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PRIMARY SCHOOL

Headteacher: Ms Burman

Dear Parent/Carers

At Whitefriars Primary School we are committed to providing a full education to all. We encourage our
children to strive for excellence. For a child to reach their full educational achievement, a high level of
attendance is essential.

Now that your child is statutory school age, they are legally required to attend school and have good
attendance. We work closely with families to ensure that their children maintain good attendance to
enable them to achieve their full potential. We understand that some children have ongoing medical

conditions and we will work with families on an individual basis.

We follow a process at the school, which we use to improve attendance. The steps below are used when
working with and informing parents of children’s attendance.

Letter 1: Parents are informed by letter to let them know if their child’s attendance is beginning to fall to a
concerning level.

If attendance continues to fall:
Letter 2: Families are offered support from the Parent Support Advisor to try to improve attendance.
If attendance continues to fall:

Letter 3: Parents are invited in to school to attend a meeting with a member of the Senior Leadership
Team and the Parent Support Advisor to discuss attendance and to set a target for improvement.

If attendance continues to fall:

Letter 4: Referral to the Education Inclusion Partnership for a possible Fixed Penalty Notice.

We wish to work in partnership with parents and carers. We are seeking your full support in ensuring that
your child attends the school every day and on time. We are always pleased to work together with
parents/carers in resolving any difficulties but we are also committed to improving attendance levels at

Whitefriars Primary School.

There are a number of important steps that you can take to ensure your child maintains a high level of
attendance:

» Ensure your child attends every day, on time, equipped and ready to learn.
» Ensure the school has up to date addresses and telephone numbers. We will contact you by telephone or by

letter if your child is absent and you have not contacted the school. This ensures that we can contact you
about your child, and contact you in an emergency situation.
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> If your child is ill, contact the school. Please make sure you phone the school every day your child is absent.

> If no contact is received regarding the absence, it is recorded as unauthorised. Ultimately, the school is
responsible for deciding if the absence is acceptable or not. Only genuine absence will be authorised. You
will be asked to provide medical certificates if your child has a poor attendance record.

» Ensure that medical appointments are made outside of school time. If this is not possible, your child needs
to register at the school before they are taken to the medical appointment. We might need to see medical
evidence upon return.

» Avoid trivial absence such as, ‘buying new shoes’. This would not be accepted as a reasonable absence.

» Holidays should not be taken in school time. Holidays will not be authorised during term time, and may
result in a fixed penalty notice.

> Respond to school letters or telephone calls regarding attendance and punctuality.

> Speak to your child’s Class Teacher or the Parent Support Advisor if you are experiencing difficulty in getting
your child into the school.

Thank you for working in partnership with us to achieve the highest possible levels of attendance and
punctuality at Whitefriars Primary School. If you would like to speak with our Parent Support Advisor, then
please call the Infant School office and ask for Louise Parrott alternatively by email on
Iparrott@whitefriarsprimary.co.uk

Yours sincerely
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Ms. Lucy Burman
Headteacher
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