
 
 

Dear Parents and Carers 
 
I have now settled into my role as the Attendance Officer at Howletch Lane Primary and would like 
to take the opportunity to introduce myself and inform you where I believe the school can improve 
general attendance. 
 

Firstly, I would like to address last year’s attendance 2018-2019:   
The average school attendance was 95.4% and 230 of our pupils were at the expected level of 
96%.   
37 of our children had attendance of 90% or less.   
Almost half of all absence was unauthorised, e.g holiday taken in term time, no reason given. 
Only 23 of our children had 100% attendance - well done to those children. 
 

As you can see, there is still a lot of room for improvement.  I have already been shocked this last 
month to see how many requests for leave of absence have been submitted for holidays this term.  I 
know taking family holidays in the school holiday period is not always possible or can be very 
expensive but please be aware that if your child has 7 or more days of unauthorised absence in a 
12 week rolling period, you WILL be referred to the local authority’s Attendance Improvement 
Team who will issue you with a fixed penalty notice and probable fine.  There have also been a 
couple of recent examples of holidays being taken without submitting a leave of absence form.  
These absences will still be recorded as unauthorised and submitted to the AIT. 
 

I really hope the positive figures increase this year and I will be contacting many of you to try to 
help you improve your child’s attendance.  Please let me know if I can help you in anyway.  I am in 
school every Wednesday and am more than happy to meet with you. 
 

Please remember to phone the school on the first day of absence and to keep the school informed 
with ongoing absences.  You will be contacted by telephone if no contact is made. If no reason is 
provided for absence, it will result in an unauthorised absence mark.   
 

If you are asked to provide medical evidence for appointments or absences then please do so 
because if this information isn’t received, it will result in an unauthorised absence mark. 
  
Lateness also affects attendance so please ensure your children are here for the start of the day at 
9:00 am.  Children arriving after the close of registration at 9:15 will be marked absent. 
 

I look forward to meeting you all in due course. 
 
Kind regards 
 

Natalie Reay 
Attendance Officer 
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