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MISSION STATEMENT 

 
At St. John Vianney Catholic Primary School we seek to ensure that all our pupils receive 

a full-time education which gives the best possible opportunities for each pupil to realise 

their true potential. 

 

We all strive to provide a welcoming, caring environment, in which each member of the 

school community feels wanted and secure. 

 

All our staff will work with pupils and their families to ensure each pupil attends school 

regularly and punctually. 

 

We will establish an effective system of incentives and rewards which acknowledges 

pupil’s efforts to improve their attendance and timekeeping.  We will challenge the 

behaviour of those pupils and parents who give low priority to attendance and 

punctuality. 

 

To meet these objectives, we will establish an effective and efficient system of 

communication with pupils, parents and appropriate agencies to provide mutual 

information, advice and support. 

 

 

WHOLE SCHOOL POLICY FOR SCHOOL ATTENDANCE 
 

Aims: 

 

1. To improve the overall percentage attendance of pupils at school. 
 

2. To make attendance and punctuality a priority for all those associated with the 

school including pupils, parents, teachers and governors. 
 

3. To develop a framework which defines agreed roles and responsibilities and 

promotes consistency in carrying out designated tasks. 
 

4. To provide support, advice and guidance to parents and pupils. 
 

5. To develop a systematic approach to gathering and analysing attendance-

related data. 
 

6. To further develop positive and consistent communications between home and 

school. 

 

 

Attendance Policy 
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7. To implement a system of rewards and sanctions. 
 

8. To promote effective partnerships with the Education Welfare Service and 

with other services and agencies. 
 

9. To recognise the needs of the individual pupil when planning re-integration 

following significant periods of absence. 

 

 

 

AIM No 1 
 

To improve the overall percentage attendance of pupils at school 

 

1. Apply Whole School Attendance Policy consistently. 
 

2. Establish and maintain a high profile for attendance and punctuality. 
 

3. Relate attendance issues directly to the school’s values, ethos and 

curriculum. 
 

4. Monitor progress in attendance in measurable outcomes. 

 

 

AIM No 2 
 

To make attendance and punctuality a priority for all those associated with the 

school including pupils, parents, teachers and governors 

 

1. Produce termly/annual reports to parents/governors. 
 

2. Hold induction evening for parents/pupils. 
 

3. Produce newsletters. 
 

4. Provide INSET training for appointed/promoted staff. 
 

5. Display materials at focal points – form rooms etc. 
 

6. Discuss attendance issues in Pastoral staff evaluation meetings and/or in 

relevant staff meetings (for example, attendance review meetings). 
 

7. Introduce reward systems, such as badges, trophies, certificates, 

chocolates, end of year prizes. 
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AIM No 3 
 

To develop a framework which defines agreed roles and responsibilities and 

promotes consistency in carrying out designated tasks 

 

1. Maintain unambiguous procedures for statutory registration. 
 

2. Make phone/letter contact, using designated school staff, on first day of 

absence. 
 

3. Ensure clearly defined late registration procedures. 
 

4. Respond swiftly to lateness (in respect of both pupils and parents). 
 

5. Appoint an Attendance Co-ordinator with appropriate time set aside. 
 

6. Define clearly the roles and responsibilities within the school staffing 

structure. 

 

7. Have clear procedures prior to referral to the Education Welfare Service. 
 

8. Review attendance regularly. 
 

9. Be familiar with the Education Welfare Service’s referral and recording 

system. 

 

 

 

AIM NO 4 
 

To provide support, advice and guidance to parents and pupils 

 

1. Highlight attendance in: 
 

• PSE 

• Assemblies 

• ‘Bully line’ 

• Staff available to talk to pupils 

• School counselor 

• ‘Mentors’ system 

• Making use of available resources 

• Homework clubs 

• Breakfast clubs 
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2. Set aside area/time for parents to speak to staff. 
 

