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http://www.legislation.gov.uk/uksi/2014/3283/schedule/part/3/made
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Attendance policy 
 

This policy relates to all sections of St Joseph’s College, including the Early Years Foundation 

Stage. 

 

 

 

1. Key contacts 

Role Name Email 

Assistant Head (W&S), 

College Attendance Lead 

Sean Hatton Sean.hatton@sjcr.org.uk 

Head of Sixth Form Alice Maxwell Alice.maxwell@sjcr.org.uk 

Head of Year 11 Jess Marandola Jessica.marandola@sjcr.org.uk 

Head of Upper Seniors Kate Woods Kate.woods@sjcr.org.uk 

Head of Lower Seniors Tanya Bobela Tanya.bobela@sjcr.org.uk 

Prep Pastoral Lead Dorinda Bray Dorinda.Bray@sjcr.org.uk 
 

Contact about attendance on a day-to-day basis should first be made with a child’s form tutor 

(Senior) or class teacher (Prep). See Appendix 1 for contact details. 

2. Aims  

2.1. By means of this policy, St Joseph’s College aims to: 

2.1.1. Set high expectations for attendance and that these will be communicated 

clearly and consistently to parents/carers, children and young people, 

2.1.2. Ensure that students have high attendance to get the most of their school 

experience, including their attainment, wellbeing, and wider life chances, 

2.1.3. Recognise that attendance is an important protective factor for the most 

vulnerable students, and that it is the best opportunity for needs to be 

identified and support provided, 

2.1.4. Show all stakeholders that The College adheres to statutory duty and best 

practice in a transparent, consistent, considered and responsible way. 

3. The benefits of an effective Attendance policy 

3.1. An effective attendance policy will add value to St Joseph’s College, by: 

3.1.1. Ensuring there is a strong culture of high attendance underpinned by clear 

expectations, procedures and responsibilities, 

3.1.2. Improving educational outcomes for all children and young people, 

3.1.3. Ensuring compliance with all legislation (including statutory guidance) and 

having due regard to non-statutory guidance. 

 

mailto:Sean.hatton@sjcr.org.uk
mailto:Tanya.bobela@sjcr.org.uk
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4. Roles and responsibilities 

4.1. The College Governors have a role to: 

4.1.1. Approve this attendance policy ensuring it is in line with the College’s core 

values, 

4.1.2. Recognise the importance of school attendance and promote it across the 

College’s ethos and policies, 

4.1.3. Hold ultimately responsibility for ensuring due regard to guidance and 

compliance with the law and statutory guidance on school attendance, 

4.1.4. Regularly review attendance data, discuss, and challenge trends,  

4.1.5. Regularly review this Attendance Policy and approve changes or 

improvements, 

4.1.6. Ensure school leaders fulfil expectations and statutory duties, 

4.1.7. Work with school leaders to set goals or areas of focus for attendance and 

provide support and challenge around delivery against those focus areas. 

4.2. The Head will: 

4.2.1. Ensure attendance improvement is prioritised in wider improvement 

strategies, such as raising attainment, behaviour, special educational needs 

and disabilities, wellbeing and safeguarding, 

4.2.2. Recognise improving attendance requires constant focus, and effective 

whole school approaches require regular ongoing support, guidance, and 

challenge, 

4.2.3. Ensure school staff receive adequate training on attendance, 

4.2.3.1. This may be delegated to other members of the Senior Leadership 

Team as appropriate, 

4.2.4. Oversee accurate and complete admission and attendance registers, 

4.2.5. Grant or deny leaves of absence, 

4.2.6. Follow any attendance improvement plan, 

4.2.7. Recognise that attendance is never ‘solved’ and is a continuous process by 

regularly reviewing and updating messages, processes, and strategies. 

4.3. The Assistant Head (Wellbeing & Safeguarding) will: 

4.3.1. Operationally adhere to the Attendance Policy devising the College’s absence 

procedures as set out in appendix 3 of this policy and promoting with staff, 

pupils, parents and carers clear and high expectations around attendance,  
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4.3.2. Publish and publicise regularly this policy so that it is easily accessible to 

pupils, parents and staff considering duties in respect of the Equalities Act 

2010, 

4.3.3. Review the work of the College to proactively manage and improve 

attendance,  

4.3.4. Ensure accurate and complete admission and attendance registers and have 

effective day-to-day processes in place and applied across the school to 

track and follow up absence and poor punctuality, 

4.3.5. Ensure high standards of attendance by building and maintaining a whole 

school culture that promotes the benefits of high attendance and ensuring a 

calm, orderly, safe and supportive environment in which all pupils want to 

and can attend, and where all pupils learn and thrive, 

4.3.6. Recognise and promote good attendance as a learned behaviour and ensure 

the importance of developing good patterns of attendance are emphasised 

from the outset to students and parents joining the school, 

4.3.7. Interrogate attendance and absence data to identify patterns of poor 

attendance (at individual and cohort level) and ensure effective strategies 

are put in place and implemented in order to resolve issues before they 

become entrenched or severe,  

4.3.8. Build positive relationships with families to remove any barriers and support 

good attendance at school, including seeking early help where absence is a 

symptom of wider issues, 

4.3.9. Formalise support where absence persists or voluntary support is not 

engaged with nor working. This may include formalising support via a 

parenting contract or education supervision order. Where all other avenues 

have been exhausted support enforcement via Local Authority through 

statutory intervention or prosecution to protect a student’s right to 

education, 

4.3.10. Work effectively with local partners to help remove the barriers to 

attendance that go beyond the school gates, including building strong links 

with local statutory services (including social care, health and police) and 

the voluntary and community sector, 

4.3.11. Act when children or young people are missing or absent from 

education - poor attendance can be a vital warning sign to a range of 

safeguarding issues including neglect, sexual abuse and child sexual and 

criminal exploitation,  

4.3.12. Make sure all teaching and non-teaching staff know the importance of 

attendance, are consistent in their communication with parents and pupils 

and are able to access the training they need on attendance. 
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5. The law on school attendance 

5.1. 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. It is 

the legal responsibility of every parent to make sure their child receives that education 

either by attendance at a school or by education otherwise than at a school. 

