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Vision Statement 

St. Joseph’s provides a small, caring, nurturing Catholic environment where all pupils 
receive encouragement and guidance to develop their abilities and talents to the full; 
reflecting our Mission statement, “One Family, Many Gifts”, whilst living out the Gospel 
Values.  
 
We aim to create an inclusive environment where pupils are encouraged to form 
healthy relationships, be happy, literate, numerate and digitally competent, creative, 
confident and resilient learners; proud of their Welsh heritage. We challenge our pupils 
to reach their full potential, equipping them with the skills necessary to continue on their 
journey of life-long learning and to leave our school with happy memories of their 
formative years. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Attendance Policy 

 
In compliance with Welsh Office Guidance on school attendance – March 1999 

 

The Law states, 

Where children are of compulsory school age (5-16) are registered at school, the law says they 

should attend regularly. 

 

In order to encourage maximum attendance levels, both staff and pupils need to work within a 

framework of good practice that both supports and helps to motivate pupils. The Governing 

Body of St Joseph’s Primary school follow the All Wales Attendance Framework. ( See 

appendix 1) 

 

At St Joseph’s Primary School, we believe that regular and punctual attendance at school is a 

vital part of a child’s development. We are committed to promoting high levels of attendance  

and punctuality. 

 

Aims: 

 To strive for attendance levels of 95% and above. 

 To provide a structure for action. 

 To ensure a consistent and systematic approach to dealing with attendance, non-

attendance and punctuality. 

 To liase regularly with the Education Welfare Officer (EWO). 

 To give clear policy to pupils, parents and others. 

 To offer security to newcomers. 

 To enable people to share best practice. 

 To enable the school to review practice. 

 

Roles: 

The Headteacher has overall responsibility for monitoring the procedures and ensuring high 

levels of attendance. All staff have the responsibility of promoting high levels of attendance and 

monitoring the levels of attendance of their individual classes. Staff, including non-teaching 

staff, are also responsible for receiving explanations for absences. These may be in written or in 

verbal form from a responsible adult. Messages must be given to the class teacher. Should any 

member of staff take a message over the telephone they must inform the relevant class teacher. 

Where staff doubt the reasons given for a child’s absence they should inform the Headteacher 

who will decide whether to authorise the absence. Should no explanation be given for absence 

the school’s standard absence form will be sent home for the parent/guardian to complete. 

(Appendix 2) 

 

Parent Support: 

The role of the parent/guardian in supporting the school’s efforts in securing high levels of 

attendance is critical. At St Joseph’s Catholic Primary School we aim to maintain close, 

effective and positive links with our parents and ensure they are contacted at an early stage to 

deal with unexplained absences of their child. The school’s policy is explained by the 

Headteacher to the parents of the Nursery and at a formal meeting with parents on entry to the 

Reception class.  

 



Early intervention is crucial. Parents and pupils need to know from day one the importance of 

regular and punctual attendance and proper behaviour. The message must be reinforced 

regularly in order to develop the right attitudes in pupils. 

 

SIMS.net electronic registers must show whether each pupil is present, engaged in an approved 

educational activity off site or absent. In addition where a pupil of compulsory school age is 

absent electronic registers must also show whether the absence was authorised by the school or 

unauthorised. 

 

Authorised absence means, either the school has given approval, or that a satisfactory 

explanation has been given afterwards.  Registers need to be up to date so that schools can 

account for all pupils particularly in an emergency.   

 

It is a legal obligation of all parents to ensure that their child attends school regularly and failure 

to do so could result in court proceedings being implemented against them. 

 

The school EWO visits the school every other week but is contacted immediately and informed 

of serious concerns and breaches of attendance. There is much we as a staff should do before 

involving EWOs in an attendance case. Normally, EWOs will look for evidence that the school 

itself has made an effort to address non-attendance through: 

 

 First Day Response is action by the School Administrator, as part of her day-to-day 

duties. 

 Involvement of others within the school eg. Headteacher or deputy Headteacher. 

 Contact with the parents. 

 

The point at which a school should make a formal referral to the EWO is when: 

 

 The All Wales Attendance Framework has been followed and there is still no 

improvement.( see appendix 1) 

 A pattern of irregular attendance is either continuing or worsening (sporadic days or 

blocks of absence). 

 Parents do not accept their responsibilities for ensuring the child attends school and are 

refusing to discuss ways of improving attendance with the school. 

 Condoned unjustified absence is increasingly a problem. 

 There are concerns involving the welfare of the children. 

