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1. PRINCIPLES AND CONTEXT 

 

At St Mary’s and St John’s CE School, so that all pupils are able to excel, we aim to provide a high quality 

education in a safe, nurturing environment. An integral part of this is to develop in our pupils positive 

feelings about education and an awareness of, and responsible attitude to, the value of good attendance 

and punctuality. It is in the best interests of every pupil to attend school regularly and punctually in order to 

make the most of every opportunity that school presents. It should be noted that all the evidence proves 

that pupils who have the best attendance attain at least expected or better progress. This policy should 

ensure that any case of non-attendance will be dealt with fairly, consistently and equitably. 

 

• Children who are frequently absent from school for whatever reason are disadvantaged in their learning. 

• Children who do not want to be at school may not only be disaffected themselves but may also have an 

effect on other children, not only in terms of their learning but in their attitude to school. 

• Some children may want to be at school but are prevented from attending through home circumstances. 

• Irregular attendance and lateness may not only affect the educational process but may also indicate that 

a child might be at risk. 

 

2. Introduction 

 

2.1 The importance of regular school attendance 

Regular school attendance is crucial to a student’s performance. It is essential that a school does all it can to 

maximise attendance rates. This is a key task for ALL staff. The School’s commitment is to do all that we can 

to reach attendance figures of 100%. The governors’ targets are to have a minimum of 96% attendance, and 

Barnet schools with similar demographics to us have attendance of over 98%; there seems no reason why 

SMSJ cannot match this. 

 

 

 



2.2 Roles and Responsibilities 

Parents 

 

Parents of children of compulsory school age have a legal duty to ensure that their child receives efficient 

full-time education, usually through regular school attendance. They should see themselves as partners with 

the school in their child’s education and they are responsible for ensuring that: 

• their child(ren) attends and stays at school 

• their child(ren) arrives on time 

• the child(ren) is properly dressed and in a condition to learn 

• they support their child(ren) in observing and following the school behaviour policy 

• they instil in their child(ren) a respect for education and those who deliver it 

• they have a duty to inform the school of their child(ren)’s absence 

 

School 

The School has a responsibility to maximise attendance and to investigate any periods of absence. If the 

School has not been notified, parents are contacted on the first day of absence if a child is not in school. 

Parents need to be aware of the school’s policy on attendance and the difference between authorised and 

unauthorised absence. The School should ensure that all staff follow agreed procedures for the recording 

and monitoring of levels of attendance. Annual attendance figures and levels of authorised and 

unauthorised absence are returned to the Local Authority and the Department for Education (DfE). These 

are reported to parents on the child’s reports. The school, through the Assistant Principal: Heads of Lower 

and Middle School work with the Education Welfare Service to ensure their statutory responsibilities are 

carried out. 

 

Registers 

Registers must be taken on SIMS during each AM & PM registration session and for Year 7 upwards at the 

beginning of each lesson. When initially taking registers, teachers must use either ‘/’ for present or ‘N’ for 

not present. If class teachers or Pastoral & Academic Mentors (PAMs) are unable to attend registration, it is 

their responsibility to inform the School ideally for planned absences. It is then the responsibility of the HoY 

to cover the session or arrange cover. If SIMS is not accessible, a paper register must be taken and 

transferred to SIMS at the earliest opportunity. 

 

3. Taking registers and clearing absences 

 

3.1 Using SIMS ‘In touch’ to clear absences 

If a pupil is not in school, it is the duty of their parents/guardians to telephone the school by 8.30am to 

explain the reason of absence. Before 10am each day, the attendance officer will: 

 Use SIMS to generate a list of pupils who have not been marked as present in morning registration 

or period 1 

 Remove from this list pupils whose parents have called the sick line to notify the school of their 

son/daughter’s absence 

 Operate SIMS ‘In touch’ to contact parents regarding the absence; this will contact the 

parents/guardians informing them that their son/daughter is missing  from school and asking them 

to contact school as a matter of urgency 

 



During the course of going through messages from parents of pupils who are absent from school, the 

Attendance Officer will ‘clear’ the absence by entering the relevant code in SIMS: 

 O Confirmed unauthorised absence/truancy 
 B Educated off-site 
 C Other authorised circumstances – only to be used by Assistant Principal or Principal  
 E Excluded from school 
 H Authorised holiday 
 G Unauthorised holiday 

 I  Illness 
 L Late to school 
 M Medical or dental appointment – only to be used by the Attendance Officer 
 P Approved sporting activity 
 R Day of religious observance 
 S Study leave 
 U Arrived after register closed 
 V Educational visit or sporting activity 
 W Work experience 
 Z Pupil not yet on roll 
 # School closed or staff training day 
 
For instance, if the Attendance Officer has received a message from X’s mother saying X has a hospital 

appointment that morning, the AO will mark X as I all morning on SIMS. The Attendance Officer will also add 

a comment giving details of the absence (e.g. “hospital appointment – fractured shoulder”). If X then brings 

in a medical note, the AO change this I to M on SIMS.  