5.2. Where parents decide to have their child registered at school, they have an additional 

legal duty to ensure their child attends that school regularly. 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. 

6. Registers 

6.1. The law requires all schools to have an admission register. All pupils (regardless of their 

age) must be placed on the admission register and have their attendance recorded in 

the attendance register. 

6.2. The admission register (sometimes referred to as the school roll) must contain specific 

personal details of every pupil in the school along with the date of admission or re-

admission to the school, information regarding parents and carers, and details of the 

school last attended. A pupil’s name can only lawfully be deleted from the admission 

register if a reason set out in regulation 8 of the Education (Pupil Registration) 

(England) Regulations 2006, as amended, applies. 

6.3. The College will use SchoolBase (an electronic management information system) to 

keep their attendance and admission registers to improve accuracy, speed up the 

process of sharing and analysing information, and make returns to local authorities and 

DfE easier. 

6.3.1. This will include registers for co-curricular activities, LAMDA lessons, 

peripatetic lessons, and the extended day program. 

6.4. Registers are legal records and all schools must preserve every entry in the attendance 

or admission register for 6 years from the date of entry.  

6.4.1. As the attendance register is a record of the pupils present at the time it 

was taken, the register should only routinely be amended where the reason 

for absence cannot be established at the time it is taken and it is 

subsequently necessary to correct the entry.  

6.4.2. Where amendments are made, all schools must ensure the register shows 

the original entry, the amended entry, the reason for the amendment, the 

date on which the amendment was made, and the name and title of the 

person who made the amendment. 

6.5. It is vital that the admission register is kept up to date and amended as soon as 

possible. Schools should encourage parents to inform them of any changes whenever 

they occur. 
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6.6. Schools must take the attendance register at the beginning of each morning session 

and once during each afternoon session. On each occasion they must record whether 

every pupil is: 

6.6.1. Present, 

6.6.2. Absent, 

6.6.3. Attending an approved educational activity as defined in regulation 6(4); 

Schools must record the nature of the activity where a pupil of compulsory 

school age is attending an approved educational activity, 

6.6.4. Unable to attend school due to exceptional circumstances as defined in 

regulation 6(5) of the Regulations. Schools must also record the nature of 

the circumstances, 

6.7. Schools must record whether the absence of a pupil of compulsory school age is 

authorised or not. 

6.8. Schools will use the national attendance and absence codes (See Appendix 2).  

6.8.1. The national codes enable schools to record and monitor attendance and 

absence in a consistent way and are used to collect statistics through the 

School Census system. The data helps schools, local authorities and the 

government to gain a greater understanding of the level of, and the reason 

for, absence and the delivery of education in accordance with DfE statutory 

guidance: Working together to improve school attendance (2024). 

6.9. Deleting the name of a pupil of compulsory school age will only be in accordance with 

DfE non-statutory guidance: Working together to improve school attendance (2024). 

6.9.1. A pupil’s name can only be deleted from the admission register for a reason 

set out in regulation 8 of the Regulations.  

6.9.2. A pupil’s name must not be removed for any other reason and doing so 

would constitute off-rolling. 

6.10. In accordance with regulation 12(6) of the Regulations, a school must notify the local 

authority when a pupil’s name is to be deleted from the admission register under any of 

the reasons set out in regulation 8, as soon as the pupil’s name is to be deleted.  

6.10.1. This does not apply where the pupil’s name is deleted after they have 

completed the school’s final year (for example, pupils who leave primary 

school at the end of Year 6), unless the local authority requests such 

information. 

6.11. Where a school notifies the local authority that a pupil’s name is to be deleted from the 

admission register, as set out in regulation 12(7) of the Regulations, the school must 

provide the local authority with the following information: 

6.11.1. the full name of the pupil, 

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
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6.11.2. the full name and address of any parent the pupil normally lives with, 

6.11.3. at least one emergency telephone number of any parent the pupil 

normally lives with, 

6.11.3.1. if applicable, the full name and address of the parent who the pupil 

is going to live with, and the date the pupil will start living there, 

6.11.4. if applicable, the name of the pupil’s other school and when the pupil 

began or will begin to attend the school, 

6.11.5. the reason set out in regulation 8 under which the pupil’s name is to be 

deleted from the admission register. 

7. Management of attendance 

7.1. The College will systematically analyse their data to identify patterns to target their 

improvement efforts, and use this information to work effectively with the local 

authority and other local partners to overcome barriers to attendance. 

7.2. The College will have robust day-to-day processes to track and follow up absence and 

poor punctuality which are rigorously applied across the College. As a minimum this 

should include arrangements to: 

7.2.1. Proactively manage lateness and set out in their attendance procedure in the 

appendix of this policy the length of time the register will be open, after 

which a pupil will be marked as absent. This should be the same for every 

session, and depending on the structure of the school day, not longer than 

either 30 minutes after the session begins, or the length of the form time or 

first lesson in which registration takes place. 