 

First Day Response 
It is important that we emphasise the need for parents to inform us as soon as possible if their 

child will not be attending school on a particular day, in the same way that they would notify an 

employer of their non-attendance at work.  

 

The school operates a First Day Response service. This service asks the parents of the absent 

child to update the school immediately with a reason for absence. Where a pupil is categorised 

as Care and Support or on the Child Protection Register the school contacts their designated 

social worker on the morning of their first day of absence. 

 

However, any absences of more than three days will be followed up by a phone call the parents / 

carers to request an explanation a phone call from the school will activate a visit from the EWO. 

 

 

Family Holidays during Term Time 
Holidays during term time are not permitted and if taken, carry an unauthorised absence (G). 

 



 

 

 

 

 

 

Lateness: 
Late arrivals are actively discouraged and staff are alert to emerging patterns of latecomers. 

Keeping registers open all morning or afternoon is unacceptable. A period of 10 minutes 

maximum allowed for late attendees. All latecomers report to the main office on arrival and sign 

the late child in and reason for lateness. 

 

For registration to mean anything at all, a firm line must be taken on late arrivals. Where 

pupils miss the registration period and fail to provide an adequate explanation, parents 

will be contacted. If lateness continues the matter is referred to the Headteacher who holds 

a meeting with that parent. If the matter remains unresolved a second meeting is held, this 

time with the EWO in attendance. 

 

On the Mark Awards: 

The school actively promotes high attendance consistently throughout the school. An 

Attendance Cup and Alarm Clock are given to classes with the highest attendance and least 

“lates” on a weekly basis. This information is shared with parents / carers via the school website. 

 

Monitoring of Attendance: 

Attendance is closely monitored on a weekly basis. The school operates a traffic light system 

whereby pupils’ attendance is colour coded (see chart below). 

 
Green 95-100% 

Attendance 
Best chance of success Your child is taking full advantage of every 

learning opportunity. 

Blue 90-95% 
Attendance 

At least 2 weeks of 
learning missed 

Satisfactory.  Your child may have to spend 
time catching up with work. 

Yellow 85-90% 
Attendance 

At least 4 weeks of 
learning missed 

Your child may be at risk of underachieving and 
may need extra support from you to catch up 
with work. 

Red 80-85% 
Attendance 

At least 5 ½ weeks of 
learning missed 

Your child’s poor attendance has a significant 
impact on learning 

Red/Red/! 80% and 
below 

At least 7 ½ weeks of 
learning missed 

Your child is missing out on a broad and 
balanced education.  You are at risk of 
prosecution. 

 

 

A letter is sent out every half term to those parents whose child’s attendance is below 85%. If 

there is no improvement the following half term, a referral to the EWO will be made.    

 

It is the duty of the class teacher to identify pupils who have poor or worsening attendance or 

punctuality and ensure it is brought to the attention of the Headteacher or deputy Headteacher. 

 

Absences that are persistent through illness will require a medical certificate from the family 

doctor and/or may be referred to the chief medical officer. 

 

Unauthorised absence of an individual pupil, which brings the pupil’s attendance to below 

90% in any one term, or when unauthorised absence is due to a family holiday taken in 

term time, the Education (Penalty Notice) (Wales) Regulations gives the school the ability 

to request that the Local Authority (Education Welfare Service) consider issuing a Penalty 

Notice to a parent(s)/day to day carer of the named pupil.  This request, when made, will 

be in accordance with conditions laid down in the All Wales Attendance Framework. 



 

 

 

 

Promoting high levels of attendance: 
Pupils with full attendance for both a half and full term complete term receive a certificate in 

recognition and celebration of high attendance. Pupils with full attendance for the year receive a 

certificate and a small gift. 

 

The aim of this policy is to ensure that the school adheres to the education (pupils attendance 

Records) Regulations 1994 and Amendments 1995 and 1999 and, in so doing, actively 

encourages regular attendance on behalf of our pupils. 

 

The exact procedure for the keeping of attendance records is outlined in the attached copy of the 

regulations.  Some main principles and school guidelines are outlined below: 

 Electronic Sims registers must be completed at the beginning of each session. Along side 

this method of registering, the school also completes a Registration sheet known as a 

“Weekly Evacuation Checklist” in case of a need to evacuate the school building. 

 Pupils present are recorded with a present mark. 

  Lateness – registers will be closed within 10 minutes after the beginning of each session.  