3. Seek improved communication with parents, for example when parents ring in. 
 

4. Involve parents from earliest stage. 

 

 

AIM No 5 
 

To develop a systematic approach in gathering and analysing attendance related 

data 

 

1. Consider the advantages of computerised registration. 
 

2. Standardise recording of: 
 

• authorised/unauthorised absence (and to have decided after two weeks). 

• educational activity 

• presence 
 

3. Be consistent in collecting and providing information. 
 

4. Decide what information, if any, is provided for: 
 

• Governors 

• Pastoral staff 

• Other school staff 

• Parents 

• Pupils (individual or groups) 

• Education Welfare Service. 
 

5. Identify developing patterns of irregular attendance and lateness. 

 

 

AIM No 6 
 

To further develop positive and consistent communication between home and 

school 

 

1. Indicate first day absence contact. 
 

2. Make full use of computer generated letters, with stages and consequences 

(see example of letters). 
 

3. Promote expectation of absence letters/phone calls from parents. 
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4. Explore the wide range of opportunities for parental partnerships (see Aim 

2). 
 

5. Provide information in a user-friendly way (may include languages other 

than English and alternative formats such as braille, large print, audio 

cassette or signed interpretation). 
 

6. Encourage all parents into school. 

 

 

 

AIM No 7 
 

To implement a system of rewards and sanctions 

 

1. Identify finance for a system of rewards. 
 

2. Actively promote attendance, associated rewards and effective sanctions. 
 

3. Ensure fair and consistent implementation. 
 

4. Involve pupils in system evaluation. 
 

5. Make use of imaginative and immediate sanctions. 
 

6. Take action which accords with objectives agreed between school and others, 

for example Pastoral, Parent, Behaviour Support Service. 

 

 

 

AIM No 8 
 

To promote effective partnerships with the Education Welfare Service and with 

other services and agencies 

 

1. Designated key staff for liaison with Education Welfare Service and other 

agencies. 
 

2. Give priority to timetabled meetings with Education Welfare Service. 
 

3. Carry out initial enquiries/intervention prior to referral. 
 

4. Gather and record relevant information to assist completion of Education 

Welfare Service referral. 
 

5. Hold termly attendance review with key school staff and Education Welfare 

Service. 
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6. Arrange multi-agency liaison meetings as appropriate. 
 

7. Establish and maintain list of named contact within the local community, for 

example community police contact officer. 
 

8. Encourage active involvement of other services and agencies in the life of the 

school. 
 

9. Develop understanding of agency constraints and operating environments. 

 

 

 

AIM No 9 
 

To recognise the needs of the individual pupil when planning re-integration 

following significant periods of absence 

 

1 Be sensitive to the individual needs and circumstances of returning pupils. 
 

2. Inform all staff of the re-integration process and involve them in it. 
 

3. Provide opportunities for counseling and feedback. 
 

4. Consider peer support and mentoring. 
 

5. Involve parents as far as possible. 
 

6. Agree timescale for review of re-integration plan. 
 

7. Include relevant professionals, parents and pupil in re-integration plan. 

 

 

 

Schools should regularly review: 
 

• Curriculum support; 

• Differentiated learning provision; 

• Opportunities for pupils to evaluate their own learning targets; 

• Opportunities to encourage and acknowledge the contribution of all pupils. 

 

National research shows that when pupils are successful, they feel valued and are less 

likely to be absent from school or to truant internally. 

 

It is important to have integrated programmes in school which acknowledge the skills, 

efforts and qualities of every pupil into mainstream curriculum work, so that self-esteem 

and motivation is maintained at a high level. 
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Messages that pupils receive about themselves and their abilities have a significant 

impact, not only on their motivation, but also on attainment. 

 

Pupils who feel good about themselves perform better and enjoy coming to school. 

 

Schools should ask themselves: 

 

• Does classroom practice overtly value individuals? 

• Is co-operation encouraged? 

• Is self-esteem promoted? 

• Are there opportunities for communication of feelings and needs? 