 

3.2 Pupils arriving in school after the close of registration 

All pupils will enter via reception and be signed in.  

Lower School  

Pupils will be signed in the Late Book by a member of staff and marked in late. Records are kept of these 

figures. Parents will be informed via letter if this is becoming a consistent problem. Parents may be asked to 

come in and meet with Senior staff, the Principal and the Education Welfare Officer on some occasions. 

Middle School 

Pupils sign a late sheet explaining the reason for their lateness. As Year 7 and older pupils are independent 

travellers they must attend a compulsory breaktime time detention on the same day with the Attendance 

officer.  The Attendance Officer will mark them as L for morning registration, with a comment for the time 

arrived in school.  

 

3.3 Absence without explanation 

The Attendance Officer will monitor the list of pupils whose parents who have not responded to SIMS ‘In 

touch’ or a phone call home, and inform the Assistant Principal: Head of School if any pupil is on this list for 

two consecutive days (i.e. if a pupil has been absent for 2 days and their parents have failed to contact the 

school). The Assistant Principal: Head of School  will then refer this to the Education Welfare Officer for 

further investigation. 

 

 

 

 



4.  Authorised absence 

 

4.1 Scheduled appointments during lesson time 

When a Secondary phase student spends any time outside the classroom in an authorised meeting or 

activity (eg. meeting with a Learning Mentor, SEN intervention) the pupils must be marked in as absent on 

SIMS for that lesson. If a student has a Music lesson during a lesson it will be written into their planner and 

should be marked into the register on return to their lesson. 

 

4.2 Leaving the school premises 

Pupils in lower school and in Years 5 & 6 may not leave the site unless accompanied by an adult.  

No student in Years 7 – 9 may leave school premises during school hours without one of the following: 

a) a green medical slip signed by any member of the Pastoral Team. This can only be signed once verbal 

permission has been obtained from parents/guardians that the pupil is allowed to go home. The 

person signing the note amends the pupil’s marks on SIMS for the remainder of the day accordingly. 

b) a note from home that has been signed by the PAM. In this case the member of staff who has signed 

the note must amend the student’s marks on SIMS accordingly. For instance, if in morning 

registration a pupil shows their tutor a note for a medical appointment that afternoon, the tutor 

must input that student as ‘M’ on SIMS for that afternoon as soon as they have signed the note 

c) verbal permission of parents of pupils who have forgotten to bring in a note for their appointment. 

In this case the student will explain to the receptionist the reason for their absence; the receptionist 

will then call home  to obtain permission, and amend the child’s attendance codes on SIMS 

accordingly 

Students report to the school reception to sign out before they leave the premises, and do the same when 

they return. 

 

4.3 Requesting leave during term-time 

The School does not authorise any time off during school time unless for exceptional circumstances. Parents 

may fill in a form to request absence. The School will inform the EWO of all unauthorised absence due to 

this. The EWO may issue a penalty notice. 

 

All leave of absence during term time must be authorised by the Principal. Whenever the  Principal receives 

a request for holiday during term-time, they must inform PAMs and the Attendance Officer of the request, 

as well as the outcome. If approval is granted, it is the responsibility of the Attendance Officer to change the 

pupil’s marks on SIMS. If approval is not granted and parents take their daughter out of school anyway, 

PAMs must report this to the Attendance Officer. The Assistant Principal: Head of School will notify the EWO, 

who will take action as appropriate. It is the policy of the school to remove from the school register any pupil 

who takes more than 10 days holiday in term time in any school calendar year. S/he may be readmitted to 

the school roll if there is a vacant place on his or her return, subject to an interview with a member of the 

Senior Management Team. 

 

4.4 Requests for work licenses 

As a school we do not authorise requests for licences to allow pupils to work / perform during school time. 

