St Francis Attendance Policy- Quick Guide for Parents

Our Vision for Attendance. At St Francis CofE Primary School, we believe that excellent attendance is
fundamental to every child’s success, we believe every day in school matters. We strive to create an environment where
all children feel welcomed, valued and a deep sense of belonging, supported by staff who know them well. We aim to
work in partnership with families to remove barriers to attendance, intervening early and offering tailored support if
necessary. Our clear and consistent expectations help every child and their family understand the importance of
attending school every day. We celebrate regular attendance as a shared achievement, recognising the effort of pupils
and families alike. Guided by the 5 Foundations of Effective Attendance Practice, we are dedicated to ensuring that
every child is present, engaged, and ready to learn because every day of learning is important.

The name and contact details of the school staff member pupils and parents should contact about attendance on a
day-to-day basis is:

Name:

Sue Hooker (Monday-Thursday) or Rachel Hinton (Friday)

Telephone number 01865 468190

Email address

Susan.hooker@st-francis.oxon.sch.uk
office@st-francis.oxon.sch.uk

You can support your child to have excellent attendance by taking these steps:

Ensure your child arrives on time for school every day and is ready to learn. Arriving after registration is
recorded as an unauthorised absence. Pupils must be in school by 8.45am.

Do not take holidays during term time.

If your child appears to be only slightly ill, send them to school. We have staff who will contact you if their
condition deteriorates.

Book any medical appointments outside of school hours. If this is unavoidable, please book for as late in the
afternoon as possible and inform the school of appointments in advance. We expect your child to be in before
and after the appointment takes place.

Supply a copy of the appointment card or hospital letter if your child has an appointment during school hours.

If your child becomes reluctant to go to school or you need help, please contact the school immediately; we are more
likely to be able to work together to solve any problems if we act early.

Excellent -children are accessing all learning opportunities

Good - Very few learning opportunities are missed

Risk of underachievement
aa.055 | Upto8schooldaysabsentin anacademic year

High risk of underachievement
Up to 10 school days absent in an academic year

Severe risk of underachievement
Upwards of 15 school days absent in the academic year

Extreme risk of underachievement
Upwards of 19 school days absent in the academic year
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‘On the day’ absences: what should | do if my child is not “fit *to go into school?
On each day your child is unfit to come to school, please report this absence by phone or email to ether Sue Hooker or
the school office by 9am to let us know or communicate with us via the MCAS App. In the message you must leave
your child’s full name, class and give the specific reason for absence. The information you give will be recorded on our
official register.

Leave of Absence
There may be exceptional circumstances where you need to request a leave of absence for your child. The request
should be submitted in advance of the leave of absence, via the school office. You will receive a response in writing.

Punctuality
Pupils are expected to arrive on time for school in the morning. Your child is late to school if they are not on
site in the appropriate entry area by 8.45am.
The Government remains very clear that no child should miss school apart from in exceptional circumstances
and schools must continue to take steps to reduce absence to support children’s attainment. | hope we can
count on your support in this matter.
Please contact Sue Hooker or a member of the leadership team if you require any support with ensuring your
child’s regular school attendance.

Senior Attendance Champion — the senior
leader responsible for the strategic approach
to attendance in our school

Simon Bushell

headteacher@st-
francis.oxon.sch.uk

To report your child’s absence daily please
contact our Attendance Officer or
Administrator

Sue Hooker or Rachel Hinten

Susan.hooker@st-
francis.oxon.sch.uk
offic@st-francis.oxon.sch.uk

Contact Sue Hooker for more detailed
support on attendance.

Sue Hooker
(Mon-Thurs)

Susan.hooker@st-
francis.oxon.sch.uk

Escalated Approach to Attendance

St Francis is a place
where every child
belongs. We create
welcoming
environments to allow
all children to gain a
sense of belonging and
ultimately achieve
academically through
regular school
attendance.

Concerning levels of
child absence.

Internal monitoring
and communication
with parents.
Stage 1 letter may be
sent to parents.
Early intervention
considered as a
preventative measure.
Possible early help
support offered.

Serious concerns
regarding attendance.
Stage 2 letter may be
sent to parents.
Meeting with
Attendance Leader.
Explore barriers and
implement a
programme to remove
barriers.
Early help support
reviewed or offered.

The child is a high risk
of Persistent Absence.
Stage 3 letter may be
sent to parents.
Attendance Leader
meeting with parents.
Review of early help
and intervention
programmes.
Consider the support of
external services.

The child is at serious
risk of Persistent
Absence.

Formal warning notice

may be sent to parents.

Continued internal and
external programmes
of support.

Parenting contract or
supervision order
considered at this

stage.

A multi-disciplinary
approach to be
considered and

offered.

The school will work
closely with the LA.

All avenues have been
exhausted and support
is not working or not
being
engaged with. The
school will
now enforce
attendance through
statutory intervention
or prosecution to
protect
the pupil’s right to an
education.

All support, and offer
of support, to be
reviewed.

Continued support of
the child and family.

The child is now
considered a
Persistently Absent
child.

Persistent Absence is
when a pupil
enrolment’s overall
absence equates to 10
per cent or more of
their possible sessions.

Over an academic year
this equates to 19 days.

At this stage the child
will be PA for the
remainder of the

school year.

Safeguarding referrals

at this stage can be
made.
The child and family
will continue to be
supported.
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Appendix 1 - Penalty Notice for Term Time Holiday Letter
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St. Francis C.E. Primary School, Horspath Road, Cowley, Oxford OX4 2QT
Co-Headteachers: Mrs Fleur Belcher & Mr Simon Bushell

Telephone: (01865) 468190
Web site: www.st-francis.oxon.sch.uk
E-mail: office.3253@st-francis.oxon.sch.uk

Dear parent/carer

Re. PENALTY NOTICES FOR TERM-TIME HOLIDAYS — 2026-2027

St Francis CE Primary School is committed to ensuring that your child receives the best possible education to best
prepare them for the next stage of their life. Each school day is carefully planned, and each lesson informs a wider
programme of learning. Therefore, every lesson really does count. Your child is a valued member of our school
community and every day missed is a day lost without them.

Itis the policy of this school not to authorise absence for holidays during term-time. While advance permission can be
given in exceptional circumstances, this is rare and can only be granted by me in my capacity as Head Teacher. Any
such request should be addressed to me in writing before the holiday is taken and you should not assume that
permission will be granted.

If a term-time holiday is taken without permission, the absence will be recorded as unauthorised, and a referral may
be made to the County Attendance Team. This may result in the issue of an Education Penalty Notice under section
444A Education Act 1996 in respect of each absent child, to each parent/carer. Penalty notices are intended as an
alternative to prosecution.

The first Penalty Notice is a charge of £80 per parent per child if paid within 21 days of receipt of the notice, increasing
to £160 if paid between day 21 and day 28. Where it is deemed appropriate to issue a second Penalty Notice to the
same parent for the same child within 3 years of the first notice, the second notice is charged at a flat rate of £160 if
paid within 28 days. If the penalty is not paid in full within 28 days, the usual consequence is a Magistrates’ Court
prosecution for the underlying section 444(1) Education Act 1996 offence of failure to secure regular school
attendance. A third Penalty Notice cannot be issued to the same parent for the same child within 3 years of the first
notice, and so in cases where the national threshold is met for a third or subsequent time another action will be taken
instead, which may include the local authority considering prosecution.

If further instances of unauthorised absence occur despite a penalty notice having previously been issued, or if the
child’s attendance is a wider matter of concern, the local authority may consider prosecution in any event.

Yours sincerely

\ P

Fleur Belcher & Simon Bushell
Co-Headteachers
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