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1. Purpose and scope

St. Dominic's Grammar School is committed to securing high levels of attendance and punctuality for every pupil.
Regular attendance is essential to learning, wellbeing, safeguarding, personal development and participation in
school life. The School treats attendance as a shared responsibility between pupils, parents, staff, leaders, the
proprietor/School Management Committee and, where appropriate, the local authority and other agencies.

This policy applies from the Early Years Foundation Stage (EYFS) through to Year 13. The statutory attendance
duties apply principally to pupils of compulsory school age; however, the School also monitors attendance in
EYFS and post-16 because unexplained or repeated absence may indicate a safeguarding or welfare concern.

The policy is designed to meet the requirements of the Independent School Standards and the School Attendance
(Pupil Registration) (England) Regulations 2024 and to reflect current statutory attendance and safeguarding
guidance.

2. Legal and regulatory framework

e Education Act 1996, including parents' duty to secure suitable full-time education for children of compulsory
school age.

e School Attendance (Pupil Registration) (England) Regulations 2024.

e Education (Independent School Standards) Regulations 2014, Schedule 1, including paragraph 7
(safeguarding) and paragraph 15 (admission and attendance registers).

¢ Working Together to Improve School Attendance, Department for Education, statutory guidance, updated July
2026.

e Keeping Children Safe in Education 2026, effective from 1 September 2026.

e Children Missing Education, Department for Education, statutory guidance, updated September 2025.

e Early Years Foundation Stage statutory framework, where applicable.

e Equality Act 2010, including the duty to make reasonable adjustments for disabled pupils.

e Data Protection Act 2018 and UK GDPR.

Independent schools are not required to submit daily attendance data to the Department for Education, but must

maintain compliant admission and attendance registers and provide information to the local authority and other

bodies where the law requires.

3. Aims

o Develop and maintain a whole-school culture in which good attendance and punctuality are expected,
understood and valued.

e Maintain accurate admission and attendance registers and use the national attendance codes correctly.

o |dentify absence early, understand the reasons for it and provide proportionate support to remove barriers.

e Recognise absence and patterns of absence as potential safeguarding indicators.

o  Work constructively with pupils, parents, the local authority and other agencies.

e Monitor attendance for individuals and groups, including persistent and severe absence, and evaluate the
impact of interventions.

o Ensure pupils with SEND, disabilities, medical conditions, mental-health needs or other barriers receive
appropriate support and reasonable adjustments.

e Reduce unauthorised absence and lateness while applying a support-first, case-by-case approach.

4. Key definitions

Term Meaning

Persistent absence A pupil who misses 10% or more of possible sessions.
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Severe absence A pupil who misses 50% or more of possible sessions.

Absence which falls within a permitted statutory category

Authorised absence and is recorded using the appropriate code.

Absence where no permitted reason applies, including
Unauthorised absence unauthorised term-time holiday and unexplained absence
once enquiries are complete.

The pupil arrives after the expected time but before the

Late before register closes . .
register closes; code L is used.

The pupil arrives after the register has closed; code U is

Late after register closes . .
9 used and the session counts as unauthorised absence.

5. Leadership and responsibilities

5.1 Proprietor / School Management Committee

e Promotes the importance of attendance as part of the School's ethos and safeguarding culture.

o Ensures leaders fulfil statutory duties and that this policy is implemented effectively.

e Reviews attendance information regularly, including overall attendance, persistent absence, severe absence
and relevant pupil groups.

e Challenges trends and evaluates whether actions are improving attendance.

e Ensures staff receive appropriate attendance training and that sufficient leadership capacity is available.

5.2 Headmaster / Senior Attendance Champion

e Leads attendance strategy and communicates high expectations to pupils, parents and staff.

e Has oversight of attendance and absence data and ensures systems are accurate and effective.

e Ensures barriers to attendance are identified early and appropriate support or intervention is arranged.

e Reports attendance trends and significant concerns to the School Management Committee.

o Works with the DSL, SENCO, pastoral leaders, local authority and external agencies where appropriate.