7.2.2. Expect parents to contact the school when their child is absent to explain the 

reason and put in place processes to contact parents on the first day of 

absence where a reason has not been provided. If absence continues 

without explanation, further contact should be made to ensure safeguarding. 

7.2.3. Identify any absences that are not explained for each session and contact 

parents (and where appropriate foster carers and/or social workers) to 

understand why and when the pupil will return. Where absence is recorded 

as unexplained in the attendance register, the correct code should be 

inputted as soon as the reason is ascertained, but no later than 5 working 

days after the session. 

7.2.4. Where reasonably possible, schools should hold more than one emergency 

contact number for each pupil. This is good practice to give the school 

additional options to contact a responsible adult. 

7.2.5. Regularly inform parents about their child’s attendance and absence levels. 

Schools should avoid headline percentages and instead make this 

understandable for parents (e.g. the amount of time missed and the impact 

on the pupil’s learning). 
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7.2.6. Hold regular meetings with the parents of pupils who the College consider to 

be vulnerable or are persistently or severely absent to discuss attendance 

and engagement at school. 

7.2.7. Identify pupils who need support from wider partners as quickly as possible 

and make the necessary referrals. 

7.2.8. Make the necessary statutory data returns. 

7.2.9. Support pupils back into school following a lengthy or unavoidable period of 

absence and provide support to build confidence and bridge gaps. 

8. Granting leave of absence 

8.1. Only exceptional circumstances warrant a leave of absence. 

8.2. The College will consider each application individually considering the specific facts and 

circumstances and relevant background context behind the request. 

8.3. If a leave of absence is granted, it is for the Head to determine the length of the time 

the pupil can be away from school. 

8.4. As Head should only grant leaves of absence in exceptional circumstances it is unlikely 

a leave of absence will be granted for the purposes of a family holiday. 

9. Analysis of attendance data 

9.1. As poor attendance is habitual, prevention and early intervention is crucial. The key to 

this is regular data analysis to both identify and provide immediate additional support to 

pupils or pupil cohorts that need it, and to look at historic and emerging patterns across 

the College and develop strategies to address them.  

9.2. To achieve this the Assistant Head (W&S) should: 

9.2.1. Monitor and analyse weekly attendance patterns and trends and deliver 

intervention and support in a targeted way to pupils and families. This 

should go beyond headline attendance percentages and should look at 

individual pupils, cohorts and groups (including their punctuality) across the 

College. 

9.2.2. When analysing patterns, the Assistant Head (W&S) may wish to look 

further into patterns of attendance within a session to ensure all pupils are 

attending all timetabled lessons.  

9.2.3. Use this analysis to provide regular attendance reports to class teachers or 

tutors to facilitate discussions with pupils and to leaders (including SENCo 

and designated safeguarding leads). 

9.2.4. Identify the pupils who need support and focus staff efforts on developing 

targeted actions for those cases having regard to and in line with paragraphs 

34-39 of the DfE guidance Working together to improve school attendance. 
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9.2.5. Conduct thorough analysis of half-termly, termly, and full year data to 

identify patterns and trends. This should include analysis of pupils and 

cohorts and identifying patterns in uses of certain codes, days of poor 

attendance and where appropriate, subjects which have low lesson 

attendance. 

9.2.6. Benchmark their attendance data (at whole school, year group and cohort 

level) against local, regional, and national levels to identify areas of focus for 

improvement. 

9.2.7. Devise specific strategies to address areas of poor attendance identified 

through data. This may, for example, include pupils in a year group with 

higher-than-average absence. 

9.2.8. Monitor in the data the impact of school wide attendance efforts, including 

any specific strategies implemented. The findings should then be used to 

evaluate approaches or inform future strategies. 

9.2.9. Provide data and reports which includes: 

9.2.9.1. year groups, 

9.2.9.2. pupils with special educational needs or disabilities, 

9.2.9.3. pupils with a social worker or who are looked after by the local 

authority, 

9.2.9.4. pupils in receipt of a bursary, 

9.2.9.5. any pupils from backgrounds (including ethnicities, religions or beliefs, 

or sexual orientations where applicable) in the College that have, or 

have historically had, lower attendance than their peers. 

9.3. The Local Authority have the right to examine and take extracts of attendance registers 

from schools within their area, including Independent schools.  

 

 

10.  Communicating with parents/carers, children and young people regarding 

Attendance 

10.1. Parents/carers are expected to: 

10.1.1. Make sure their child attends every day on time, by 8.20am, 

10.1.1.1. Children arriving after 8.20am but before 8.50am will be recorded 

with an L code in the register (authorised late) 

10.1.1.2. Children arriving after 8.50am without a suitable reason will be 

recorded with a U code (late after register closed), this is counted as 

an ‘absence’ for statistical purposes, 
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10.1.1.3. See appendix 6 for further information on punctuality monitoring, 

10.1.2. Make sure their child attends for the entirety of the school day, until 

3.40pm, 

10.1.3. Call the College or use SchoolBase to report their child’s absence (and 

each subsequent day of absence), and advise when they are expected to 

return, 

10.1.4. Provide the school with more than 1 emergency contact number for 

their child, 

10.1.4.1. Ideally, 3 emergency contacts with 1 being a person outside of the 

family home. 

10.1.5. Ensure that, where possible, appointments for their child are made 

outside of the school day, 

10.1.6. Attend meetings, where requested and whenever possible, where their 

child is considered vulnerable or is persistently or severely absent to discuss 

attendance and engagement at school. 

