
  
ATTENDANCE POLICY 
 
 
To realise – in mind, body and spirit – the full potential of every member of the St Edmund’s 
Family, through Catholic values, learning, service and leadership. 
 
Avita Pro Fide 
 
St Edmund’s is committed to ensuring the welfare and protection of children in their care and this 
commitment is a fundamental part of the role of every employee. 
 
 
 
The SLT Attendance Leads responsible for the strategic approach to attendance, are: 
 
College:  Deputy Head Pastoral – Charlie Upton (cupton@stedmundscollege.org) 
Prep:   Head of Prep – Steven Cartwright (scartwright@stedmundscollege.org) 
 
 
The school staff responsible for day-to-day administrative issues, are: 
 
College:  Attendance support staff – Stuart Barnfather (cupton@stedmundscollege.org) 
Prep:   Prep Office – Tracey Dickinson (tdickinson@stedmundscollege.org) 

 
 
The school staff responsible for providing initial support to you and your child are: 
 
College:  The Form tutor and/or Head of Year or Housemaster/Housemistress 
Prep:   The Form tutor  
 
The name of our linked Governor with responsibility for monitoring attendance at the School 
is:  Jane Ranzetta (jranzetta@stedmundscollege.org) 
 
  



1. Why does attendance matter? 
 

“School attendance is a key indicator for pupil attainment, wellbeing and future life chances and an 
important protective measure for vulnerable children.” DfE 2024 

The law entitles every child of compulsory school age to an efficient, full-time education suitable to 
their age, aptitude, and any special educational need they may have. 
 
Where parents have their child registered at school, they have a legal duty to ensure their child 
attends that school regularly and on time. This means their child must attend every day that the 
school is open, except in a small number of allowable circumstances such as being too ill to attend 
or being given permission for an absence in advance from the school for a specific reason. 
 
The Department for Education (DfE) has produced statutory guidance for schools called “Working 
together to improve school attendance” and it includes a National Framework in relation to 
absence. Our School Attendance Policy reflects the requirements and principles of that guidance. 
 
Any absence affects the routine of a child’s schooling and regular absence will seriously affect their 
learning journey and ability to progress. Any pupil’s absence or late arrival disrupts teaching 
routines and so may affect the learning of others in the same class. Research shows a clear 
correlation between attendance levels and academic progress and attainment in public exams. 
 

2. Attendance at St Edmund’s 

St Edmund’s recognises every student’s fundamental right to education and is committed to following 
the statutory guidance from the Department for Education’s statutory guidance. We enter into 
partnership with parents and students to ensure this takes place and recognising that parents, 
students and the school have a duty to ensure that maximum attendance is maintained.   

This policy seeks to ensure that all parties involved understand our approach to school attendance, 
the responsibilities of individuals and groups involved and the procedures in place to promote and 
monitor pupil attendance. 

We aim to maintain the highest levels of attendance by: 

• Promoting a positive and welcoming atmosphere in which pupils feel safe, secure, and valued. 

• Raising and maintaining a whole school awareness of the importance of good attendance and 
punctuality. 

• Ensuring that attendance is monitored effectively and reasons for absences are recorded 
promptly and consistently. 

• Recognising that the barriers to accessing education are wide-ranging and can be complex, 
both within and beyond the school gates. They are often specific to individual pupils and 
families. The College is committed to; working in close partnership with parents when difficulties 
occur, seeking to identify non-attendance at an early stage and to resolve any personal or social 
problems which cause difficulties in attendance 

 
For our children to gain the greatest benefit from their education it is vital that they attend regularly 
and be at school, on time, every day the school is open unless the reason for the absence is 
unavoidable. 
 
 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance


3. Understanding Types of Absence 
 
Every half-day absence from school has to be classified by the school (not by the parent), as either 
authorised or unauthorised. This is why information about the cause of any absence is always 
required. Each half-day is known as a ‘session’. 
 
Authorised absences are morning or afternoon sessions away from school for a genuine reason 
such as illness (although you may be asked to provide medical evidence for your child before this 
can be authorised), medical or dental appointments which unavoidably fall in school time, 
emergencies or other unavoidable cause, or an exceptional event that has been requested in 
advance and approved by the Headmaster or an appropriate Deputy. 
 
Unauthorised absences are those which the school does not consider reasonable and for which 
no ‘leave’ has been granted. The School is required by law to inform the Local Authority of any 
child who is regularly absent, or who have missed 10 days or more without the school's 
permission. 
 
Unauthorised absence includes, (however this list is not exhaustive): 

• parents/carers keeping children off school unnecessarily e.g. because they had a late night 
or for non-infectious illness or injury that would not affect their ability to learn. 

