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1.0 OUR SCHOOL VISION  

‘…with God, all things are possible.’ (Matthew 19:26)  

Our Christian vision is drawn from Matthew’s gospel which proclaims the Kingdom of God. Jesus teaches 

his disciples about choice, commitment and Christian hope for transformational change. His wisdom 

guides us to acknowledge that wealth is not material but that true wealth is gained from working 

collaboratively for the common good.   

A fundamental component of our lives at SMSJ is a confident reassurance that all things are possible.  We 

believe that healing, repair, repentance, forgiveness and reconciliation are always possible. We embrace 

innovation and transformation with the conviction that with Christ, every day, every task, every situation, 

every relationship brims with divine possibility. God is always at work in our lives.  

We trust in the loving purposes of God: trusting that the foundations of the world are good because they 

spring from God. Our hope is rooted in the love and faithfulness of God. We strive to equip our students 

with an awareness of the true value of things together with an understanding of the consequences of our 

thoughts, words and actions.  Christ’s sacrificial life and his teaching about love and humility may appear 

foolish by the world’s standards but, in reality, it expresses the Wisdom of God.   

SMSJ exists to enhance the future life chances and opportunities of our students, whatever their faith or 

starting point, by providing a centre of educational excellence at the heart of our community. Through 

hard work, resilience, perseverance and a commitment to our learning, we will create a hope-filled future. 

Our children will be equipped with the ambition, qualities, qualifications and values necessary to meet the 

challenges of an ever-changing world, knowing that ‘…with God, all things are possible’. 
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2.0 OUR SCHOOL VALUES  

At St Mary’s and St John’s school, a Church of England Foundation, we believe that God is the source of 
all wisdom.  We strive to know God and the world in which we live in order to grow into people capable 
of serving our local and global community.  Through the pursuit of wisdom and commitment to service 
we have the hope of a future brimming with possibility. 

Our core Christian values; Wisdom, Service and Hope, define us, strengthen our relationships, and provide 
guiding principles that enable us live out our vision that ‘…with God, all things are possible’. 

 
WISDOM 

Wisdom is insight into the way life works: a proper understanding of the consequences of our thoughts, 
words and actions and an awareness of the true value of things.  Christ’s sacrificial life and his teaching 
about love and humility may appear guileless by the world’s standards but, in reality, it expresses the 
Wisdom of God.  

 

We strive to equip our students with the ability to make wise judgments, to grow in their understanding 
and awareness of the world around us and of God. 

If you are wise, your wisdom will reward you; if you are a mocker, you alone will suffer. 

(Proverbs 9:12) 
 
SERVICE 

Jesus said that he ‘came not to be served, but to serve, and to give his life as a ransom for many.’  The 
parable of the Good Samaritan shows we should serve those in need whoever they are.  ‘Going the extra 
mile’ involves sacrifice, putting ourselves out for someone else’s benefit. It is precisely in a life of service 
that we become most truly free. 

 

As a community, we promote the service of others - service not self. 
 

Now that I, your Lord and Teacher, have washed your feet, you also should wash one another’s feet.  I have 
set you an example that you should do as I have done for you. 

(John 13:14-15) 
 

HOPE 

Our hope is rooted in the love and faithfulness of God. We believe that hard work, resilience and 
perseverance will create a hope-filled future for all our students. 

 

3.0 Principles and Aims 
 
We are proud to be a diverse, multi-faith, harmonious Church of England school, with a distinctive 
Christian ethos, resolute in the belief that "With God, all things are possible".  In a changing world our 
values, Wisdom, Service and Hope, define us, strengthen relationships with our parents and children, and 
provide guiding principles that enable us to deliver academic excellence and promote self-discipline and 
resilience. We aspire to make wise decisions and to serve all members of our community, regardless of 
background or circumstance.  Our position as a Voluntary Aided Church Foundation School means that 
the Christian faith has a central role in all our actions and decisions.  We strive for excellence in all that 
we do, enabling our students to transform their lives and to hope for happy and successful futures.   
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‘Teach us to number our days, that we may gain a heart of wisdom.’ Psalm 90:12  

We aim to provide a high quality, influential education in a safe, nurturing environment.  An integral 
part of this is to develop in our students a love of learning, a desire to be in school and therein an 
understanding of and a responsible attitude towards the importance of attendance and punctuality.  It is 
in the best interests of every student to attend school regularly and punctually in order to make the 
most of every opportunity that school offers.  A high attendance to school is a measure for us of our 
students’ engagement with our curriculum and their thirst for knowledge. 
 