• Is there a positive and inclusive ethos? 

• Are staff aware of new techniques that will support classroom management? 

• Are teachers supportive of one another? 

• Is discussion of issues and difficulties perceived as a weekness? 

• Are resources available that reflect progressive techniques to support teachers in 

handling conflict within the classroom and the wider environment of the school 

community? 

• Is the curriculum relevant to the individual young person, enabling the young 

person to succeed? 

 

 

Integrating attendance issues into the curriculum has many benefits, especially when 

the work encourages pupils to take responsibility and is lined to incentive schemes. 

 

For example it can: 

 

• Raise the profile of attendance; 

• Help to identify issues for pupils and staff; 

• Provide important feedback; 

• Encourage the development of new strategies to address attendance issues; 

• Improve attendance; and 

• Lead to quality development in other areas of school life. 

 

 

Home School Contracts 

 

A Home School Contract is distributed to both parents and pupils to remind them of the 

importance of regular and punctual school attendance and the expectations that the school 

has regarding this.  The agreement should specify, and be part of induction to school 

process. 
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Parenting Contracts 

 

Section 19 of the Anti-Social Behaviour Act 2003 allows schools and Local Education 

Authorities to enter into voluntary ‘Parenting Contracts’ with parents when their child is 

truanting. 

 

A parent contact is a formal written agreement between a parent/carer and either the 

Governing Body of the school of the Local Education Authority.  The contact should 

contain: 

 

• A statement by the parent that they agree to comply for a specified period with the 

requirements specified in the contract; 

• A statement by the Governing Body or Local Education Authority agreeing to 

provide support to the parent for the purpose of complying with the contract; 

 

When deciding whether a parent contract may be useful, the Governing Body or Local 

Education Authority should consult with other agencies the family are involved with, to 

establish whether this will complement other work which is being undertaken.  They 

should also invite them to take part.  A parenting contract can work well alongside a 

Pastoral Support Plan.  Support for parents may include: 

 

• Family group conferencing; 

• Parenting classes; 

• Literacy Classes; 

• Specialist advice on subjects such as benefits/drugs/alcohol; 

• Help with transport to and from school. 

 

 

First day absence contact 

 

First day absence contact has consistently been shown to be the most effective initiative 

in reducing the length of absence and thereby reducing rates of absence. 

 

Systems that work well ensure information is gathered from the register and then passed 

to the person undertaking the contact swiftly.  Telephone contact is made by the parent as 

soon as possible.  If no contact then the secretary will phone. 

 

Consistency of such schemes is vital to ensure that the parents receive the message that 

the school is genuinely concerned, but also determined to respond firmly in cases of 

unauthorised absence. 
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The tone of the person ringing should be a balanced one, professional and approachable, 

while being able to express high expectations about regular attendance.  It is often useful 

to provide the ‘first day absence’ person with a crib sheet of what to say to the parent. 

 

It is helpful if the person undertaking the first day contact individually records details of 

each parental contact made and the reasons given for the pupil’s absence.  They can do 

this simply by recording the reason for absence on SIMS.  This information can be of use 

in both the school’s monitoring of pupil’s attendance and also evidence for the Education 

Welfare Service if there is a need to take legal action. 

 

You will need to consider and address the following issues before you implement a ‘First 

Day Absence’ contact: 

 

• The quality and training of the person undertaking the contact; 

• Support for the person contacting; 

• Protecting time for the task; 

• Methods of communication between the person and other school staff; 

• Access and the appropriateness of using community languages; 

• Secure and good record keeping. 

 

The Education Welfare Service will give you support in training the member of staff 

when you implement this scheme. 

 

There are a number of private companies that will undertake to telephone parents whose 

children are absent, for a competitive charge.  The school will still need to have an up to 

date, efficient system for identifying the absences and for identifying those parents who 

should not be contacted. 

 

As well as the reduced cost, there are other advantages of buying in a first day contact 

service: 

 

• An external person will not be distracted by parents on other issues. 