• children who arrive at school after the close of registration are marked using a ‘U’. This 
indicates that they are in school for safeguarding purposes, however, is counted as an 
absence for the session. 

• their own or family birthdays. 

• holidays taken during term time, not deemed ‘for exceptional purposes’ by the Headmaster, 
including any arranged by other family members or friends. 

 
The School will monitor unauthorised absence and respond accordingly, working with parents and 
in accordance with the School’s Safeguarding Policy 
 
4. Attendance Codes 
 
Detailed explanation of attendance codes is available from the DfE website in Absence and 
Attendance Codes Guidance (Working together to improve school attendance - GOV.UK). 
 
5. Roles and responsibilities 
 
Attendance is regularly reviewed reported on and reviewed by the Governors. 
 
A member of the Senior Leadership Team has overarching responsibility for attendance. In the 
College this is the Deputy Head Pastoral. In the Prep it is the Head of the Prep. 
 
A pupil’s form tutor and their Head of Year or Housemaster/Housemistress have responsibility for 
monitoring and supporting their attendance working with their parents where necessary.  
 
Day to day administration of attendance registration records – for instance checking completing of 
registers, is carried out by our attendance support staff (College) and the Prep Office (Prep). 
 
 
 
 
 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance


It is the responsibility of the School to: 
 

• Develop and maintain a whole school culture that promotes the benefits of good attendance.   

• Accurately complete admission and attendance registers. 

• Have robust daily processes to follow up absence.    

• Regularly monitor data to identify patterns and trends and understand which pupils and pupil 
cohorts may be of concern. 

• Proactively use data to identify pupils at risk of persistent absence, those who are persistently 
absent (under 90% attendance) and those who are severely absent (under 50%).   

• Work with any identified pupils, their parents and where relevant local authorities and 
partners, to understand and address the reasons for absence, including any in-school 
barriers to attendance. 

• Fulfil its legal authority to report absences to the Local Authority and where relevant to UK 
Visa and Immigration (see below) 

 
It is the responsibility of parents to: 
 

• Ensure their child attends every day the school is open and for the duration of the school day 
and is punctual. 

• Notify the school as soon as possible of any absence (e.g. sickness).  

• Only request leave of absence in exceptional circumstances and do so in advance. 

• Book any medical appointments around the school day where possible. 

• Proactively engage with the College and any support offered – including any parenting 
contract or voluntary early help plan to prevent the need for legal intervention. 

 
It is the responsibility of the student to: 
 

• Make every effort to attend school every day.  

• Register with their tutor at the required morning and afternoon registration. 

• Make every effort to arrive at registration and at each lesson in a timely manner. 
 
Further guidance from the DfE on responsibilities for school attendance can be found at the 
following link;  
 
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_r
esponsibilities_for_school_attendance__applies_from_19_August_2024_.pdf  
 

4. Attendance Registers 
 
It is a legal requirement that pupils’ attendance is registered twice a day and a record kept.  
 
Morning and Afternoon registration in the College 
 
Pupils are expected to arrive at School between 08:30am - 08:40am. 
 
Registers are completed by a pupil’s tutor in registration at the following times; 
 

Morning (AM) Registration:   8:40am – 9:00am 
 
Afternoon (PM) Registration:   1:40pm – 1:50pm 

https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65e8ae343649a2001aed63aa/Summary_table_of_responsibilities_for_school_attendance__applies_from_19_August_2024_.pdf


 
A pupil should have registered with their tutor within 5 minutes of the start of the registration period. 
If they do not, and do not have a justifiable reason, they will be marked as Late. 
 
Housemasters/Housemistresses or their Head of Year are responsible for ensuring tutor group 
registers are completed promptly and accurately. 
 
The Attendance support staff are responsible for checking and following up on any missing registers 
and identifying if a child is not present, and contacting parents where we have had no notification of 
absence. 
 
Morning and Afternoon registration in the Prep 
 
Pupils are expected to arrive at School between 08:30am - 08:40am 
 
Registers completed by a pupil’s form tutor at the following times; 
 

Morning (AM) Registration:   8:40am – 8:45am 
 
Afternoon (PM) Registration:   12:45pm – 1:00pm (Nurse to Year 2),  

1:00pm – 1:15pm (Year 3 to 6) 
  
The Prep Office are responsible for checking are responsible for checking and following up on any 
missing registers and identifying if a child is not present and contacting parents, where we have had 
no notification of absence. 
 
Late arrival to school 
 
If a pupil arrives late to school (after 08:45), they must report to the following location where they will 
be signed in and registered; 
 
Prep:   Prep Office 
College:  Reception 
 
If their arrival time is between 08:45 – 09:00 they will be marked as Late. 
 
If their arrival time is after 09:00, they will be recorded as an unauthorised absence. 
 