¢ Authorises leave of absence in accordance with the 2024 Regulations and this policy.

e Ensures attendance practice is reviewed in response to statutory or regulatory change.

The Senior Attendance Champion is Mr Peter McNabb. The three Senior School House Leaders and the Head of
Prep support the day-to-day monitoring and improvement of attendance.

5.3 Designated Safeguarding Lead and pastoral/SEND staff

e Treat concerning absence patterns as possible safeguarding indicators and take action under the
Safeguarding and Child Protection Policy.

e Consider whether absence is linked to abuse, neglect, exploitation, mental health, bullying, SEND, medical
needs, family difficulties or other contextual factors.

o Develop support, attendance or reintegration plans where needed.

e Ensure appropriate liaison with children's social care, the local authority, health services or other agencies.

5.4 Teachers and form tutors

o Take registers accurately and promptly at the required times.

e Use the correct marks/codes available to them and report discrepancies immediately.

¢ Notice patterns of lateness, lesson absence or disengagement and pass concerns to pastoral/attendance
staff.

e Support pupils returning after absence.
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5.5 School office

e Receives absence notifications, updates attendance records and undertakes first-day contact.
e Maintains more than one emergency contact wherever reasonably possible.

e Escalates unexplained absence promptly in accordance with safeguarding procedures.

e Maintains records of communications and changes to registers.

5.6 Parents and carers

e Ensure children of compulsory school age receive suitable full-time education and attend school regularly and
punctually when registered at St. Dominic's.

¢ Notify the School on every day of unplanned absence, as early as possible, giving the reason and expected
return date where known.

e Provide accurate and up-to-date contact details and more than one emergency contact where possible.

¢ Arrange routine appointments outside school hours where possible and minimise time out of school.

e Request any leave of absence in advance and understand that leave can only be granted in the
circumstances permitted by the Regulations.

¢ Engage with the School and support services when attendance concerns arise.

5.7 Pupils

¢ Attend every timetabled session on time and be ready to learn.
e Follow procedures for signing in/out and for authorised movement off site.
e Speak to a trusted adult if a barrier is making attendance difficult.

6. School day, registration and punctuality

The School opens at 8:00am. Morning registration is at 8:45am and afternoon registration is at 1:10pm. Registers
are taken at the start of each morning and afternoon session.

e A pupil arriving after 8:45am but before 9:15am is recorded as late (L).

e The morning register closes at 9:15am. Arrival after that time is recorded as U unless another statutory code
applies.

e A pupil arriving after 1:10pm but before 1:40pm is recorded as late (L).

e The afternoon register closes at 1:40pm. Arrival after that time is recorded as U unless another statutory code
applies.

e Repeated lateness is monitored and addressed with pupils and parents because it disrupts learning and may
become unauthorised absence.

Friday finishing arrangements and after-school activities do not alter the requirement for accurate morning and

afternoon registration.

7. Reporting and following up absence

7.1 Parent notification

Parents must contact the School office at the start of each day of unplanned absence and provide the reason.
Where possible they should also give the expected return date.

7.2 First-day response to unexplained absence

1. Check registers, signing-in records, transport information and known appointments to confirm that the pupil is
genuinely absent.
2. Contact the parent/carer on the morning of the first day of unexplained absence.
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3. If the first contact cannot be reached, use the pupil's other emergency contacts.

4. Establish the reason for absence, decide whether it can be authorised and enter the correct code as soon as
possible and no later than five working days after the session.

5. Continue contact on each day that unexplained absence continues.

6. Where the School cannot establish the pupil's whereabouts or has safeguarding concerns, escalate
immediately to the DSL and consider contact with children's social care, the police and/or the local authority
as appropriate.

No fixed number of missed sessions is required before a safeguarding response is made. The level and speed of

escalation will depend on the individual child, known risks and the circumstances of the absence.