The link between attendance and students’ outcomes is well known.  SMSJ aims to meet its obligations 
with regards to school attendance by: 

·     Promoting good attendance (a minimum of 96% attendance) and reducing absence, including 
persistent absence. 

·     Ensuring every student has access to the full-time education to which they are entitled. 

·     Acting early to address patterns of absence. 

We will also support parents/carers to perform their legal duty to ensure their children of compulsory 

school age attend regularly and will promote and support punctuality in attending lessons. 

4.0 Legislation and guidance 

This policy meets the requirements of the school attendance guidance from the Department for 

Education (DfE), and refers to the DfE’s statutory guidance on school attendance parental responsibility 

measures. These documents are drawn from the following legislation setting out the legal powers and 

duties that govern school attendance: 

 Part 6 of The Education Act 1996 

 Part 3 of The Education Act 2002  

 Part 7 of The Education and Inspections Act 2006 

 The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 

amendments) 

 The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 

threshold. 

5.0 Roles and responsibilities 

5.1 The governing body 

The governing body is responsible for monitoring attendance figures for the whole school on at least a 
termly basis. It also holds the Principal to account for the implementation of this policy. 

The governing body will ensure that the importance of attendance is promoted by the relevant school 
policies and guidance, directed at parents/carers and staff.   
 
 
 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/part/VI/chapter/II
http://www.legislation.gov.uk/ukpga/2002/32/part/3/chapter/3
http://www.legislation.gov.uk/ukpga/2006/40/part/7/chapter/2/crossheading/school-attendance
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2010/1725/regulation/2/made
https://www.legislation.gov.uk/uksi/2011/1625/made
https://www.legislation.gov.uk/uksi/2013/756/made
https://www.legislation.gov.uk/uksi/2016/792/made/data.html
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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5.2  The Principal and Heads of School 

The Principal and Heads of School are responsible for ensuring this policy is implemented consistently 
across the school, and for monitoring school-level absence data and reporting it to governors. 

The Heads of School also supports other staff in monitoring the attendance of individual students.  

5.3 The Attendance Manager 

The Attendance Manager: 

·     Monitors attendance data at the school and individual student level 

·     Reports concerns about attendance to the Heads of School 

·     Works with the Education Welfare Officer to tackle persistent absence 

·     Arranges calls and meetings with parents/carers to discuss attendance issues 

·     Advises the Principal when to issue fixed-penalty notices 

5.4 Pastoral Academic Mentors (PAMs) 

PAMs are responsible for recording attendance daily, using the correct codes, and submitting this 
information to the school office.  PAMs actively promote good attendance and punctuality to students.  

5.6 Reception staff 

Reception staff are expected to take calls from parents/carers about absence and record the 
information promptly on SIMs.   

6.0 Recording Attendance 

6.1 Attendance register 

By law, all schools (except those where all students are boarders) are required to keep an attendance 
register, and all students must be placed on this register. 

The attendance register will be taken at the start of the first session of each school day and once during 
the second session. It will mark whether every student is: 

·     Present 

·     Attending an approved off-site educational activity 

·     Absent 

·     Unable to attend due to exceptional circumstances 

Any amendment to the attendance register will include: 

·     The original entry 

·     The amended entry 

·     The reason for the amendment 
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·     The date on which the amendment was made 

·     The name and position of the person who made the amendment 

See appendix 1 for the DfE attendance codes. 

Every entry in the attendance register will be preserved for 3 years after the date on which the entry 
was made. 

Students in Neale House (up to Year 4) are required to arrive at school by 8.50am when the gates will be 
shut.  This is for the register to be taken promptly at 8.55am. 
Students in Years 5 and 6 at Bennett House are required to arrive at school by 8.55am when the gates will 
be shut.  This is for the register to be taken promptly at 9.00am. 
Students in Years 7 to 12 are required to arrive at school by 8.40am when the gates will be shut.  This is 
for the register to be taken promptly at 8.45am.  

The register for the second session will be taken at 1.40pm and will be kept open until 2.00pm. 

6.2 Unplanned absence 

Parents/Carers must notify the school on the first day and each subsequent day of an unplanned 
absence – for example, if their child is unable to attend due to ill health – by 8.30am or as soon as 
practically possible (see also section 7).  Parents/carers must keep their child off school for 48 hours 
following their last bout of sickness and/or diarrhoea, where this has been the reason for absence.  
If your child falls ill at school, you will be contacted by our medical staff and if your child is too unwell to 
stay in school you will be asked to collect your child.  Please note – no child can be dismissed from school 
unaccompanied for any reason. 
 