Pupils who are late due to College Bus delays after 9:00am, are marked as an authorised absence 
as it is through no fault of their own. 
 
Registration in Lessons 
 
In the College, registration is employed routinely for lessons and other activities. This allows 
continuous tracking of pupil whereabouts and immediate information to staff as to whether they are 
in a music lesson or other sanctioned activity if absent from their lesson. 
 
Any absence from a lesson during a College day, where the student has been marked present in the 
preceeding morning or afternoon registration should be followed up by the form tutor at the next 
appropriate registration. 
 



If an absent student is on the safeguarding teams Alert List, found on the Teams Portal, then the 
teacher should ensure that the Alert Button option is taken on registering absence. This will alert a 
group of staff responsible for finding the student. 
 
If a pupil is absent without reason and the pupil’s whereabouts cannot be established the 
Headmaster (or Deputy Head Pastoral) must be informed immediately.  
 
Where a pupil is absent from a lesson without an acceptable reason it is likely to be considered as 
truancy and addressed as a disciplinary issue. 
 
Registration in Boarding 
 
Boarders will be registered during the day in the same was as Day students. 
 
Boarders will additionally be registered in their boarding house every evening and at bedtime, and 
at other regular intervals, as required by the Boarding staff.  These provide an important opportunity 
to check in on health, welfare and safety.  All absences will be followed up in a timely manner.  
Further details can be found in the Boarding Handbook. 
 
5. Notification of Absences 
 
If a student is kept at home for whatever reason, their parent must notify the College via the Parent 
Portal system so we have a formal central record. If a member of staff receives notification of an 
absence other than via the Parent Portal, they will direct parents to the Portal to ensure this is 
completed. 
 
Absences from school can only be authorised by St Edmund’s - they cannot be authorised by 
parents.  If the reason for absence is acceptable to us (e.g. the student was ill) it will be recorded as 
an authorised absence; if the reason is unacceptable then the absence will be investigated. Study 
leave, school visits, work experience and interviews are not counted as absences in reports to 
parents and to the DfE. 
 
Where we receive no notification of absence from a parent, these will initially be recorded as 
uncategorised.  
 
Uncategorised absences are followed up after registration by the attendance support staff, and 
parents will be phoned if they do not respond to an initial email and SMS.  
 
If, after this initial investigation, the reason for an absence is still in question then the form tutor, 
Housemaster/ Housemistress or Head of Year will take further action to discover the reason for the 
absence.  
 
6. Absence requests in exceptional circumstances  
 
Parents may request permission from the Headmaster if their child needs time off school for 
exceptional circumstances. This must be submitted in writing directly to the Headmaster in advance. 
 
The fundamental principles for defining ‘exceptional’ are events that are “rare, significant, 
unavoidable and short”. By 'unavoidable' we mean an event that could not reasonably be scheduled 
at another time, outside of school term time. 
 



Generally, the Department for Education (DfE) does not consider a need or desire for a holiday or 
other absence for the purpose of leisure and recreation to qualify as an exceptional circumstance. It 
is therefore policy for the Headmaster to not authorise leave of absence for a holiday. 
 
The Headmaster, or an appropriate Deputy, will review any request as well as the current level of 
attendance before making a final decision with regards to granting authorisation. Each application 
will be considered individually taking into account the circumstances and relevant background 
context behind the request. If leave of absence is granted, it is for the Headmaster to determine the 
length of the time the pupil can be away from school.  
 
A School cannot grant a leave of absence retrospectively. 
 
7. Persistent Absenteeism (PA) and Severe Absenteeism (SA) 
 
A pupil is defined by the Government as a ‘persistent absentee’ when they miss 10% or more 
schooling across the school year for any reason; this can be authorised or unauthorised absence. 
Absence at this level will cause considerable damage to any pupil’s education and we need the full 
support and co-operation of parents to resolve this. All pupils who have attendance levels of 90% 
or below are considered to be a persistent absentee. 
 
A pupil who has missed 50% or more schooling is defined by the Government as ‘severely 
absent’.  Pupils within this cohort may find it more difficult to be in school or face bigger barriers to 
their regular attendance and, as such, are likely to need more intensive support. 
 
8. Unauthorised Absence Reporting and Legal Requirements 
 
St Edmund’s recognises its legal duty to report certain attendance issues to the local authority and 
reporting duties as a sponsor of Child Student and Student visas.  
 
Failure to attend regularly (or any other immediate concern) will result in such a report being made, 
and ten successive days of unauthorised absence will routinely trigger that report.  
 
