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ATTENDANCE POLICY 

Cardinal Hume Catholic School is committed to providing an education of the highest quality for all 

of its students and recognises that this can only achieved by supporting and promoting excellent 

school attendance. 

Educational research clearly shows the link between school attendance and educational 

achievement. Regular attendance at school also plays a key role in enabling children to become 

emotionally resilient, confident and maximises opportunities allowing students to realise their full 

potential. 

All staff at Cardinal Hume Catholic School have a key role to play in promoting good attendance for 

our pupils and will work to provide an environment in which all our students are eager to learn, feel 

valued members of the school community and look forward to coming to school every day. 

AIMS 

Our school aims to meet its obligations with regards to school attendance by: 

• Promoting good attendance and reducing absence 

• Ensuring every pupil has access to suitable full-time education to which they are entitled  

• Acting early to address patterns of absence 

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

compulsory school age attend regularly (above 96%) and will promote and support punctuality in 

attending lessons. 

Expected Standard of Attendance 

During the Covid-19 pandemic, not all students were expected to attend school, however since the 

start of the autumn term 2020 student attendance became mandatory.   

The school day commences at 8.45am each day and the school day ends at 3.15pm Monday – 

Thursday and ends at 2.45pm on a Friday.  

Whilst students at Cardinal Hume Catholic School should aim to be in school for 100% of the time, 

the school expects all its students to maintain minimum level of 96% attendance.    

A student who is absent for 8 school days throughout the academic year, will fall below the expected 

standard.  Students are expected to attend every session except in the case of illness or when an 

absence has been authorised by the Headteacher. 

LEGISLATION AND GUIDANCE 

Section 444 of the Education Act 1996 makes clear, if a child of compulsory school age fails to attend 

school regularly, his parent is guilty of an offence.  It is the responsibility of the Local Authority to 

ensure parents fulfil their legal responsibility.  The Local Authority has the authority to issue penalty 

notices and seek prosecution through the Magistrates’ Court where parents fail to fulfil this 

obligation.  



Government guidance defines a parent as  

• All natural parents, whether they are married or not.  

• Any person who has parental responsibility for a child or young person. 

• Any person who has care of a child or young person i.e. lives with and looks after the child. 

The local authority and school will need to decide who comes within the definition of parent 

in respect of a particular pupil when using the legal measures, but generally parents include 

all those with day-to-day responsibility for a child. 

This policy meets the requirements of the Working together to improve school attendance 

(publishing.service.gov.uk) from the Department for Education (DfE). The document is drawn from 

the following legislation setting out the legal powers and duties that govern school attendance:  

• The Education Act 1996:   

• The Education Act 2002  

• The Education and Inspections Act 2006  

• The Education (Pupil Registration) (England) Regulations 2006  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2011  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  

• The Education (Pupil Registration) (England) (Amendment) Regulations 2016  

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

Attendance Register 

By law, all schools (except those where all pupils are boarders) are required to keep an attendance 

register, and all pupils must be placed on this register. 

Registers are taken and recorded during morning tutor registration and sent to the Attendance 

Officer by 9am. 

Registers are taken during every lesson throughout the school day and sent to the Attendance 

Officer no later than 15 minutes into the lesson. 

Registers will mark whether the pupil is: 

• Present 

• Attending an approved-off-site education l activity 

• Absent 

• Unable to attend due to exceptional circumstances 

  

Amendments to registers will include: 

• The original entry 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf


• The amended entry 

• The reason for the amendment 

• The date in which the amendment was made 

• The name of the person who made the amendment 

 

Every entry in the attendance register will be persevered for 3 years to the date on which the entry 

was made. 

 

Categorising Absence – (See Appendix: 1 for the DfE Attendance Codes) 

Any student who is on roll but is not present in school must be recorded within one of the following 

categories:  

Authorised Absence – Absence that is deemed valid such as illness, urgent medical appointments, 

religious celebrations, exceptional circumstances which are beyond the parent’s control. 