10.2. The College will treat all pupils and parents with dignity and staff should model 

respectful relationships to build a positive relationship between home and school that 

can be the foundation of good attendance. In communicating with parents, schools 

should discuss the link between attendance and attainment and wider wellbeing, and 

challenge parents’ views where they have misconceptions about what ‘good’ attendance 

looks like.  

10.2.1. Where a pupil or family needs support with attendance, it is important 

that the best placed person in the College works with and supports the 

family and wherever possible the person should be kept consistent, 

10.3. Schools will consistently promote the benefits of good attendance at school, 

10.4. Some pupils find it harder than others to attend school and therefore at all stages of 

improving attendance, schools and partners will work with pupils and parents to remove 

any barriers to attendance by building strong and trusting relationships and working 

together to put the right support in place. 

 

 

11. Persistent and severe absence 

11.1. Whilst every pupil has a right to a full-time education and high attendance expectations 

should be set for all pupils consequently this policy will be applied fairly and consistently 

but in doing so the College should always consider the individual needs of pupils and 

their families who have specific barriers to attendance. 

11.2. Persistent absence is when a pupil misses 10% or more of school, severe absence is 

when a pupil is missing 50% or more of school. 
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11.3. In the first instance, all schools are expected to: 

11.3.1. Support pupils and parents by working together to address any in-

school barriers to attendance. 

11.3.2. Where barriers are outside of the College’s control, all partners should 

work together to support pupils and parents to access any support they may 

need voluntarily.  

11.3.2.1. As a minimum, this should include meeting with pupils and parents 

at risk of persistent or severe absence to understand barriers to 

being in school and agreeing actions or interventions to address 

them.  

11.3.2.2. This may include referrals to services and organisations that can 

provide support.  

11.3.2.3. These actions should be regularly discussed and reviewed together 

with pupils and families. 

11.4. When planning for how to support vulnerable pupils, the College will have particular 

regard to pupils who have previously been persistently or severely absent at any point 

during the totality of their education,  

11.4.1. Data will go beyond utilising the current term’s attendance data from 

day one of a new term.  

11.4.2. The College will request access to children’s or young people’s previous 

education, suspension, exclusion and attendance history so that they can 

plan proactively, even before the start of a new term or joining a new 

school. 

11.5. Where absence intensifies, so should the support provided, which will require the 

College to work in tandem with the local authority and other relevant partners: 

11.5.1. If the needs and barriers are individual to the pupil this may include 

provision of mentoring, careers advice, or other interventions agreed by the 

professionals and parents. 

11.5.2. Where the needs are wider and a whole family response is more 

appropriate, this is likely to include a voluntary early help assessment. 

11.5.3. Where engagement in support is proving challenging, schools should 

hold more formal conversations with the parents (and pupil where they are 

old enough to understand). This is likely to be led by the Assistant Head 

(W&S). These meetings should clearly explain the consequences of 

persistent and severe absence to the pupil and family and the potential need 

for legal intervention in future, but should also be an opportunity to continue 

to listen to and understand the barriers to attendance and explain the help 

that is available to avoid those consequences. 
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11.6. Where voluntary support has not been effective and/or has not been engaged with all 

schools should work with the local authority to: 

11.6.1. Put formal support in place in the form of a parenting contract or an 

education supervision order. 

11.6.2. Local Authority to issue a fixed penalty notice where support would not 

be appropriate or has not been successful or engaged with and it is likely to 

change the parents’ behaviour, however this measure is not available to 

independent schools. 

11.6.3. Intensify support through statutory children’s social care involvement 

where there are safeguarding concerns, especially where absence becomes 

severe (below 50% attendance). 

11.6.4. Local Authority to prosecute parents where all other routes have failed 

or are not deemed appropriate. This could include making the case for a 

community or parenting order where the parent is convicted to secure 

engagement with support. 

11.7. Make use with the Local Authority of the full range of legal interventions rather than 

relying solely on fixed penalty notices or prosecution. Where they are used, it should be 

clear that it will change parental behaviour and in making the decision to use an 

intervention, headteachers and local authority officers should have regard to their 

safeguarding duties as set out in the statutory guidance on Keeping Children Safe in 

Education. It is for individual schools and local authorities to decide whether to use 

them in an individual case after considering the individual circumstances of a family. 

These are: 

11.7.1. Parenting contracts 

11.7.2. Education supervision orders 

11.7.3. Attendance prosecution 

11.7.4. Parenting orders 

11.7.5. Fixed penalty notices (not in independent schools) 

11.8. In all cases, the College should monitor the impact of any intervention(s) and adjust 

where necessary in discussion with the pupil, parents and any other partners involved 

as part of any whole family plan or team around the family. Where interventions are 

failing, all parties should work together to identify the reasons why and either adjust or 

change the approach. 
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12. Staff training 

12.1. Improving attendance requires knowledge of guidance and regulations but also 

expertise in working with families to remove barriers to attendance and safeguard pupils. 
Just as those barriers are regularly evolving, so too is the training that school staff require 
to address them. 

12.2. Training on attendance must be included in the school(s)’ continued professional  

development offer for all staff, and that attendance is covered as part of induction. As a 
minimum this should include all staff understanding: 

12.2.1. he importance of good attendance and that absence is almost always a 

symptom of wider circumstances, 

12.2.2. the law and requirements of schools including on the keeping of 

registers, of the College’s strategies and procedures for tracking, following 

up and improving attendance, 

12.2.3. the processes for working with other partners to provide more 

intensive support to pupils who need it. 

12.3. Dedicated attendance training must be provided to any staff with a specified attendance 

function in their role, including administrative, pastoral or family support staff and senior 
leaders. In addition, this should include: 

12.3.1. the necessary skills to interpret and analyse attendance data,  

12.3.2. and any additional training that would be beneficial to support pupils 

and pupil cohorts overcome commonly seen barriers to attendance. 