8. Safeguarding and children absent from education

Children being absent from education for prolonged periods and/or on repeated occasions can be a vital warning
sign of safeguarding concerns, including neglect, child sexual exploitation, child criminal exploitation and other
harm. Attendance concerns are therefore integrated into the School's safeguarding systems.

e The DSL will be informed where absence is unexplained, repeated, prolonged, unusual for the pupil or
otherwise concerning.

e Particular attention will be given to pupils known to children's social care, looked-after children, pupils with
SEND, pupils on part-time timetables and pupils at risk of exploitation or other extra-familial harm.

o Where a pupil is attending alternative or off-site provision, the School will agree robust arrangements for
confirming attendance and following up absence.

e The School will cooperate with the local authority in reasonable enquiries to locate children who may be
missing education.

e Elective home education requests will be considered in accordance with safeguarding and registration duties;
the School will not encourage removal from roll as a solution to attendance difficulties.

9. Authorised and unauthorised absence

9.1 lliness

Physical or mental illness will normally be authorised where the School is satisfied that the pupil is not well
enough to attend. Medical evidence will not be requested unnecessarily. Where there is a genuine concern about
the authenticity or frequency of illness, proportionate evidence may be requested and support will be discussed
with the family.

9.2 Medical and dental appointments

Appointments should be arranged outside school hours wherever possible. Where this is not possible, parents
should notify the School in advance and the pupil should miss only the minimum time necessary.

9.3 Religious observance

Absence may be authorised for a day exclusively set apart for religious observance by the religious body to which
the parent belongs. The School may seek clarification where necessary.

9.4 Leave of absence and holidays

There is no entitlement to a holiday during term time. The Headmaster may grant leave only where the statutory
circumstances apply, including exceptional circumstances, and determines the number of sessions authorised.
Each request is considered individually on its facts and context.

e Requests should be made in writing and as far in advance as possible.
e Evidence may be requested where relevant.
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e A family holiday, cheaper travel or convenience will not normally constitute exceptional circumstances.
¢ A holiday taken without permission will be recorded as unauthorised using the appropriate code.
e Leave will not be granted for a pupil to take part in protest activity during school hours.

9.5 Other statutory circumstances

The School will use the appropriate national code for other permitted circumstances, including regulated
performances/employment abroad, interviews, study leave, temporary part-time timetables, travelling for
occupational purposes, suspension/exclusion, dual registration and approved educational activities.

10. Pupils with medical conditions, mental-health needs, SEND or disabilities

The School will not apply attendance expectations in a way that unlawfully disadvantages a disabled pupil or
ignores a pupil's individual needs. Where attendance is affected by medical, mental-health, SEND or disability-
related barriers, the School will work with the pupil and family to understand the barriers and identify reasonable,
practical support.

¢ Involve the SENCO, DSL, pastoral staff and medical professionals as appropriate.

e Consider reasonable adjustments to routines, environment, transitions, curriculum access or reintegration.

e Agree a written support/reintegration plan where useful and review its impact.

o Work with the local authority where a pupil with an EHC plan has falling attendance or barriers related to their
needs.

e Avoid routinely requiring medical evidence where it is unnecessary or would itself create a barrier.

o Ensure that reduced or part-time timetables are exceptional, temporary, agreed with parents, regularly
reviewed and used only in the pupil's best interests.

11. Supporting attendance and reintegration

The School follows a support-first approach. Attendance difficulties are treated as a potential symptom of wider
barriers rather than simply as misconduct.

e Early conversation with the pupil and parent to understand the reasons for absence.
o Clear expectations and agreed actions, with named staff responsible for support.

e Pastoral, SEND, wellbeing or academic support as appropriate.

e Reasonable adjustments and phased reintegration where justified.

¢ Multi-agency support where needs extend beyond the School.

e Attendance contracts or formal attendance plans where these are likely to help.

e Regular review of whether support is working and escalation where it is not.