Unauthorised Absence – Absences will not be authorised for reasons such as parents/carers not 

providing reason for absence, family holiday that has not been agreed by the Headteacher, arriving 

late to school after the registers have closed, where the school is not satisfied with the explanation.   

Approved Educational Activity – supervised educational activity such as work experience, 

educational trips/visits, sporting activity, other educational activity approved by the school and 

supervised by someone authorised by the school. 

The decision whether to authorise absence rests with the Headteacher or a person designated with 

this responsibility by the Headteacher. 

Reporting Student Absence 

If a student is unexpectedly absent from school for reasons such as illness, parents/carers must 

report the absence using the Weduc app before 8.30am each morning their child is unable to attend 

school.   Parents /carers must provide a reason for the absence, the school will then decide whether 

the absence will be authorised.  

Absence due to illness will usually be authorised unless the school has a genuine concern about the 

authenticity of the illness.  If the authenticity of the illness is in doubt, the school may ask parents to 

provide evidence which confirms the student is unable to attend school, such evidence may include 

appointment cards, prescriptions, or other appropriate forms of evidence. We will not ask for 

evidence unnecessarily. 

 If the school is not satisfied about the authenticity of the illness, the absence will be recorded as 

unauthorised. 

Following up absence 

The school will follow up any absences to ascertain the reason, ensure proper safeguarding action is 

taken where necessary, identify whether the absence is approved or not and identify the correct 

attendance code to use. 



If a student has not registered at school and the school has not received communication from the 

parent/carer to explain the reason for the absence, the school will send a text message to the first 

contact recorded on the school system.  It is essential that parents/carers contact school to 

determine the whereabouts of the child.  If no communication is received, the school may try to 

contact the parent/carer/other named contacts by telephone or make a home visit.  

  

When the student returns to school, parents/cares are required to write a note in their child’s 

planner to explain the absence.  Tutors are expected to view the note when the student returns to 

school.  

 

Children Missing in Education  

Pupils missing out on education are children of compulsory school age who may be on the roll of a 

school or setting but aren’t accessing full time education either in school or in an alternative 

provision. If a child is absent from school for a period of 5 consecutive school days and contact has 

not been established with any of the named parents/carers/contacts, the school will undertake all 

reasonable enquiries to try to locate the child such as, speaking to friends and/or known relatives, 

carrying out a home visit, speaking to neighbours, talking to other professionals working with the 

family.  If the school is unable to establish the whereabouts of the child, the school will refer the 

case to the Local Authority Children Missing Education officer.  

For further information about children missing in education please refer to the school Safeguarding 

Policy and additional DfE guidance which can be found here.  

Children missing education - GOV.UK (www.gov.uk) 

Children missing education (CME) - Gateshead Council 

Medical / Dental Appointments 

  
Parents/carers are asked to arrange appointments outside of school hours wherever possible. If 

there is an emergency and your child is required to attend an appointment during the school day, 

parents/carers must write a note in their child’s planner for the Head of House to sign. Students will 

not be allowed to leave school premises throughout the school day without prior authorisation from 

the school. 

 

Leave of absence taken during term time 

Government regulations state that “headteachers may not grant leave of absence during term time 

unless there are exceptional circumstances.” While leave of absence ‘may’ be granted during term 

time it is entirely at the discretion of the Headteacher and is not a parental right. 

If a parent wishes to take their child out of school during term time they must apply in writing to the 

school.  

https://www.gov.uk/government/publications/children-missing-education
https://www.gateshead.gov.uk/article/2794/Children-missing-education-CME-


• Parents should complete a Leave of Absence application form giving as much notice as 

possible. The minimum required notice period is two weeks.  Forms are available from 

school reception or can be downloaded via the school website.  

• The school will consider the request. 

• The parent/carer will be informed by telephone or in writing whether the leave of absence 

has been granted. 

• If the Leave of Absence request is granted the absence from school will be authorised. (This 

will only be in exceptional circumstances). 

