

Code Y2 Unable to attend due to widespread disruption to travel 

Code Y3 Unable to attend due to part of the school premises being closed 

Code Y4 Unable to attend due to the whole school site being unexpectedly closed 

Code Y5 Unable to attend as pupil is in criminal justice detention 

Code Y6 Unable to attend in accordance with public health guidance or law 

Code Y7 Unable to attend because of any other unavoidable cause 

Code G Holiday not granted by the school 

Code N Reason for absence not yet established 

Code O Absent in other or unknown circumstances 

Code U Arrived in school after registration closed 

Code Z Prospective pupil not on admission register 

Code # Planned whole school closure 

 


