

[bookmark: _Hlk44493834][image: ]
[bookmark: _Hlk44496323]



[bookmark: _Peafowl_and_the][bookmark: _Section_1][bookmark: _Legislative_framework][bookmark: _Legal_framework]
[bookmark: _Hlk182224305]The Cathedral School of St Peter and St John
[bookmark: _Hlk44494203]
Growing together within God’s loving family we support, challenge and inspire each other to become the best that we can be.

[bookmark: _Hlk182224321]Attendance and Punctuality Policy

Last updated: September 2026

[bookmark: _Hlk512849464][bookmark: _Hlk512849465]Teal Salmon Butty


[bookmark: _Bullying_Report_Form][bookmark: _Hlk239760424]Purpose
This policy sets out the school’s approach to promoting high attendance and punctuality, recording and monitoring attendance, preventing unnecessary absence, and supporting pupils, families and staff. The aim is for pupils to achieve at least 96% attendance in line with national expectations, while ensuring reasonable adjustments for pupils with additional needs.

Legal and statutory framework
This policy takes account of:
· Education Act 1996;
· Education (Pupil Registration) (England) Regulations 2006 (as amended);
· DfE guidance: School attendance: guidance for schools (most recent);
· DfE guidance: Children Missing Education;
· DfE guidance: Supporting pupils with medical conditions;
· Local Authority protocols on penalty notices, fast-track to prosecution and CME procedures.

The Head Teacher may only authorise leave of absence in term time for exceptional circumstances, in line with current legislation.

Scope
Applies to all pupils on roll. It complements safeguarding, SEND and medical-support policies and sits alongside the school’s equality duties.

Roles and responsibilities
School leaders and staff
· Head Teacher (Mrs Campbell): overall responsibility for attendance, decisions on authorised absence, oversight of escalation and reporting to governors.
· Attendance Lead (Miss Galea): day-to-day management of attendance systems, monitoring, parent contact, leading interventions, ensuring accurate coding, producing reports and liaising with the EWO and other agencies.
· Designated Safeguarding Lead (DSL — Mrs Campbell): to be informed of attendance concerns with potential safeguarding implications; coordinates safeguarding responses.
· Class teachers: take registers accurately each morning and afternoon, follow up on unexplained absence as directed and inform Attendance Lead of emerging concerns.
· Pastoral/Counselling staff: support families and pupils where attendance links to wellbeing and barriers to learning.
Governors
· The Governing Board is responsible for monitoring attendance strategy and outcomes.
· Attendance/Governor Link: receives half-termly reports including whole-school rates, persistent absence (PA) and subgroup data (EAL, SEN, Pupil Premium, ethnic groups), challenges leaders and ensures appropriate scrutiny.
Local Authority
· The LA provides statutory services: named EWO (Lesley Powell), register audits, penalty notices, advice on prosecution and PACE procedures as required.

Definitions and thresholds
· Session: half-day (morning/afternoon).
· Persistent Absence (PA): attendance below 90%.
· Severe Absence: attendance below 50%.
· Target: whole-school attendance target is 96%.
· U code: unauthorised session when pupil arrives after 9.15am (or as defined by statutory guidance).

Recording and registers
· Registers are taken at the start of the morning session (registration closes at 9.15am) and at the start of the afternoon session. Gates/class doors open at 8.40am; pupils to be in class at 8.45am.
· Codes: staff must use statutory codes accurately. Arrivals after register closes but before 9.15am will be marked 'L' (late). Arrivals after 9.15am receive a 'U' code for the session (unauthorised unless exceptional).
· Registers are retained and managed via SIMS with appropriate data protection, backups and access controls.
· The Attendance Lead will provide annual training and termly briefings on coding and procedures.

Monitoring, data and reporting
· Monitoring frequency:
· Daily: registers reviewed for immediate concerns and unexplained absences.
· Weekly: review of individual pupils/groups where attendance is a concern.
· Half-termly: formal monitoring of whole-school and subgroup attendance; punctuality monitoring.
· Data analysis: attendance reported at whole-school, year-group, class and individual levels. Reports include overall attendance, PA (<90%), severe absence (<50%), punctuality, reasons for absence and disaggregated data for EAL, SEN, Pupil Premium and ethnic groups.
· The Attendance Lead will record actions and outcomes, produce half-termly reports for SLT and governors, and maintain an action plan with measurable targets and review dates.

Communication and parental engagement
· Parents must contact school before 9.30am on the first day of absence (phone/text/email). The school will make first-day contact where no message is received.
· All attendance communications will be accessible: translations and interpretation provided where needed, and alternative formats for parents with additional needs. Key letters will be available in the main community languages on request.
· A short parent-facing summary leaflet will be published and distributed (see appendix).
· Parents are asked to keep contact details up to date and provide two emergency contacts.

Early help, support and staged interventions
Our approach prioritises early, supportive, and proportionate action:
Triggers and stages
· Trigger 1 (emerging concern): attendance falling towards 96% or any pattern of absence/late marks — initial phone call from class teacher/Attendance Lead; record of concern.
· Trigger 2 (formal monitoring): attendance at or falling towards 92% or repeated lateness — Stage 1 letter and monitoring for 4 weeks; pastoral support plan and review of barriers.
· Trigger 3 (persistent absence): attendance at or below 90% — Stage 2 attendance panel/attendance contract with Attendance Lead, Head Teacher and parent; consider multi-agency involvement and referral to EWO.
· Trigger 4 (escalation): no sustained improvement after agreed timescale (normally 6–8 weeks) or where safeguarding risk exists — EWO involvement, home visits, and consideration of fast-track to prosecution or Penalty Notice in line with LA protocols.