12. Monitoring, data and thresholds

Attendance is monitored at pupil, group and whole-school level. The School's aspiration is attendance of at least
95%, while recognising that individual circumstances must always be considered.

e Attendance and punctuality are reviewed regularly by pastoral leaders and the Senior Attendance Champion.

e Persistent absence means missing 10% or more of possible sessions. Pupils approaching or meeting this
level receive additional scrutiny and support.

e Severe absence means missing 50% or more of possible sessions and requires intensive, coordinated
support and safeguarding consideration.

e The School analyses patterns by year group and, where meaningful, by relevant pupil characteristics and
vulnerability, including SEND and pupils known to social care.

e Historic and emerging patterns, repeated days, lesson absence, lateness and authorised/unauthorised
absence are considered, not only the headline percentage.
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e The School Management Committee receives regular information so that it can challenge trends and evaluate
the impact of actions.

13. Escalation and legal intervention

Where support is appropriate, the School will normally seek to understand and remove barriers before asking the
local authority to consider legal intervention. Where support is not appropriate, has not worked or has not been
engaged with, the School may work with Staffordshire County Council on formal measures available under
attendance law.

e The national framework uses a threshold of 10 sessions of unauthorised absence within a rolling 10 school-
week period as the point at which a penalty notice should be considered. The School will apply the current
local authority code of conduct and statutory guidance when deciding whether to make a referral or request.

¢ Unauthorised sessions can include unauthorised holiday (G), other unauthorised absence (O), unexplained
absence that remains unauthorised (N) and late arrival after the register has closed (U), as applicable under
the current framework.

¢ A Notice to Improve may be used where support is appropriate but has not succeeded or has not been
engaged with.

e Other legal interventions can include attendance contracts, education supervision orders and prosecution.
The appropriate route is determined case by case with the local authority.

The School will not operate a blanket approach to fines or prosecution. Decisions will take account of the

individual circumstances, support offered, safeguarding considerations and the current Staffordshire local code of

conduct.

14. Admission register

The School maintains an electronic admission register for every registered pupil in accordance with the 2024
Regulations.

e The register includes the pupil's full name, name used at school, sex, address, date of birth, start date,
previous school (where applicable), and prescribed parent/contact information.

e Changes to required information are entered as soon as practicable.

e The School notifies the local authority of additions and deletions at non-standard transition points within the
statutory timescales and provides the prescribed information.

e A pupil's name is removed from the admission register only where a statutory ground for deletion is met.

e Where a pupil's destination is unknown, the School and local authority will undertake reasonable enquiries
before any removal where the Regulations require this.

e The School will make the required local-authority return when a parent elects to home educate a compulsory-
school-age pupil.

15. Attendance register: maintenance and amendment

o The attendance register is taken at the start of each morning session and once during the afternoon session.

e Every pupil is recorded using the statutory national attendance and absence codes.

o Any amendment preserves the original entry and records the amended entry, reason, date and the
name/position of the person making the amendment.

o Where code N is initially used because the reason is not yet established, it will be replaced with the
appropriate code as soon as possible and no later than five working days after the session.

e Attendance and admission register entries are retained for six years from the date on which the entry was
made, in accordance with the Regulations.
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16. Local authority notifications and Children Missing Education

e The School will notify the local authority when required where a pupil is added to or removed from the
admission register at a non-standard transition point.

e The School will provide prescribed information about the pupil, parents, destination and statutory ground for
removal.

e The School will make attendance returns to the local authority where required, including in relation to pupils
who fail to attend regularly and pupils absent without permission for the relevant continuous period.

o Where a pupil has not returned following authorised leave or has been absent without authorisation for the

statutory period, the School will not remove the pupil from roll unless the relevant statutory conditions and

joint reasonable-enquiry requirements are satisfied.

Children Missing Education procedures will be followed whenever a pupil's whereabouts or access to

education is uncertain.

17. EYFS and pupils below compulsory school age

Children below compulsory school age are not subject to the same legal duty to attend school. Nevertheless,
regular attendance supports continuity of learning, welfare and safeguarding. Parents are expected to notify the
School of absence, and unexplained, repeated or concerning absence will be followed up under safeguarding
procedures. Code X will be used where a non-compulsory-school-age child is not required to attend a session.