• If the leave of absence is not granted and the parent still takes their child out of school, the 

absence will not be authorised and the school may apply to the Local Authority to request a 

penalty notice.   

• Penalty notices are £60 per parent/carer, which rises to £120 per parent/carer if payment is 

made not made within 21 days.  If payment is not made within 28 days, you may be 

prosecuted in a Magistrates Court.   

• If a parent removes their child without requesting leave of absence, the school will likely 

make an application to the local authority for a penalty notice to be issued. 

Holidays taken in term time are generally NOT considered to be exceptional circumstances and will 

not usually be authorised. 

Each request for leave of absence will be considered on its merits. The following factors may be 

taken into consideration. 

• The child’s stage of education and progress to date. 

• The overall attendance pattern of the child. 

• The nature of the planned absence. 

• Rare and exceptional circumstances. 

Lateness and Punctuality 

The school places high expectations on students in relation to punctuality. Pupils must be in school 

for the start of the school day at 8.45am each morning using the student entrance.  Pupils who 

arrive late to school after 9am must enter the school through the main reception where they will 

register their attendance using the school electronic sign in app.  

Registers will be closed at 9.30am.  A pupil who arrives late but before the register has closed, will 

be marked as late, using the appropriate code (Appendix 1).   

A pupil who arrives after the register has closed will be marked as absent for the full session using 

the appropriate code (Appendix 1). This absence will be recorded as unauthorised unless the school 

is satisfied that the reason given is an authorised absence.   

Pupils who are frequently late can expect.  

• Detentions  

• Letters sent to parents 

• Parents to be invited into school for a meeting to discuss the concerns 



Post Registration Truancy 

Pupils who leave school without permission after the register has been taken are putting themselves 

at great risk. Any member of staff who witnesses a pupil leaving school in this way or who is 

suspicious about why a pupil is not in their lesson, should contact the Attendance Officer or a 

member of the Senior Leadership Team immediately. The school will contact the parents of the pupil 

as soon as it is aware a pupil has left school site without permission. 

Pupils leaving the site during the school day 

There may be occasions when students must leave the site during the school day, for example, to 

attend an urgent medical appointment.  

Permission to leave the school premises will only be granted by a Head of House or a senior member 

of staff. 

Students from years 7 – 11 will generally not be allowed to leave school premises unless collected by 

an adult who is named on the student’s contact list.  If the student is to be collected by an adult that 

is ‘not’ named as a contact on the student contact list, the parent/carer must inform the school in 

advance.  Without advance notice students will not be allowed to leave school premises. 

Any student leaving school premises must sign out of school using the electronic sign in app. 

Monitoring Attendance 

The school has stringent policies in place for identifying pupils with attendance concerns.  Such 

pupils may be identified by. 

• A-Star Attendance Software Reporting system  

• Senior Leadership Team 

• Welfare and Attendance Manager 

• Attendance Officer 

• SEN/Welfare Officer 

• Head of House/Assistant Head of House 

• Year Progress Lead 

• Tutors  

Roles and Responsibilities 

Bishop Wilkinson Catholic Education Trust (BWCET) 

BWCET is responsible for monitoring attendance figures for the whole school on at least a termly 

basis. 

Headteacher – Mr B. Robson 

The Headteacher is responsible for ensuring this policy is implemented consistently across the 

school and for monitoring school-level absence data and reporting to the Trust. 



Governing Body – Governor responsible for Attendance – Maria Elliott  

It is the responsibility of the governing body to ensure compliance with legislation and statutory 

guidance in relation to school attendance.  The Governing Body will also play an active role in termly 

school Attendance Panels.   

Associate Deputy Headteacher – Senior Lead responsible for Attendance – Mr C. Jones 

• Oversee and support the overall attendance strategy 

• Ensure the whole staff team are partners in the attendance strategy 

• Liaise with Heads of House and other stakeholders to help Parents/Carers overcome any 
barriers to their child attending school 

• Ensure all available tools to track attendance are used to their full potential, so that effective 
monitoring and development can take place. 