These licences include work in productions, adverts, films, modelling and other similar activities. We will 

authorise licences during the holidays and at weekends but not if they run into school time. We have 

Performing Arts and Business and Enterprise specialist subjects. We are not however, a stage school and 



although we actively encourage all pupils to participate in the Arts, it is not at the expense of other areas of 

the curriculum. If schooling is lost due to spending time out of school performing / working it may have a 

negative impact of the education of the pupil. 

 

 

4.5 Requests to participate in educational activities outside of school during school time 

These must be directed to the Headteacher, who will view each request individually. If the request is 

deemed to be a valuable educational experience, that will enhance the learning of the individual, then 

permission may be given. The length of time of school missed will also be taken into consideration, as will 

the pupil’s attendance, punctuality and behaviour in school. Permission will not automatically be given and it 

is unlikely that permission will be granted on more than one occasion. 

As with requests for holiday during term-time, the DHT/AHT is responsible for informing PAMs and the 

Attendance Officer of any requests and their outcomes. 

 

5. Attendance tracking 

 

Tracking attendance 

The Attendance Officer will print out on a fortnightly basis an up-to-date list of all pupils’ attendance and 

punctuality. This will be used by the Assistant Principal and HoY as a basis for following up support and 

intervention as necessary.  

 

Pupils with attendance of 95% or above 

Class teachers and PAMs can see on a weekly basis their pupils’ percentage attendance and should flag up 

and concerns. PAMs should phone home if they see a pattern emerging as they are the first point of contact 

with the school in the Secondary Phase.  

PAMs should: 

 Engage in individual conversations with pupils about their 

attendance 

 Seeking clarification about why their attendance has 

dropped/increased to spot early concerns 

 

Pupils with attendance below 95% 

Each fortnight the Assistant Principals will meet to discuss pupils in the 

amber, pink and red categories whose attendance over the past 

fortnight has declined. Where there is no valid reason for the low 

attendance (e.g. ongoing severe medical issues), the following series of sanctions is put in place: 

 



 
Stages 2 onwards of this process will be accompanied by a letter home, so that for instance Stage 2 will be 

accompanied by Letter 2. 

At the end of the meeting, the Assistant Principal(s) emails the Attendance Officer with a list of pupils who 

need letters home, specifying which letter for each pupil (e.g. Tom, Dick and Harry need Letter 2, Jack and Jill 

need letter 3). The Attendance Officer will send the relevant letters home and note the date that the letter 

was sent in the attendance spreadsheet. The Assistant Principal(s) are responsible for arranging any meeting 

times with the parents/guardians of pupils in Stage 3 and for referral to the EWIO.  

Where a pupil has been through Letters 2 and 3, then improved their attendance, but then their attendance 

has dipped again, it is at the Assistant Principal’s discretion whether the student should start again at Stage 

1, or continue from Stage 3. 

 

Rewarding good attendance 

At the end of term, the Attendance Officer will print off a certificate for each pupil with 100% attendance 

over the two terms. These are to be distributed by the Assistant Principal(s) to pupils during registration 

time/celebration/special achievement assembly as appropriate. At the same time the Attendance Officer will 

also identify the pupil in each year group whose attendance has improved the most, and print off a 

certificate for these pupils, also to be distributed. 

 

6. Punctuality 

Year 7 upwards only  

The Attendance Officer will run a report on SIMS of the number of lates for each pupil over the course of the 

past two weeks and over the course of the entire year. This report will be saved in the same location as the 

attendance spreadsheets. 

In their weekly meetings, the PAS team will go through the punctuality data from the past week and over the 

year as a whole to see if any pupils need to be progressed through the punctuality system: 

 

  
•Stage 1: phonecall home from classteacher/PAM 

  

•Stage 2: general warning letter to advise the parent that their 
son/daughter’s attendance is falling 

  

•Stage 3: meeting between Assistant Principal: Head of School 
and parents/guardians   

•Stage 4: referral to the Education Welfare Service (with the 
possibility of a penalty notice or court order) 



 
 

Rewarding good punctuality 

At the end of Term, the Attendance Officer will print off a certificate for each pupil with no lates over the 

course of the term. These are to be distributed by the AHT during PAM time/celebration assembly.  