Pupils arriving late during this period will be registered as late L but included in the 

present total on the register. Registers are to be updated with reasons for absence as soon 

as parents have informed the school. Parents are expected to inform the school verbally 

or in writing on the first day of absence and a record kept by the class teacher.  

Telephone messages are passed on to the class teacher. 

 To promote good attendance, Attendance Awards are presented half termly, termly and 

at the end of the school year.  Full attendance if a pupil is present all year (the only 

exceptions being medical appointments).  Full annual attendance is celebrated with a 

small presentation gift along with a certificate. 

 Should parents/guardians fail to provide a reason for absence following a First Day 

Response text then a referral should be made to the Headteacher who will then follow up 

the issue with the EWO who will visit the child’s home. 

 Where the child has been absent for 3 consecutive days and the school has not been 

informed of a reason for absence or school is unable to contact the parent/guardian, the 

Headteacher will then refer to the EWO. 

 Any concerns felt by the class teacher should be expressed to the Headteacher prior to 

the scheduled EWO visit (fortnightly). 

 An annual record of attendance will be made and percentages of unauthorised absences 

and total number of pupils recorded as being absent without authorisation for each year 

group retained. 
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APPENDIX 2 

 
ST JOSEPH'S RC PRIMARY SCHOOL 

Cook Rees Avenue 
Westernmoor 



NEATH 
SA11 1UR 

 
 
 
 
 
 
 
 
Dear                                       , 
 

Pupils Absence 

 

I note that your daughter/son, *******, was absent from school on the following date/dates:- 

 

 

 

Would you please indicate below the reason for absence and return this letter to school. 
(Please tick) 

 Unwell 

 Holiday 

 Doctor/Dentist/Hospital Appointment (please delete as appropriate) 

 Other (Please specify)…………………………………………………. 

 

Signed Parent/Guardian…………………………………………………… 

 

Yours Sincerely 

 

 

 

 

 

Mrs C. Dineen 

Headteacher 
 
 

 
 
 
 
 
 
 
Appendix 3 

 

ST JOSEPH'S CATHOLIC PRIMARY SCHOOL 



YSGOL GATHOLIG SAN JOSEFF 
 

Cook Rees Avenue 
Westernmoor 

NEATH 
SA11 1UR 

 
Tel: 01639 635099 

 

“One Family ………..Many Gifts” 

“Un Teulu ……. Anrhegion Di-ri” 

 

 

 
Dear (Parent Name) 

 

As a school we are concerned about (Pupil Name’s) attendance which is currently ……%.  

Unfortunately, this falls below our schools target of ……% per pupil.  As you will be aware, 

there is a clear link between poor attendance at school and lower academic achievement.  As a 

school we would like to support you in ensuring that your child’s attendance improves. 

An improvement in attendance will mean that your child is receiving the teaching and learning 

which gives them a greater chance of reaching their potential and achieving success. 

On the days when your child may be feeling unwell, please ensure that you contact the school on 

the number above to inform us of the absence and if you have any medical evidence to support 

that absence then please show it at the school. 

We know that you value (Pupil Name)’s education and will work with us as a school to improve 

(his/her) attendance.  If you wish to discuss this further, please do not hesitate to contact us. 

 

 

Yours sincerely, 

 

 

 

Mrs C Dineen 

Headteacher 

 

    



 

 

 

 

 

 

 

 

 

                                                                             

 
 

 

                                               

Appendix 4 

ST JOSEPH'S CATHOLIC PRIMARY SCHOOL 
YSGOL GATHOLIG SAN JOSEFF 

 

Cook Rees Avenue 
Westernmoor 

NEATH 
SA11 1UR 

 
Tel: 01639 635099 

 

“One Family ………..Many Gifts” 

“Un Teulu ……. Anrhegion Di-ri” 

    

 

 
Dear (Parent Name) 

 

Staff at (SCHOOL NAME) are concerned about (PUPIL NAME)’s attendance which 

currently stands at …..%. 

 

Attendance is essential in order to maximise your child’s education.  Both the school 

and Local Authority has a strict policy on attendance and, as such the school is 

required to monitor (PUPIL NAME) closely over the next two weeks.  If there is no 

improvement in (PUPIL)’s attendance, we will have no option but to arrange for you 

to attend a meeting at the school. 

 

If there are specific issues preventing your child from attending school regularly and 

you would like to discuss these further, please do not hesitate to contact the school. 

 

We look forward to working with you and your child to help improve their 

attendance. 

 

 

Yours sincerely, 

 

 

 

Mrs C Dineen 

Headteacher 

 
 