13. Students with medical conditions, poor mental health, or special educational needs 

and disabilities 

13.1. Some pupils face greater barriers to attendance than their peers. These can include 

pupils who suffer from long term medical conditions, who suffer from poor mental health, 
or who have special educational needs and disabilities. Their right to an education is the 
same as any other pupil and therefore the attendance ambition for these pupils should be 
the same as they are for any other pupil. That said, in working with their parents to 
improve attendance, schools should be mindful of the barriers these pupils face and put 
additional support in place where necessary to help them access their full-time education. 
This should include: 
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13.1.1. Having sensitive conversations and developing good support for pupils 

with physical or mental health conditions. For example, making reasonable 

adjustments where a pupil has a disability or putting in place an individual 

healthcare plan where needed. Considering whether additional support from 

external partners (including the local authority or health services) would be 

appropriate, making referrals in a timely manner and working together with 

those services to deliver any subsequent support. 

13.1.2. Working with parents to develop specific support approaches for 
attendance for pupils with special educational needs and disabilities, including 
where applicable ensuring the provision is outlined in the student’s CLARITY 
plan. In addition, schools should work with families to help support routines 
where school transport is regularly being missed and work with other partners 
to encourage the scheduling of additional support interventions or medical 
appointments outside of the main school day. Please see further details on SEN 
support and the College’s SEN policy which is published on the College’s 
website. 

13.1.3. Establish strategies for removing the in-school barriers these pupils 

face, including considering support or reasonable adjustments for uniform, 

transport, routines, access to support in school and lunchtime 

arrangements. 

13.1.4. Ensure joined up pastoral care is in place where needed and consider 

whether a time-limited phased return to school would be appropriate, for 

example for those affected by anxiety about school attendance. 

13.1.5. Ensure data is regularly monitored for these groups including at board 

and governing body meetings and in Targeting Support Meetings with the 

local authority so that additional support from other partners is accessed 

where necessary. 

13.1.6. Pupils with long-term illnesses or other health needs may need 

additional support to continue their education, such as alternative provision 

provided by the local authority. Local authorities are responsible for 

arranging suitable education for children of compulsory school age who, 

because of health reasons, would otherwise not receive suitable education. 

13.1.7. In all cases, schools should be sensitive and avoid stigmatising pupils 

and parents and they should talk to pupils and parents and understand how 
they feel and what they think would help improve their attendance to develop 
individual approaches that meet an individual pupil’s specific needs. 

13.1.8. The College must alert the Local Authority about any pupil who misses 

15 consecutive or cumulative days due to illness, as they may need 

additional support from the Local Authority. 
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14. Reduced timetables 

14.1. All pupils of compulsory school age are entitled to a full-time education. In very 

exceptional circumstances, where it is in a pupil’s best interests, there may be a need 

for a temporary reduced timetable to meet their individual needs. For example, where a 

medical condition prevents a pupil from attending full-time education and a reduced 

timetable is considered as part of a re-integration package. 

14.2. A reduced timetable should not be used to manage a pupil’s behaviour. 

14.3. A reduced timetable must only be in place for the shortest time necessary and not be 

treated as a long-term solution. Any pastoral support programme or other agreement 
should have a time limit by which point the pupil is expected to attend full-time, either at 
school or alternative provision. There should also be formal arrangements in place for 
regularly reviewing it with the pupil and their parents. In agreeing to a part-time timetable, 
a school has agreed to a pupil being absent from school for part of the week or day and 
therefore must treat absence as authorised. 

 

15. Sharing information and working collaboratively with other schools in the area, 

local authorities and other partners when absence is at risk of becoming persistent 

or severe 

15.1. All schools should work with the local communities (including voluntary and community 

groups) to help remove the barriers to attendance that families experience. In some 

cases, families will experience the same or similar barriers to attendance for multiple 

children who attend different schools in the area. As such, it is of mutual benefit for 

such schools to work together where possible. This will be particularly beneficial in 

supporting transition between feeder schools. 

15.2. Schools will work jointly and share data on individual cases where it is of benefit to the 

pupil (e.g. health services where there are medical conditions or the police where there 

are extrafamilial harms). Local authorities and schools (of all types) are expected to 

have a regular Targeting Support Meetings at least termly. Further, to facilitate timely 

collaborative working across partners, all schools are also legally required to share 

information from their registers with the local authority. As a minimum this includes: 

15.2.1. Every time a pupil’s name is to be added to, or deleted from, the 

school admission register outside of standard transition times (including the 

statutory reason for deletion). For deletions this must take place before the 

deletion, and for additions it must be no later than 5 working days after the 

addition. 

15.2.2. The name and address of any pupil who fails to attend school regularly 

or has missed school for 10 days or more without the absence being 

recorded as authorised. Local authorities should agree the frequency this 

must be shared with all schools in their area. This should be no less 

frequently than once per calendar month. 
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15.2.3. Local authorities may seek, and schools are expected to provide, more 

frequent or comprehensive sharing of data than the statutory minimum 

where it is essential to fulfilling their obligations under the Education Acts. 

To avoid any unnecessary burdens for schools this should always be 

automatic from school registers and not require additional manual data 

collection/ returns (e.g. through a data aggregator directly from 

management information systems). This collaboration allows local 

authorities to facilitate quicker, more efficient joint working and better target 

their area wide attendance strategy. 