Before 11am each day, the attendance officer will: 

● Use SIMS to generate a list of students who have not been marked as present in the morning 
registration or Period 1 

● Remove from this list students whose parents/carers have called the absence line to notify the 
school of their child’s absence 

● Contact the parents/carers informing them that their child is missing from school and ask them 
to contact the school as a matter of urgency. 

Absence due to illness will be authorised unless the school has a genuine concern about the authenticity 
of the illness. 

If the authenticity of the illness is in doubt, the school may ask parents/carers to provide medical 
evidence, such as a doctor’s note, prescription, appointment card or other appropriate form of 
evidence. We will not ask for medical evidence unnecessarily. 

If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 
unauthorised and parents/carers will be notified of this in advance. 

6.3 Medical or dental appointments 

Missing registration for a medical or dental appointment is counted as an authorised absence; advance 
notice is required for authorising these absences.  The absence will be marked as unauthorised until 
medical evidence is provided when the code will be changed to ‘M’. Parents/carers are invited to 
provide copies of pre-booked appointments as soon as they are received. 

However, we encourage parents to make medical and dental appointments out of school hours where 
possible. Where this is not possible, the student should be out of school for the minimum amount of 
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time necessary.  Please remember you must collect your child from school for their appointment as no 
child can be dismissed from school unaccompanied for any reason.  Students are required to sign out 
on the Inventry before they leave the premises and to sign back in when they return. 

Applications for other types of absence in term time must also be made in advance. Information relating 
to whether the school can authorise such absences can be found in section 7. 

6.4 Lateness and punctuality 

A student who arrives late but before the register has closed will be marked as late, using the 
appropriate code. 

A student who arrives after the register has closed will be marked as absent, using the appropriate code. 
Students who arrive on time to school regularly are preparing for their professional life as well as 
building a sense of responsibility.  During morning registration (PAM), students are informed of key 
messages in ‘Pause for Thought’ that prepare them for the day and week ahead. Being late not only 
affects their learning, but also the learning of other students in the class. 
 
The Attendance Manager will run a report on SIMS of the number of lates for each student over the 
course of the past two weeks and over the course of the entire year. As with attendance, regular 
meetings are held with parents/carers to discuss punctuality. 

Late reflections are issued to secondary phase students who arrive after 8.45am and these reflections are 
completed on the same day. Failure to attend a detention results in further sanctions. Parents/Carers are 
informed of the reflections via ClassCharts.  If your child arrives very late to school (after 9.10am) this is 
recorded as an unauthorised late (U).  
 
Persistent lateness to school will be referred to the Education Welfare Officer and may lead to a Fixed 
Penalty Notice being issued. 

6.5 Following up absence 

The school will follow up any absences to ascertain the reason, ensure proper safeguarding action is 
taken where necessary, identify whether the absence is approved or not and identify the correct 
attendance code to use. 
 
Unauthorised absences are those which the school does not consider to be reasonable and for which no 
leave has been given. This type of absence can lead to the Local Authority using sanctions and/or legal 
proceedings. Unauthorised absences may include: 

- Parents/carers keeping children off unnecessarily i.e. being too unwell to bring children to 
school, or the weather being too cold, etc. 

- absences not being properly justified. 
- truancy. 
- children who arrive at school too late (U). 
- day trips and/or holidays during term time, which have not been agreed. 
- looking after other children/adults. 
- birthdays. 

6.6 Reporting to parents 

The school will report to parents/carers on their child’s attendance record in every written report. 

7.0 Authorised and unauthorised absence 
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7.1 Granting approval for term-time absence 

The Head of School may not grant any leave of absence to students during term time unless they 
consider there to be 'exceptional circumstances'. 

To request a leave of absence, parents/carers must complete an ‘Absence Request Form’ (found on the 
school website, under Parents-Attendance) and explain the reason for the exceptional absence request. 
Each application is considered individually, and parents/carers will receive a response via email.  Please 
be aware that availability or expense of flight tickets is not a factor for consideration.  Please check the 
school’s academic calendar carefully before making any bookings and make holiday arrangements 
outside of term time. 
 
If your child wishes to participate in an educational activity outside of school during school time, please 
complete the ‘Absence Request Form’.  The Heads of School will consider 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 student’s prior attendance, punctuality and commitment to learning in school.  
Permission will not automatically be given, and it is unlikely that permission will be granted on more 
than one occasion. 

The school considers each application for term-time absence individually, considering the specific facts, 
circumstances and relevant context behind the request. A leave of absence is granted entirely at the 
Head of School’s discretion. 