Timelines (examples)
· Initial telephone contact: within 1 school day of unexplained absence.
· Stage 1 letter/monitoring: within 2 weeks of pattern emerging.
· Stage 2 attendance contract/panel: within 4 weeks if no improvement.
· EWO referral/escalation: within 6–8 weeks if insufficient improvement, or sooner in high-risk cases.
· Home visits: used where contact cannot be made and welfare concerns exist.

Safeguarding and Children Missing Education (CME)
· Attendance concerns can indicate safeguarding risks. Where pupils are absent and cannot be contacted, the school will follow safeguarding procedures: immediate attempted contact, home visit, inform DSL, escalate to social care/Police where welfare is at risk.
· If a pupil is removed from roll and destination is unknown, the school will follow DfE and LA CME guidance and file a CME referral.
· The DSL will be informed of any attendance issue with safeguarding implications.

Supporting pupils with SEND and medical needs
· Reasonable adjustments: the school will consider reasonable adjustments for pupils with SEND, long-term health conditions or other protected characteristics. Attendance targets will be contextualised where appropriate.
· Medical absence and long-term sickness: the school will work with health services, parents, the LA and Specialist Teaching Services to provide support, including Hospital Education or home tuition where appropriate. Part-time timetables are only used as short-term measures with a clear plan and review dates, in line with DfE guidance.
· Requests for medical evidence will be proportionate, handled sensitively and recorded.

Term-time leave, unauthorised absence and Penalty Notices
· Leave for holidays during term time will not be authorised except in exceptional circumstances. Parents must submit a Leave of Absence form in advance for consideration by the Head Teacher.
· Unauthorised absence of 10 sessions (5 school days) or more may trigger a Penalty Notice per parent per child, in line with LA policy. Penalty Notice payment and appeal information will be provided with any notice.
· The school will make clear the process, timescales and grounds for any appeals or disputes.

Punctuality
· Gates/class doors open at 8.40am. Pupils should be in class at 8.45am.
· Registration closes at 9.15am. Late arrival before closure is coded 'L'; after 9.15am coded 'U' (unauthorised) unless exceptional.
· Persistent lateness (e.g. more than 3 late marks in a half-term) will prompt parental contact and a punctuality plan.

Incentives and positive recognition
· The school uses positive approaches alongside support: Classopoly initiative, weekly raffle for full weekly attendance, certificates, celebration in assemblies and termly/yearly awards. Rewards will be fair and recognise effort and improvement as well as high attainment.

Training, quality assurance and staff development
· Annual training for all staff on attendance expectations, statutory coding and the link to safeguarding.
· The Attendance Lead will provide termly briefings and spot-check coding audits. The school will engage with LA EWO and external partners for professional development.

Equality impact and governance
· The school will consider equality impacts when applying this policy and ensure that pupils with protected characteristics are not disadvantaged. Actions will be person-centred, recorded and reviewed.
· Governors will receive half-termly reports and challenge leaders where disparities exist between groups.

Record keeping and data protection
· Attendance records are retained in line with statutory requirements and the school’s data retention schedule. Data is managed in accordance with GDPR and school data protection procedures.

Appeals and complaints
· Parents may request a review of a decision regarding authorised leave by writing to the Attendance Lead within 10 school days. Formal complaints follow the school’s complaints procedure. Information on appeals against LA penalty notices will be supplied with any notice.

Review
· This policy will be reviewed annually or sooner if statutory guidance changes

Appendix A - Parent-facing Summary Leaflet (short; suitable for translation)
The Cathedral School of St Peter and St John RC Primary — Attendance & Punctuality: Key Facts
Our aim
We want every pupil to attend school regularly so they can learn and flourish. Our whole-school attendance target is 96%.
School day & punctuality
· Gates/class room doors open: 8.40am.
· Register: 8.45am.
· Registration closes: 9.15am.
· [bookmark: _GoBack]If your child arrives after 9.15am, this will be recorded as an unauthorised session (U code) unless there is a good reason.
Reporting absence
· Please tell us if your child is absent by 9.30am on the first day: phone/text/email (use main school number or absence line).
· If we do not hear from you, we will contact you on the first day to check your child is safe.
Medical appointments
· Please make non-urgent appointments (dentist, optician) outside school hours where possible.
· If your child has a long-term medical condition, tell the school so we can support attendance and learning.
Term-time leave
· Holidays in term time are not authorised except in exceptional circumstances.
· If you need to request leave, complete the Leave of Absence form before making plans. The Head Teacher will decide.
When we will contact you
· We will contact you early if attendance or punctuality is a concern.
· We use a staged approach: friendly contact → formal monitoring → attendance meeting → EWO involvement if needed.
Support for families
· We will work with you to remove barriers to attendance: transport, health, housing, language support and more.
· We can provide translated letters and interpreters if needed. Please tell us the best way to communicate with you.
Rewards
· We celebrate good attendance: Classopoly, weekly raffle, certificates and assemblies.
If your child’s attendance falls
· Persistent absence is classed as attendance below 90%.
· If attendance falls below our thresholds we will meet with you to agree a plan; we may involve the LA/EWO if there is no sustained improvement.
Contacts
· Attendance Lead: Miss Galea
· Head Teacher: Mrs Campbell
· Education Welfare Officer (LA): Lesley Powell
· If you need help with language or an interpreter, please tell the school office.
Help us to help your child
· Send your child to school every day unless they are ill.
· Contact us by 9.30am on the first day of absence.
· Let us know if you need support — we will work with you.
(Translated versions available on request. If you need this leaflet in a different language or format please contact the school office.)
Contact and forms
· Leave of Absence forms, full policy text, translated summaries and related documents are available on the school website and from the school office.
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