15.2.4. Similarly, whilst the law provides access to registers of maintained 

schools for local authority officers who need access to fulfil their obligations 

under the Education Acts, all schools, regardless of whether or not they are 

covered by that legislation, are still expected to provide the local authority 

with access to support joint working between schools, trusts and local 

authorities. 

 

 

16. Attendance procedures 

16.1. The College’s attendance procedures, outlined in appendix 3, will include 3 areas: 

16.1.1. PREVENTION of poor attendance through strong and effective whole 

school attendance management  

16.1.2. EARLY INTERVENTION to reduce absence before it becomes habitual 

or severe  

16.1.3. TARGETED reengagement of persistent and severely absent pupils 

16.2. The College’s attendance procedures, outlined in appendix 3, will set out: 

16.2.1. The attendance and punctuality expectations of pupils and parents, 

including start and close of the day, register closing times and the processes 

for requesting leaves of absence and informing the school of the reason for 

an unexpected absence. 

16.2.2. The name and contact details of the senior leader responsible for the 

strategic approach to attendance in school. 

16.2.3. Information and contact details of the school staff who pupils and 

parents should contact about attendance on a day-to-day basis (such as a 

form tutor, attendance officer etc) and for more detailed support on 

attendance (such as a head of year, pastoral lead or family liaison officer 

etc). 

16.2.4. The school’s day to day processes for managing attendance, for 

example first day calling and processes to follow up on unexplained absence. 

16.2.5. How the school is promoting and incentivising good attendance. 
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16.2.6. The school’s strategy for using data to target attendance improvement 

efforts to the pupils or pupil cohorts who need it most. 

16.2.7. The school’s strategy for reducing persistent and severe absence, 

including how access to wider support services will be provided to remove 

the barriers to attendance and when support will be formalised in 

conjunction with the local authority. 

16.3. In developing and implementing their procedures, the College has considered the 

obligations under the Equality Act 2010 and the UN Convention on the Rights of the 

Child. 

16.4. This policy must be easily accessible to leaders, staff, pupils and parents, including (but 
without limitation) published on the school website. Parents will be informed of the 
school’s attendance procedures and policy with any initial information when pupils join the 
school and will be regularly reminded and when it is updated. 

16.5. When reviewing and updating the policy, schools should seek the views of parents and 
pupils. 

 

17. Amendments to this policy 

17.1. The Head and Assistant Head (Wellbeing and Safeguarding) are authorised to amend 

this policy to reflect changes in personnel or procedure or changes in legislation or DfE 

guidance. 

17.2. Where this policy is updated for reasons other than changes to national guidance, the 

views of parents and pupils should be sought, 

17.3. Any such changes must be reported to the governing body at its next scheduled 

meeting following the changes. 
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Appendix 1 

Key contact information 

 

Prep School 

In the first instance parents should contact the child’s class teacher for information on 

attendance: 

 

Class Class Teacher Email 

Pre-Reception Miss C Gibson Charlotte.Gibson@sjcr.org.uk 

Reception Miss D Rackley Danielle.Rackley@sjcr.org.uk 

Year 1 Mrs S Harradence Sarah.Harrandence@sjcr.org.uk 

Year 2 Mrs G Davies Gemma.Davies@sjcr.org.uk 

Year 3 Mr A Jones Adam.Jones@sjcr.org.uk 

Year 4 Mrs B Jolliffe 
Mrs C Roux 

Bryony.Jolliffe@sjcr.org.uk 
Cheryl.Roux@sjcr.org.uk 

Year 5 Mrs E Pyke Emma.Pyke@sjcr.org.uk 

Year 6 Dr M Dinnin Mark.Dinnin@sjcr.org.uk 
 

Should further information about attendance be required, the following contacts should be 

used: 

 

Role Class Teacher Email 

Prep Pastoral lead Mrs D Bray Dorinda.Bray@sjcr.org.uk 

Deputy Head (Prep) Mrs S Boccaccini Sharon.Boccaccini@sjcr.org.uk 
 

Senior school 

In the first instance parents should contact the child’s form tutor for information on 

attendance: 

 

Tutor group Form tutor Email 

Lower Seniors 

LSR-MW Mrs M Welsh Mireia.Welsh@sjcr.org.uk 

LSR-JCN Mr J Newsam Joe.Newsam@sjcr.org.uk 

LSD-KTM Miss K McAdden Kelly.McAdden@sjcr.org.uk 

LSD-SEOJ Mr S Jenkins Scott.Jenkins@sjcr.org.uk 

LSJ-BLL Mrs B Lovelock Belinda.Lovelock@sjcr.org.uk 

LSJ-APA/SLL Mrs A Albrow 

Mrs S Lane 

Alice.Albrow@sjcr.org.uk 

Sarah.Lane@sjcr.org.uk 

LSH-GWO Mr G Ozanne Grant.Ozanne@sjcr.org.uk 

LSH-KL Mr K Li Kenneth.Li@sjcr.org.uk 

Upper Seniors 

USR-HEB Mrs H Beechey Helen.Beechey@sjcr.org.uk 

USR-KK Mrs K Kubisch Kerstin.Kubisch@sjcr.org.uk 

USD-RZ Mr R Zawistowski Raf.Zawistowski@sjcr.org.uk 

USD-HJR Mrs H Ridgus Heather.Ridgus@sjcr.org.uk 

USJ-JBM Miss J Mann Jess.Mann@sjcr.org.uk 

USJ-RIS Mr R Shuttleworth Richard.Shuttleworth@sjcr.org.uk 

mailto:Charlotte.Gibson@sjcr.org.uk
mailto:Gemma.Davies@sjcr.org.uk
mailto:Adam.Jones@sjcr.org.uk
mailto:Bryony.Jolliffe@sjcr.org.uk
mailto:Emma.Pyke@sjcr.org.uk
mailto:Mark.Dinnin@sjcr.org.uk
mailto:Joe.Newsam@sjcr.org.uk
mailto:Alice.Albrow@sjcr.org.uk
mailto:Helen.Beechey@sjcr.org.uk
mailto:Kerstin.Kubisch@sjcr.org.uk
mailto:Raf.Zawistowski@sjcr.org.uk
mailto:Heather.Ridgus@sjcr.org.uk
mailto:Jess.Mann@sjcr.org.uk
mailto:Richard.Shuttleworth@sjcr.org.uk
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USH-MOB Miss M Bath Madison.Bath@sjcr.org.uk 