Valid reasons for authorised absence include: 

·     Illness and medical/dental appointments – as explained in sections 4.2 and 4.3 

·     Religious observance – where the day is exclusively set apart for religious observance by the 
religious body to which the student’s parents/carers belong.  If necessary, the school will seek 
advice from the parents’/carers’ religious body to confirm whether the day is set apart.  One 
day authorised absence will typically be granted for religious observance and we would ask for 
advance notice of the absence. 

·  Traveller students travelling for occupational purposes – this covers Roma, English and Welsh 
Gypsies, Irish and Scottish Travellers, Showmen (fairground people) and Circus people, Bargees 
(occupational boat dwellers) and New Travellers. Absence may be authorised only when a 
Traveller family is known to be travelling for occupational purposes and has agreed this with 
the school, but it is not known whether the student is attending educational provision. 

Unauthorised absence includes students going on holiday during term-time or if there are concerns 
about the validity of a child’s absence from school.   

Persistent absence is defined as an attendance figure of 90% or below.  Patterns of unexplained 
persistent absence will always be monitored closely and investigated at an early stage in order to 
understand the underlying reasons for the absence.  We always seek to work with families where there 
are issues with attendance and to keep parents/carers informed in writing where we have concerns 
about their child’s attendance.  We are obliged to ensure students have a valid reason to be absent from 
school and if there is not a valid reason, the absence will be recorded as ‘unauthorised’.   
Please note if your child has an attendance below 90%, a referral will routinely be made to the Education 
Welfare Officer. 
 

Barnet’s protocol requires schools to inform the Local Authority, using the ‘Missing Pupil Notification 
Form’, of any student who has been absent for 10 consecutive school days (or for 5 consecutive school 
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days before or after a school holiday) without permission and all efforts to engage the child’s 
parents/carers have failed to secure the student’s return to school. The Local Authority’s Child Missing 
from School Officer (CME) will investigate and inform the school whether the school place should be 
kept open. This will be done as quickly as possible, so that the school place can be reallocated, as 
necessary. A student will be kept on roll until the Local Authority authorises the student’s deletion from 
the school’s register.  

All children between the ages of 5 and 16 years old must be in full-time education. A child is considered 
missing from education if they are not on a school roll or if they are not being home-schooled. A child 
going missing from education is a potential indicator of abuse and neglect, including sexual abuse and 
sexual exploitation. At St Mary’s and St. John’s school, we will work alongside relevant authorities in 
making reasonable enquiries to establish the whereabouts of any student reported as missing. St Mary’s 
and St. John’s school closely monitors unauthorised absences, and closely monitors children who are 
absent from school on repeated occasions. The school will follow up any concerning absences, 
investigate, address the reasons and use every effort to improve attendance. School staff will 
consistently assess unexplained absence and act accordingly, reporting concerns immediately to the 
school’s safeguarding team. Staff can initiate home visits in order to make contact with a family, check 
with relatives, neighbours, and landlords, including private or social housing providers, to establish 
whereabouts. If a teacher or another member of staff suspects that a student has been removed from, 
or prevented from, attending education as a result of Female Genital Mutilation (FGM) or in order to 
undergo FGM, a referral will be made to the local authority children’s social care and the police.  If there 
are any reasons to believe a child is in immediate danger or at risk of harm, a referral will be made to 
children’s social care (and/or the police if deemed necessary).  An accurate record of all these enquiries 
and interventions will be kept on the school’s safeguarding system, known as My Concern.  

7.2 Legal sanctions 

Schools can fine parents/carers for the unauthorised absence of their child from school, where the child 
is of compulsory school age.  This includes your child being absent from school when you have 
submitted an absence request which has not been approved; your child having unauthorised late marks, 
or your child has missed any school day on either side of a school holiday.  

If issued with a penalty notice, parents/carers must pay £60 within 21 days or £120 within 28 days. The 
payment must be made directly to the local authority.  Please note penalty notices are issued per 
parent/carer and per child and are issued by the London Borough of Barnet and so any complaints or 
appeals must be made directly to Barnet. 

The decision on whether to issue a penalty notice ultimately rests with the Head of School, following the 
local authority’s code of conduct for issuing penalty notices. This may take into account: 

·     A number of unauthorised absences occurring within a rolling academic year 

·     One-off instances of irregular attendance, such as holidays taken in term time without 
permission 

·     Where an excluded student is found in a public place during school hours without a justifiable 
reason 

If the payment has not been made after 28 days, the local authority can decide whether to prosecute 
the parent/carer or withdraw the notice.   