• It is dedicated to the task and, unlike the school office, the task cannot be given 

less priority. 

• A call from someone external to the school can be perceived as of greater 

importance. 

• A dedicated service can be tenacious in its efforts to contact parents. 
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Family Holidays 

 

Schools discourage family holidays in term time. 

 

Only the Headteacher can authorise absence.  It is therefore a school decision whether to 

give permission for any such holiday to be taken.  It is not a parental right. 

(Regulation 8 Education (Pupil Regulations) Regulations 1995) 

 

The maximum permitted time to be taken for an annual holiday is ten consecutive school 

days.  Only in exceptional circumstances should a pupil be granted more than ten days 

leave of absence in any school year.  This leave of absence relates to an annual holiday 

(singular) and not to a cumulative entitlement. 

(Regulation 8 Education (Pupil Regulations) Regulations 1995 section (3)(4) 

 

Consider each holiday request individually, giving attention to: 

• the time of year; 

• the length of the requested holiday; 

• how much this will disrupt the child’s education; and 

• the child’s overall pattern of attendance. 

 

Where you grant these holidays, enter the appropriate code in the register.  Categorise 

this as an authorised absence. 

 

If a pupil goes on holiday without seeking permission from the headteacher, record that 

absence as unauthorised.  If a parent takes a child on holiday after the school has refused 

the parent’s request, warn the parents in writing that you will not authorise the absence.  

In both of these circumstances, the Education Welfare Service will consider issuing a 

written warning or fixed penalty notice in accordance with the Bedfordshire Code of 

Conduct. 

 

A sample Holiday in Term Time Letter and Holiday in Term Time Application Forms are 

available for schools to use – see Sample Documents.  

 

 

Promoting and Rewarding Attendance 

 

It is important to promote and reward both regular, good school attendance and improved 

attendance.  It makes parents and pupils aware that the school takes this issue seriously, it 

supports those students who have high levels of attendance and it can act as an incentive 

to pupils with attendance difficulties. 

 

• Set challenging but achievable targets (related to what is achievable for the 

individual child). 
 

• Give recognition for improvement as well as achievement. 
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• Provide differentiated rewards (100% attendance should attract a greater reward 

than improved attendance). 
 

• Avoid undermining rewards by creating disincentives or resentments. 
 

• Make sure there is positive commitment from those undertaking the rewarding. 
 

• Make sure that pupils and parents have clearly understood the attendance needed 

to achieve a reward. 
 

• Appoint a member of staff with responsibility to ensure that awards and 

certificates are available. 

 

 

Some attendance reward schemes can work against themselves.  If rewards are given only 

for 100% attendance, a child who misses only one period has nothing to work for and 

therefore little incentive to improve. 

 

Attendance targets need to be realistic, taking into account the pupil’s past attendance 

pattern and – if undertaken on a class or year group – their recent attendance patterns. 

 

Children whose attendance is regular need to have this acknowledged and rewarded, but 

equally children with poor attendance need to be encouraged to improve.  Consider two 

levels of rewards; one level for the best attendance and punctuality and the other for the 

most improved attendance by individual, class group and house or year group. 

 

Consulting with pupils about the nature of rewards ensures that they will be both relevant 

and motivating. 

 

Targets and rewards are only as effective as the person implementing them.  Pupils need 

positive encouragement and rewards systems should be affirming.  Encouragement to try 

harder is more effective than a negative reminding of failure. 

 

The benefits for individual pupils of a well run incentive scheme are that: 
 

• Pupils know that school recognizes and appreciates their efforts; and  

• Pupils of all abilities can gain awards. 