USH-MAW Mrs M Walia Meena.Walia@sjcr.org.uk 

Year 11 

11-KJO/GC Mrs K Oakes 

Mr G Casey 

Katy.Oakes@sjcr.org.uk 

George.Casey@sjcr.org.uk 

11-MJK1/DJL Mrs M Kesel 

Mr D Leese 

Mandy.Kesel@sjcr.org.uk 

David.Leese@sjcr.org.uk 

11-NPS Mrs N Suraweera Prash.Suraweera@sjcr.org.uk 

11-RJE Mr R Everatt Richard.Everatt@sjcr.org.uk 

11-SW Dr S West Steve.West@sjcr.org.uk 

11-ALJ Mrs A Jeffery Anna.Jeffery@sjcr.org.uk 

Sixth Form 

SF-JES Mrs J Spence Judith.Spence@sjcr.org.uk 

SF-LMR/JCS Miss L Rizan 
Mr J Stotesbury 

Letitia.Rizan@sjcr.org.uk 
Jason.Stotesbury@sjcr.org.uk 

SF-JMC Mr J Cunningham Joe.Cunningham@sjcr.org.uk 

SF-HNC Mr H Cumming Hugh.Cumming@sjcr.org.uk 

SF-AH Mrs A Hopkins Ann.Hopkins@sjcr.org.uk 

SF-DCP/JAK1 Dr D Pellenc 

Miss J Kirkpatrick 

Delphine.Pellenc@sjcr.org.uk 

Jess.Kirkpatrick@sjcr.org.uk 
 

Should further information about attendance be required, the following contacts should be 

used: 

 

Role Class Teacher Email 

Head of Lower Seniors Miss T Bobela Tanya.Bobela@sjcr.org.uk 

Head of Upper Seniors Miss K Woods Kate.Woods@sjcr.org.uk 

Assistant Head of Upper 

Seniors 

Mr R Paone Ross.Paone@sjcr.org.uk 

Head of Year 11 Miss J Marandola Jessica.Marandola@sjcr.org.uk 

Head of Sixth Form Mrs A Maxwell Alice.Maxwell@sjcr.org.uk 

Assistant Head of Sixth 

Form 

Mrs K Holdcroft Kate.Holdcroft@sjcr.org.uk 

 

College Attendance lead: 

Assistant Head 
(Wellbeing & 

Safeguarding) 

Mr S Hatton Sean.Hatton@sjcr.org.uk 

  

mailto:Katy.Oakes@sjcr.org.uk
mailto:George.Casey@sjcr.org.uk
mailto:Mandy.Kesel@sjcr.org.uk
mailto:Prash.Suraweera@sjcr.org.uk
mailto:Richard.Everatt@sjcr.org.uk
mailto:Steve.West@sjcr.org.uk
mailto:Anna.Jeffery@sjcr.org.uk
mailto:Judith.Spence@sjcr.org.uk
mailto:Jason.Stotesbury@sjcr.org.uk
mailto:Joe.Cunningham@sjcr.org.uk
mailto:Hugh.Cumming@sjcr.org.uk
mailto:Delphine.Pellenc@sjcr.org.uk
mailto:Jess.Kirkpatrick@sjcr.org.uk
mailto:Tanya.Bobela@sjcr.org.uk
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Appendix 2 

Register codes 

 

The College uses the National Codes for absence (as stated in School Attendance (Pupil 

Registration) (England)(Regulations) 2024: 

 

/ \ - present for morning and afternoon sessions. 

 

The following are classified as authorised absence: 

I – Illness. 

M – Attending medical/dental appointment. 

C – Leave of absence for exceptional circumstances. 

R – Religious observance. 

E – Suspended or permanently excluded. 

T – Parent travelling for occupational purposes. 

S – Study leave. 

C1 – Participating in a regulated performance or undertaking regulated employment abroad. 

J1 – Attending an interview for employment or admission to another educational institution. 

C2 – Pupil is absent from school for part of the week (on a part-time timetable) – then also 

use the code for the reason why absent. 

 

The following are NOT classified as absences: 

B – An offsite educational activity. 

D – Dual registration, so attending another school where registered. 

K – Alternative provision arranged by the LA. 

L – Late arrival before the register is closed (during the 30 mins ‘grace’ period). 

P – Approved sporting activity. 

V – Attending an educational visit or trip. 

W – Work experience. 

 

The following are classified as unauthorised absence: 

G – Holiday not granted by the school. 

N – Reason for absence not yet established. 

O – Absent in other or unknown circumstances. 

U – Arrived in school after the register closed (after 30 mins ‘grace’ period). 

 

The following are classified as ‘not a possible attendance’: 

X – Pupils of non-compulsory school age absent when they are not timetabled to attend (e.g. 

EYFS). 

Q – Lack of access arrangements by LA. 