8.0 Strategies for promoting attendance 

As part of our whole-school approach to maintaining a high level of attendance, we recognise and 
reward students with consistently good attendance.  At the end of each term, the Attendance Manager 
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will print off a certificate for each student with 100% attendance.  These are to be distributed by the 
Deputy Heads to students during PAM/celebrations/special achievement assemblies, as appropriate. 
Students with 100% attendance for the term may also be included in a raffle where they can win 
vouchers. Certificates may also be issued to students who have made good improvements in their 
attendance over the term. 

9.0 Attendance monitoring 

Parents/carers are expected to call the school in the morning and each subsequent day if their child is 
going to be absent due to ill health (see section 4.2). 

Student-level absence data is collected each term and published at national and local authority level 
through the DfE's school absence national statistics releases. The underlying school-level absence data is 
published alongside the national statistics. We compare our attendance data to the national average 
and share this with governors. 

The Attendance Manager will print out, on a fortnightly basis, an up-to-date list of all student’s 
attendance and punctuality.  

Students with attendance of 96% or below 
Pastoral Academic Mentors (PAMs) monitor their students’ percentage attendance on a weekly basis 
and will raise any concerns.  PAMs may phone home if they see a pattern emerging as they are the first 
point of contact. They will also have individual conversations with students about their attendance to 
seek clarification as to why their attendance has dropped.  
 
Students with attendance below 93% 
The Heads of Year and the Attendance Manager review attendance fortnightly and discuss students 
below 93% or those whose attendance has declined in the past fortnight. Phone calls home will be 
made, letters will be sent, and parents/carers may be invited in to discuss their child(ren)’s attendance.   
Intervention and support will be offered to help students improve their attendance to school.                                                                                                                                                  
 
Students with attendance below 90% 
The Attendance Manager and the Education Welfare Officer meet weekly.  Students whose attendance 
falls below 90% or no significant improvement has been seen in their attendance will be referred to the 
Education Welfare Officer (EWO). The EWO will invite parents/carers in for meetings to discuss the poor 
attendance.  Depending on the outcome, this can result in Education Supervision Orders being sought, 
Fixed Penalty Notices being issued, or Prosecution in the Magistrates’ Court.  Students whose 
attendance are particularly low may occasionally receive home visits from the Attendance 
Manager/Head of Year/Deputy Head/EWO. 

10. Monitoring arrangements 

This policy will be reviewed annually by the Attendance Manager. At every review, the policy will be 
shared with the governing board. 

11. Links with other policies 

This policy is linked to our Child Protection and Safeguarding Policy and our Commitment to Learning 
(Behaviour) Policy. 

Appendix 1: attendance codes 
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The following codes are taken from the DfE’s guidance on school attendance. 

Code Definition Scenario 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B Off-site educational activity Pupil is at a supervised off-site educational 
activity approved by the school 

D Dual registered Pupil is attending a session at another setting 
where they are also registered 

J Interview Pupil has an interview with a prospective 
employer/educational establishment 

P Sporting activity Pupil is participating in a supervised sporting 
activity approved by the school 

V Educational trip or visit Pupil is on an educational visit/trip organised, 
or approved, by the school 

W Work experience Pupil is on a work experience placement 

  

Code Definition Scenario 

Authorised absence 
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C Authorised leave of absence Pupil has been granted a leave of 
absence due to exceptional 
circumstances 

E Excluded Pupil has been excluded but no 
alternative provision has been made 

H Authorised holiday Pupil has been allowed to go on holiday 
due to exceptional circumstances 

I Illness School has been notified that a pupil will 
be absent due to illness 

M Medical/dental appointment Pupil is at a medical or dental 
appointment 

R Religious observance Pupil is taking part in a day of religious 
observance 

S Study leave Year 11 pupil is on study leave during 
their public examinations 

T Gypsy, Roma and Traveller 
absence 

Pupil from a Traveller community is 
travelling, as agreed with the school 

Unauthorised absence 

G Unauthorised holiday Pupil is on a holiday that was not 
approved by the school 
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N Reason not provided Pupil is absent for an unknown reason 
(this code should be amended when the 
reason emerges, or replaced with code O 
if no reason for absence has been 
provided after a reasonable amount of 
time) 

O Unauthorised absence School is not satisfied with reason for 
pupil's absence 

U Arrival after registration Pupil arrived at school after the register 
closed 

  

  

Code Definition Scenario 

X Not required to be in school Pupil of non-compulsory school age is not 
required to attend 

Y Unable to attend due to 
exceptional circumstances 

School site is closed, there is disruption to 
travel as a result of a local/national 
emergency, or pupil is in custody 

Z Pupil not on admission register Register set up but pupil has not yet joined the 
school 

# Planned school closure Whole or partial school closure due to half-
term/bank holiday/INSET day 
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