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Last year our attendance was 94%. This figure is below Local Authority and National results. 
We need this to improve. Low attendance impacts children but also the school as a whole. 

New Year, Fresh Start

We would like parents and carers to work with us to raise the attendance of children attending 
school. Ideally, everyone would have 100% attendance but realistically we are aware that there 
are some unavoidable circumstances such as illness. We would like all children’s attendance to 
be at least 97% or above. 

If your child is too ill to attend school, please contact the office by 8.45am, via Studybugs, to 
inform us they will be off and give a reason why. 

If your child is not in school when the register is taken, and you haven’t reported their illness via 
Studybugs, you will called ay 9.15am to ascertain the reason for their absence. If we can not 
make contact via email or phone, we may make home visits to ensure that everything is ok.

Let’s work together to improve attendance at Cottesmore St Mary Primary School.

Holidays in Term Time

We fully understand that it is cheaper to go on holiday during term time but, as a school, we can 
only authorise an absence during term time in exceptional circumstances.  A better deal or unable 
to take leave in holiday, is not deemed an exceptional circumstance.  If you need to take your child 
out of school during term time please complete our Leave of Absence Form – available from the 
school office.

The policy that we are required to follow notes that exceptional circumstances eg a funeral or 
wedding of an immediate family member will be considered but not automatically agreed. Please 
see our Attendance Policy for guidelines. In cases such as these, school’s are only able to authorise 
one day for the event and two days for travel either side (if overseas). 

The policy that we are required to follow notes that any holidays taken during school term time, 
over 3 consecutive days, will be referred to Brighton and Hove Attendance team for a fixed penalty 
fine. 

Penalty Notice Issued £60 per parent per child

Not paid by 22nd day of receipt £120 per parent per child

Not paid by 28th day of receipt Parents potentially prosecuted in court



Please don’t be Late

It is really important that your children are in school, on time, every day. Children who are 
regularly late can never recover certain essential parts of their school day such as settling down 
to get ready to learn, the lesson’s introduction, important announcements, discussions, 
questions, explanations and the thinking that makes learning come alive and gets them ready for 
the rest of the day.

Research shows that arriving late at school can be very disruptive for your child. It may make 
them feel awkward, especially when the lesson has to stop for them to enter. It may cause 
unnecessary worry that can affect them emotionally and socially. It can also stops the learning of 
others as the teacher may need to help settle the child. 

You may think that your child is only missing a few minutes in the morning but a pupil who is 10 
minutes late every day, will miss over 31 hours of teaching during the year. That’s a large number 
of teaching hours that cannot be replaced.

A reminder that children can enter the school via the Radinden Mannor Road or The Upper Drive 
gates from 8:35am with school starting at 8:45am. This means that all children must be in the 
school building by 8.45am. Doors to the main building will be closed at 8.45am as will gates. 

Teachers start morning work with the children at 8.35am until registers are taken at 8.45am and 
closed at 8.50am. 

The policy that we are required to follow notes that fixed penalty fines can be given when 
children are late for 6 sessions over a 6 week period. The office track all late arrivals to school and 
these are monitored alongside attendance. Letters will be issued in these instances. 

It is also important that parents are on time at the end of the day too. Pick up for all children is 
at 3.10pm.

If you are going to be late for pick up, due to exceptional circumstances, please contact the 
school office so we can let your child know. Parents who are persistently late for pick up will be 

referred to Anna Mullans to establish if further support is needed. . 



Attendance Letters

To help raise attendance back up to 96 /97%, we 
will review whole school attendance, including all 
the reasons for every absence, every fortnight 
(rather than every half term). We will contact, by 
letter, those parents whose child has an attendance 
level below 90%. Some families will receive a call 
alongside this. We aim to work with parents/carers 
to help improve a child’s attendance so that all can 
benefit from being in school regularly and 
achieving their full potential. If attendance remains 
below 90%, families will be required to attend a 
meeting at school. If you would like any support, 
please speak to Anna Mullans
annamullans@cottesmore.brighton-hove.sch.uk

Medical Appointments

The policy we follow, requests that, where possible, routine medical and dentist appointments are 
arranged outside school hours as these appointments will affect your child’s overall attendance.
We do understand that some appointments, such as hospital 
consultations, are not always possible outside of school hours. 
However, if your appointment time allows time for your child to come 
to school for registration and then leave later, this will have a positive 
impact on their attendance and is required. Likewise if they 
are able to be back in school after their appointment this will 
also have a positive impact and is also required.  
We require proof of any medical appointment made in the school day as well as reasons why it 
can’t be made out of school hours. This can be an email sent to the office for their records. You 
can anonymise the contents if sensitive. 

Attendance Impacts on Attainment

Research shows that not coming to school has an impact on the progress children are making in 
their learning.  By missing out on regular schooling some children are having to constantly try to 
play catch up.  Having chunks of knowledge missing can cause gaps in learning. For example, if 
they miss out on a lesson that explains fractions, it is likely that they may have increased 
challenge when they begin related calculations or involving fractions with different 
denominators

Help your child to be successful with their learning 
by sending them to school every day.

mailto:annamullans@cottesmore.brighton-hove.sch.uk


School Holiday Dates

Autumn Half Term: Monday 24th October to Friday 28th October
Christmas Holidays: Monday 19th December to Monday 2nd January
Spring Half Term: Monday 13th February to Friday 17th February
Easter Holidays: Monday 3rd April to Friday 14th April
May Day: Monday 1st May
Summer Half Term: Monday 29th May – Friday 2nd June
Summer Holidays: Monday 24th July – Friday 1st September

INSET Day #2:Thursday 20th October

INSET Day #3:Friday 21st October

INSET Day #4:Monday 20th February

INSET Day #5:Monday 17th April

Sickness 

We understand that children get ill and, in some cases, this may mean that they need to stay off 
school if they are not fit and well enough or, if the condition is contagious and medical advice is 
that they should not attend school. That said, we are aware that sometimes, children are missing 
school when they could be in the building.  The traffic light guidance below may help you decide 
if your child is well enough to come into school.
If your child has a regular, reoccurring medical issue, please let us know.  We are able to ask the 
school nurse to support your child’s medical needs which may also help to improve their 
attendance as well as their health. 

Please follow to link to the NHS website which gives further detail about 

specific illnesses and whether there is a need to keep your child off school. 

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school

https://www.nhs.uk/live-well/is-my-child-too-ill-for-school