The School will:  
 

● Notify the Local Authority (Hertford County Council) of any additions or deletions to our 
admissions register, at non-standard transition points, with the exception of pupils leaving 
at the end of Year 13. 
● Inform the local authority of all pupils of compulsory school age who have been recorded 
with code I (illness) and who the school has reasonable grounds to believe will miss 15 
days consecutively or cumulatively because of sickness. 
● Provide the local authority with the names and addresses of all pupils of compulsory 
school age who fail to attend school regularly or have been absent for a continuous period 
of 10 school days where their absence has been recorded as unauthorised.  
● Comply with the School's sponsor reporting duties, including changes in student 
circumstances, to the UKVI for any sponsored pupils. 

 
 
 
 
 
 
 



9. Attendance data 
 
A pupil’s attendance record is visible to parents via the Parent Portal. 
 
In School, a pupil’s form tutor is responsible for monitoring a pupil’s attendance on a daily and 
weekly basis and working with the Head of Year or Housemaster/Housemistress to proactively 
address any concerns with the pupil and their parents. 
 
The Head of Prep and Deputy Head Pastoral review attendance regularly (approximately monthly). 
This review includes analysis of patterns and trends at an individual and group level. Thresholds in 
line with government guidance are used to identify any pupils who are considered persistently and 
severely absent or at risk.   
 
Where there is an individual concern this is shared with the Head of Year or 
Housemaster/Housemistress to understand and review the level of support in place and what 
further follow up or intervention may be necessary.  
 
10. Deletion from Roll 
 
For any pupil leaving School parents/carers are required to inform the School of where they will be 
moving to. This information is essential to ensure that we know the whereabouts and may 
appropriately safeguard all our pupils, even those who leave us.  
 
It is crucial that parent/carers keep school updated with current addresses and contact details for 
the pupil and key family members, in case of emergency. 
 
Under Pupil Regulations 2006, all schools are legally required to notify their Local Authority of 
every new entry to the admission register within five days of the pupil being enrolled. In addition to 
this, every deletion from the school register must also be notified to the Local Authority, as soon as 
the ground for deletion has been met in relation to that pupil, and in any event no later than the 
time at which the pupil’s name is deleted from the register.  These duties do not apply when a 
pupil’s name is added/removed from the admission register at a standard transition point. 
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Appendix 1 – Frequently Asked Questions 
 
Why does attendance matter? 
 
There are many reasons  
 

• As a parent you have a legal duty to ensure their child attends that school regularly and on 
time. 

• Any absence affects the routine of a child’s schooling and regular absence will seriously 
affect their learning journey and ability to progress.  

• Any pupil’s absence or late arrival disrupts teaching routines and so may affect the learning 
of others in the same class. 

• Research shows a clear correlation between attendance levels and academic progress and 
attainment in public exams. 

 
“At primary school, children who attend nearly every day in Year 6 (95–100% attendance) have 
30% higher odds of reaching the expected standard in reading, writing and maths compared to 
similar pupils who attend 90–95% of the time. 
 
Year 11 pupils with near-perfect attendance have almost double the odds of achieving grade 5 in 
English and Maths GCSE compared to similar pupils attending 90–95% of the time. In other words, 
missing just 10 extra days is associated with half the odds of achieving these grades.” (DfE, 2025) 

 

 
 



Why does lateness matter? 
 
If a child arrives late to lessons, they are likely to miss out on key instructions and review of 
previous learning. It also causes disruption to teaching routines and affects the learning of others 
in the same class. The chart below shows how being late to one lesson a day over a school year 
adds up to lost learning time. 

 
What do I do if my child is ill? 
 
You must contact the school via the Parent Portal as early as possible and before 8:40 am on the 
morning of absence and each subsequent day.  
 
If you are unsure as to whether your child is well enough to attend school, please consult with the 
NHS guidance which can be found here; https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/ 
 
How do I tell the school my child will be absent? 
 
Please use the form on the Parent Portal. 
 
What should I do if my child is refusing to go to school? 
 
If your child is struggling to get in to school or you have any concerns about their attendance 
please contact their Form tutor, Head of Year or Housemaster/Housemistress as soon as possible 
so we can discuss how we can work together to support them and you. 
 
Can I take my child on holiday during term time? 
 
No. Holidays in term time are generally not authorized. The Headmaster may only grant leave in 
"exceptional circumstances."   
 
How can I check my child’s attendance record? 
 
Your child’s attendance record can be viewed via the Parent Portal. If you are unable to access 
this or have a query please in the first contact the Attendance Support staff (in the College) or the 
Prep Office (Prep). 
 
What data is my child’s attendance record based on? 
 
Your child’s attendance record is based on their attendance at Morning and Afternoon registration 
only. If your child is absent for these registration times, their attendance record will show them as 
absent for the whole morning or afternoon even if they arrive to school later in the morning or 
afternoon. 

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

