
THE SAINT JOHN HENRY NEWMAN 
CATHOLIC SCHOOL 

Attendance Policy 

The Saint John Henry Newman Catholic School recognises the clear link between 
attendance and attainment and attendance and safeguarding.  Pupils and 
students are expected to attend at all times.  Parents are asked to inform the 
school if their child is absent. They must contact the school by telephone or e-
mail on the first day of absence with an explanation.  Sixth Form students are 
able to telephone or e-mail the school themselves.  Any letters or notes from 
parents must be passed to the Attendance Officer. 

Staff need to be familiar with the School Attendance Policy which encompasses 
statutory requirements placed on all teaching staff.  In particular, staff must note 
the information concerning authorised and unauthorised absences. 

Our attendance officer operates a 'first day response' system and contacts 
parents and guardians on the morning of any unexplained absences.   

The School Attendance Policy 

Under section 36 of the Education Act 1944, parents* of children of compulsory 
school age are required to ensure that they receive efficient full-time education. 
Parents are thus primarily responsible for ensuring that children attend, and stay 
at, school.  It is the responsibility of the school to support attendance and to take 
seriously problems which may lead to non-attendance.  There is a risk of 
prosecution if parents fail in their duty to send their children to school regularly. 

* 'Parent' in relation to a pupil at a school also includes any person
a) who is not his/her parent but who has parental responsibility for him/her,
or
b) who has care of him/her.

It is the parents' responsibility to inform school of the reason for a child's 
absence as soon as possible - parental contact on the first day of absence should 
be the normal expectation - and to provide the required further information. 

A parent may inform school of an absence by letter if in advance, or by telephone. 
If a telephone message is received, the pupil is NOT expected to bring in a note 
when returning to school.  Where a child is ill the school should be notified of the 
nature of the illness and, when this can be predicted, the date the child is 
expected to return to school. 

Under section 199 of the Education Act 1993, the parent of a child of compulsory 
school age registered at a school and failing to attend regularly is guilty of an 



offence punishable in law.  An offence is not, however, committed if it can be 
demonstrated that: 
 

• the pupil was absent with leave (defined as leave granted by any person 
authorised to do so by the Governing Body); 

• the pupil was ill or prevented from attending by any unavoidable 
cause; 
• the absence occurred on a day exclusively set aside for religious 

observance by the religious body to which the pupil's parent belongs; 
• the school at which the child is a registered pupil is not within 

walking distance of the child's home (defined in section 199(5) of the 
Education Act 1993 as being two miles for a child under the age of 
eight, and three miles for children who have attained the age of eight, 
measured by the nearest available route) and that no suitable 
arrangements have been made by the local education authority or the 
funding authority for any of the following: 

 

i)  the child's transport to and from school 
ii)  boarding accommodation for the child at or near the school, and 
iii) enabling the child to become a registered pupil at a school nearer to his or 
her home. 
 

Only the school, within the context of the law, can approve absence, not 
parents.  The school does not have to accept the parent's explanation for 
absence, if there are doubts it must be recorded as unauthorised.  Schools may 
authorise absence retrospectively where they are satisfied with the explanation 
offered. 
 

Examples of what Constitutes Authorised and Unauthorised Absence 
 

Authorised 
• Illness, medical and dental appointments.  (Dental appointments should, if 

possible, be made out of school time.) 
• Special occasions - but only if a truly exceptional occasion. 
• Family bereavements - for an agreed period. 
• Days of religious observance. 
• Interviews for employment, higher education, for another school - the 

pupil is expected to return promptly, or attend school in the morning if 
the interview is local and in the afternoon. 

• Approved public performances, and approved off-site activities (e.g. 
music examination, special tuition). 

• Exclusions. 
• Study leave. 
• Attending a Pupil Referral Unit. 
 

Unauthorised 
• Lateness - unless adequate explanation is provided. 
• Minding house/looking after siblings - unless there are exceptional 
circumstances. 
• Shopping during school hours. 
 



Planned Absence during Term Time 
 

 A leave of absence may be accepted as an authorised absence, but only in 
exceptional circumstances.  Parents are asked to write to the Headteacher 
should they wish their child to be absent from school  due to an exceptional 
circumstance.  Failure to do this will result in an unauthorised absence. 
 

School Leaving Date 
The official leaving date for 16 year olds is the last Friday in June. 
 

It is important that both pupils and parents realise how much we value 
good attendance and punctuality. 
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