 

Incentives can include: 

 

• Certificates for good attendance (see Sample Documents); 

• Letters of congratulations to parents with details of pupil’s attendance; 

• Weekly ‘100%’ stickers placed in pupil’s homework diary or personal organiser; 

• Pens, school plaques, key rings, school mugs or diaries; 

• Praise from senior members of staff; 
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Benefits for groups of a well run scheme can result in: 

 

• Positive peer group pressure (if carefully promoted); 

• Group solidarity; and 

• Better awareness of the value of good attendance throughout the school. 

 

Incentives can include: 

 

• Having the highest attendance rate displayed in the school or publishing them in 

the school newsletters; 

• Trophies for class or tutor groups each week or month; 

• Educational trips; 

• Recreational trips; and 

• Free non-uniform day 

 

 

 

Systems 

 
• Late on the gate.  Pastoral Manager on the school gate for two weeks to inquire 

why children are late. 

 

 

Early Bird Scheme 

 

Each morning, for one week, every child who attends school on time receives an ‘Early 

Bird’ sticker from the form tutor.  At the end of the week each child who has received 5 

stickers is then presented with an ‘Early Bird Certificate’ by the Headteacher  in a school 

assembly.  This scheme works best with lower school children. 

 

 

Anti-bullying policies and procedures 

 

Schools must have a policy to prevent all forms of bullying.  Challenging bullying 

effectively will improve the safety and happiness of pupils, show that the school cares 

and make clear to bullies that their behaviour is unacceptable. 

 

Headteachers need to ensure that the policy complies with the Human Rights Act 1998 

and the Race Relations Amendment Act 2000. 

 

The policy needs to set out strategies to be followed and backed up by systems to ensure 

effective: 
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• implementation; 

• monitoring; and 

• review. 

 

The policy will only be effective if everybody in the school has discussed and 

understands the problem of bullying and has agreed on what is good and bad practice. 

 

Senior management should give a clear lead, so that staff know what to do when an 

incident is reported.  They should ensure that the policy is consistently followed. 

 

Monitoring by a key member of staff identifies whether or not the policy is really 

effective. 

 

It is important to review and update it at least annually, taking into account feedback 

from staff, families, pupils and governors. 

 

A good way to monitor how effective your policy is, is to undertake an anonymous 

questionnaire with pupils about bullying issues within the school.  You can then evaluate 

this and make any changes to policy and practice that are needed. 

 

To identify ‘high risk’ areas within the school, pupils can be given a map of the school 

site and asked to highlight areas where bullying occurs.  Alternatively pupils can sort 

photographs of locations within the school into ‘safe’ and ‘unsafe’ places.  Staff should 

then patrol the unsafe places regularly. 

 

 

Useful ways to address bullying can include: 

 

• circle time; 

• buddy systems; 

• peer mediation; 

• adult mediation; 

• counseling; 

• assertiveness training for pupils who have been bullied. 

 

Where pupils who bully do not respond to preventative measures taken by the school, the 

following sanctions, when applied fairly and consistently, may help: 

 

• removal from the class group; 

• withdrawal of break and lunchtime privileges; 

• detention; 

• withholding participation in any school trip or sports event that is not an essential 

part of the curriculum; or 

• fixed period exclusion. 
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Where serious violence is involved, permanent exclusion may be the only option 

available to the Headteacher. 

 

Parents may contact schools, often in distress, to report that their child has been bullied.  

Always take their concerns seriously.  The first point of contact for the parents is likely to 

be the secretary or class teacher.  It is important that these staff know the policy and 

where to refer the parent to. 

 

Some claims of bullying may turn out to be false or exaggerated.  However, whatever the 

victim’s previous history, all claims of bullying should be treated seriously and not 

dismissed without further enquiries being made. 

 

Playground Policies 
 

These can help with managing pupil behaviour during break and lunchtimes.  They 

should give clear guidelines for both staff and pupils containing the following 

information: 

 

• how suspected problems should be dealt with and investigated; 

• what is/is not acceptable playground behaviour; 

• a clear definition of roles and responsibilities between teachers and lunchtime 

supervisors; 

• rewards and sanctions available to staff that support behaviour management. 
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