Y – Transport normally provided not being available. 

Y2 – Widespread disruption to travel. 

Y3 – Part of school premises being closed. 

Y4 – Whole school site being unexpectedly closed. 

Y5 – Pupil is in criminal justice detention. 

Y6 – Public health guidance or law not to attend. 

Y7 – Any other unavoidable cause. 

 

The following codes are not collected for statistical purposes: 

Z – Prospective pupil not on admission register. 

# - Planned whole school closure (holidays). 
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Appendix 3 

St Joseph’s College’s attendance procedures in accordance with section 17 of this policy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Term 1 
Assistant Head (W&S) with Heads of Year / Head of Sixth Form / Prep Pastoral Lead will monitor individual 
attendance looking for patterns, intervening should they have concerns, recognising that one period of illness 
within the first term can lower a student’s attendance considerably. Therefore, intervention will occur where there 
are concerns that the absence is persistent, and the procedures outlined below for Terms 2 and 3 will be adopted. 

Term 2 & 3 
Step 1 
To work WITH our families and address barriers to attendance, when a child’s attendance falls to 95% 
or below, contact will be made by the tutor/class teacher so that parents/carers are aware that their child’s 
attendance is being monitored. 
 
Step 2 
Should the child’s attendance have not improved following Step 1 and has continued to decline, the Head of Year 
/ Head of Sixth Form / Prep Pastoral Lead will make contact, followed by sending a letter to parents/carers to 
share that attendance is a concern and that barriers to attendance have been discussed.  
 
Step 3 
Should the child’s attendance have not improved following Step 2 and has continued to decline, the Assistant 
Head (W&S) will send a second letter to parents/carers advising that absences are no longer being authorised and 
that evidence is required (this does not have to be a medical note – this can be a screenshot of a doctors 
appointment/image of prescription bottles) in order to do so. Assistant Head (W&S) to make Attendance staff 
aware that child’s attendance is not to be authorised. 
 
Step 4 
Should the child’s attendance fall below 90% following the actions outlined in Steps 1-3, the Assistant Head (W&S) 
will send a third letter to parents/carers to share that their Local Authority Attendance Support Officer has been in 
contact with regards to the child’s attendance following a review of data and are monitoring. The child will be 
open to a Pastoral Attendance Plan (PAP) and an invite letter will be sent to parents/carers to set a meeting in 
which to write the plan. 
 
Step 5 
If PAP not working following review, referral made to the Local Authority, a pre-fast track meeting to be held with 
the Attendance Support Officer in attendance. Invite letter sent and include the Local Authority 
Fixed Penalty leaflet 
 
Step 6 
Should the child’s attendance not improve, they will be subject to Fast Track Proceedings/legal proceedings by the 
Local Authority. This should be the last resort when all other reasonable supportive actions have been made by 
the College and there is a lack of cooperation by the family with regards to these actions. 
Nb. At any point within the steps, a panel day can/may be held and the family will be invited in so we can 
hold discussions as to how we can support together in raising the child’s attendance. 
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Appendix 4 

Attendance poster (Seniors) 
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Appendix 5 

Attendance poster (Prep) 
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Appendix 6 

Punctuality and First Response procedures at St Joseph’s College 

 

  

Start of day 

All children are expected to arrive to school by 8:20am each day and should attend their tutor base 

/ classroom by this time. 

• Should a child arrive after this time, but before 8:50am, their attendance will be marked as 

‘L’ (authorised late), 

• Should a child arrive after 8:50am, their attendance will be marked as ‘U’ (unauthorised late 

after registration is closed) 

• NB – if a late arrival has been agreed with a Pastoral Leader, Assistant Head (W&S) or the 

Head, (for examples, following a medical appointment) a late code will not be used. 

 

First response 

If a child has not arrived to school by 8:50am and no reason has been given for their absence, a 

Pastoral Leader or support staff will contact parents or other emergency contacts to determine the 

whereabouts of the child, first by phone, then by email. This will be repeated after midday if no 

response has been received. 

 

Absence of this nature will be recorded as unauthorised until a reason is provided. 

 

If this is repeated over multiple days with no response, on day 3 the Assistant Head (W&S) will work 

with local safeguarding partners, including Children’s services and the police, to complete a welfare 

check to ensure the child and family are safe. 

Throughout the day 

All children are expected to arrive to their lessons on time. A child arriving late to their lesson will have 

their attendance recorded as ‘L’ (late) and the minutes late recorded. 

 

Children will be challenged on their lateness by their teacher and should expect to make up minutes 

late at an appropriate time. 
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Persistent lateness (Senior school) 

Punctuality is monitored by the Assistant Head (W&S) in conjunction with the College Pastoral 

Leaders. A child can be late to school and/or to individual lessons. 

A child who is late regularly within a half-term period will be placed on a punctuality report: 

• 10 times – to their Tutor 

• 20 times – to their Head of Year or Head of Sixth Form 

• 30 times – to the Assistant Head (W&S) 

• 40 times – to the College Deputy Head (Senior) 

 

(figures are reset each half term) 

 

Parents/carers will be contacted by email/phone at each stage. At higher stages a meeting will be 

requested with the child, their parents/carers and the Assistant Head (W&S) to discuss barriers to 

good punctuality. 

 

When placed on report the child must report to the relevant member of staff at the beginning of 

each lunch time to review their punctuality, and make up any minutes late. 

 

Please note that 10 unauthorised absences, including ‘U’ marks (unauthorised late after 

8.50am), within a 12-week period may be reported to the Education Welfare Service at the 

discretion of the Head. 