  

  
•Stage 1: HoY put any pupils they have concerns 

about on punctuality report, run by PAMs 

  
•Stage 2: HoY letter home to parents 

  
•Stage 3: HoY arranges meeting with 

parents/guardians and PAM 

•Stage 4: HoY arranges meeting between pupil 
and EWO 



7. Roles and responsibilities 

 

A&P responsibilities of the class teacher  

• Complete the register accurately on SIMS 

• Ensure the ‘tracking diamond’ (see above) is prominently displayed in their class room 

• Liaise with AP and AO regarding A&P concerns 

• Monitor irregular attendance and absence patterns and act upon them 

• Ensure all notes / correspondence to do with absence are sent to the AO for filing 

 

A&P responsibilities of the PAM 

 Complete the register accurately on SIMS  

 Ensure the ‘tracking diamond’ (see above) is prominently displayed in their PAM room 

 Engage in individual conversations with students in the yellow and green groups 

 Liaise with HoY regarding A&P concerns, and complete all A&P reports 

 Monitor irregular attendance and absence patterns and act upon them 

 Ensure all notes / correspondence to do with absence are sent to the AO for filing 

 

A&P responsibilities of the Attendance Officer 

 Activate SIMS ‘In touch’  on a daily basis, having omitted pupils whose parents have already rung the 

school 

 Clear absences on a rolling basis, by entering the relevant codes on SIMS once a voice message has 

been received from home, and enter a comment with the details of each absence – see section 2.  

 Ensure Secondary phase pupils sign the late sheet and take the breaktime detention   

 Monitor the list of parents who have not responded to SIMS ‘In touch’, and inform the DHt/AHT if a 

pupil is absent for 2 days and their parent hasn’t called in to explain the absence 

 Update the attendance tracking spreadsheet and punctuality spreadsheets every Friday afternoon 

 Run a report of any pupils who have arrived in school after 9am during the previous week whose 

absence in morning registration has not been cleared 

 Send out letters to parents regarding absences, as requested by PAS team at their weekly meetings, 

using the relevant template 

 

A&P responsibilities of the AP:Head of School 

 Meet fortnightly to discuss pupils who are persistent absentees, or who have poor attendance, and 

decide what stage of sanctions to implement (see above) 

 Print and run attendance and punctuality reports for pupils with poor punctuality 

 Arrange meetings with parents and EWO officer as necessary 

 Monitor PAMs to ensure they are taking registers accurately and on time 

 Arrnage/run 1 hour late detentions when a pupil has incurred a high number of lates in a short 

period of time  

 Review any requests for planned absence with the Principal and inform PAMs and Attendance 

Officer of the outcome of any such requests 

 Inform the EWO as a matter of urgency if informed by the Attendance Officer that a pupil has been 

absent for two days and their parents/guardians have not contacted the school – this is a 

safeguarding issue 



 Provide guidance and support to any PAMs as necessary 

 Monitor overall progress in improving attendance and punctuality and take action if progress is not 

being made. 

 

A&P responsibilities of subject teachers (Year 7 upwards) 

 Take the register on SIMS within the first ten minutes of all lessons 

 Enter all pupils who are late to lessons as L and enter minutes late 

 Be vigilant for pupils truanting lessons, by keeping an eye out for pupils who have been marked as 

present earlier in the day but who are not in their lesson; class teachers should as the first point of 

call ask the pupil why they were absent and check with other members of staff that their reason is 

valid  

 

A&P responsibilities of parents/carers 

 Encourage their daughter / son to attend school and have a positive attitude to attending 

 Ensure that their child leaves home in time to arrive punctually for school 

 Inform the school on the first day absence by calling the school office. If they fail to do so they will 

receive multiple calls and texts from the school 

 Try to make medical appointments out of school hours.  An appointment card or hospital letter 

should be brought into school if a pupil has to attend a medical appointment during school time. 

Parents/carers should not, except with prior permission, keep their daughter / son away from school 

for anything other than illness 

 Not book holidays in term time. The school does not authorise holidays taken during school time. If 

absence is planned, a form should be filled out and sent to the Principal, outlining the reasons for 

the absence. This should be done at least two weeks prior to the planned absence 

 

A&P responsibilities of students 

 Arrive punctually to school every day. Failure to do so will result in entry to late detention and a 

series of sanctions (see above)  

 Sign in the late book in accordance with Health and Safety requirements. 

 Sign out at the school office (Year 7 upwards) before leaving to attend an appointment. 

 