18. Sixth Form

Sixth Form pupils are expected to attend all timetabled lessons, tutor periods, assemblies and other required
activities. Although pupils above compulsory school age are not subject to the same parental attendance offence
provisions, the School monitors their attendance closely because absence affects achievement, wellbeing and
safeguarding. Persistent concerns may be addressed through pastoral support and the School's Sixth Form
expectations.

19. Reporting to parents and review

e Parents will receive information about their child's attendance through the School's normal reporting and
communication systems.

o Where attendance becomes a concern, the School will contact parents promptly rather than waiting for a
formal report.

e This policy will be reviewed annually and sooner where legislation, statutory guidance, Independent School
Standards or safeguarding requirements change.

Appendix 1 - Attendance register codes

Code Meaning

/ Present - morning session

\ Present - afternoon session

Late arrival before register closes

Attending education provision arranged by the local authority

Educational visit or trip

Participating in a sporting activity

Attending work experience

W s 9 < X r

Attending any other approved educational activity
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c1 Leave of absence for regulated performance or regulated
employment abroad

M Medical or dental appointment

M Interview for admission to another educational institution or for
employment

S Study leave for a public examination

X Not required to be in school

c2 Leave of absenge for.a compulsory-school-age pupil on a
temporary part-time timetable

D Dual registered at another school

C Leave of absence for exceptional circumstances

T Parent travelling for occupational purposes

R Religious observance

| lliness (not medical/dental appointment)

E Suspgnded or permanently excluded and no alternative
provision made

Q Unable to attend because of lack of access arrangements

Y1 Transport normally provided is not available

Y2 S_chool_fully/partially closed to pupils or widespread travel
disruption

Y3 Part of school premises closed

Y4 Whole school site unexpectedly closed

Y5 Pupil in criminal detention

Y6 Unable to attend in accordance with public health guidance or
law

Y7 Any other unavoidable cause

G Holiday not granted by the School

N Reason for absence not yet established

o Unauthorised absence in other/unknown circumstances

U Arrived after register closed

V4 Prospective pupil not on admission register

# Planned whole-school closure

Note: national attendance codes and their detailed conditions must be applied in accordance with the School
Attendance (Pupil Registration) (England) Regulations 2024 and the current DfE statutory guidance. Code N must
not remain indefinitely; the correct code should be established as soon as possible and within five working days.

Appendix 2 - Attendance escalation framework

Safeguarding / agency
action

Indicative trigger Typical response

Promote attendance; accurate

Universal All pupils reglsters;.prompt flr_st-day Safeguarding awareness for all
response; communicate staff.
expectations.
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Early concern

Emerging pattern, repeated
lateness, attendance declining
or approaching 90%.

Conversation with pupil/parent;
identify barriers;
pastoral/SEND/medical support;
monitor.

DSL review if pattern or context
raises concern.

Persistent absence

10% or more sessions missed.

Individual attendance/support
plan; regular review; targeted
support; consider multi-agency
help.

Consider local
authority/children's services
involvement according to need.

Severe absence

50% or more sessions missed.

Intensive and sustained
support, senior oversight and
coordinated plan.

Strong safeguarding focus and
multi-agency response.

Formal escalation

Unauthorised absence persists;
support not appropriate,
unsuccessful or not engaged
with.

Attendance contract/Notice to
Improve/local-authority referral
as appropriate.

Legal intervention considered
case by case under current
statutory/local framework.

Appendix 3 - Key sources used for the September 2026 revision

Department for Education: Working Together to Improve School Attendance - statutory guidance, updated 9

July 2026.

Department for Education: Keeping Children Safe in Education 2026 - effective 1 September 2026.
Department for Education: Children Missing Education - statutory guidance, updated 8 September 2025.
School Attendance (Pupil Registration) (England) Regulations 2024.
Department for Education: Independent School Standards guidance, April 2026.
Queen Ethelburga's Collegiate Attendance Policy, version effective 3 December 2025, used as a comparator
for structure and operational detail.
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