Welfare and Attendance Manager – Ms C. Brooks 

The Welfare and Attendance Manager will be responsible for robust attendance data tracking and 

monitoring systems in school, implementing targeted interventions/strategies to address any issues.  

They will advise the Senior Lead on strategies to promote the regular and punctual attendance of all 

pupils and assist with the implementation of the agreed strategies and monitor the effectiveness.   

Attendance Officer – Mrs G. Cooper 

The Attendance Officer will assist with implementing and developing the school’s Attendance Policy 

and monitor attendance levels as required.  They will scrutinise registers and will identify children 

whose education is being affected due to poor school attendance and will investigate and follow up 

on student absence.   They will liaise with pupils, families and other partners to address any 

attendance and welfare related issues/concerns. 

Attendance, Welfare and Engagement Support Officer – Mr A. Llewellyn 

The Attendance, Welfare and Engagement Support Officer will liaise with parents/carers and visit 

student homes to discuss attendance, punctuality and welfare issues, establish reasons for non-

attendance and setup and implement Attendance Action Plans to facilitate and support a return to 

school. 

SEN/Welfare Officer – Mr C. Walker 

The SEN/Welfare Officer will work with school, families and partner agencies to ensure every school 

age child is receiving a suitable, full-time education. They will have a continued focus on students 

with SEND and will offer individualised and targeted support. 

Form Tutors and Subject Teachers 

Form tutors and subject teachers are responsible for recording attendance on a daily basis, using the 

correct codes and submitting information to the school office.  They will also be responsible for 

reporting any attendance concerns to the Head of House. 

Pastoral Team 



The Pastoral Team will support the whole-school approach by ensuring systems are applied 

consistently.  They will also work with the Welfare and Attendance Team to identify and support 

attendance related concerns and will liaise with students, families and partner agencies to 

encourage school attendance. 

• Pastoral Support Officer – Mrs A. Atkinson 

• Head of Aidan House – Mr R. Pinnock 

• Head of Bede House – Mr S. Warren 

• Head of Cuthbert House – Mr R. Holmes 

• Head of Hild House – Mr M. Bell 

• Head of Oswald House – Mr N. Evans  

Persistent Absence 

In September 2015, the Department for Education determined that a pupil becomes a persistent 

absentee when they have an attendance record of 90% or below.   

Any student who has an attendance of 90% or below will be added to the school’s persistent 

absentee register and will be monitored on a weekly basis. 

To improve the attendance of each persistent absentee and to reduce the number of pupils on the 

final PA register at the end of the academic year, the school will employ the following additional 

strategies for these pupils. 

• At the end of every term, information sent out to parents/carers detailing their current 

percentage of attendance and informing their child has been placed on the PA register. 

• At the end of every term, information sent out to parents/carers of students who are 

deemed to be at risk of falling into the PA category.   

• At the end of every term, tutors will be given a list of their tutees on the PA register and will 

be required to discuss the concerns with the students and set specific targets.   

• At the end of every half term, a text message will be sent to parents/carers of students who 

fall into the PA category.   

• At the end of every half term, a text message will be sent to parents/carers of students who 

are deemed to be at risk of falling into the PA category.   

• All pupils will be interviewed termly by a key member of staff 

• Attendance Panel (Termly) 

• Other additional initiatives 

Strategies to improve individual/group attendance 

The school continuously strives to maintain and improve attendance.  Some of the strategies we use 

to promote are. 

• Weduc communication app will be used to regularly promote and incentivise good 

attendance.  

• A-Star attendance will be used to monitor and track individual and group attendance. 



• A-Star attendance will encourage parental engagement in relation to their child’s school 

attendance.  

• Termly/yearly attendance data will be issued to tutors for each student on their register.  

Tutors speak to pupils and set individual targets to support improvement. 

• Termly postcards will be issued to students who have achieved excellent attendance for the 

full term.  

• Rewards will be given to students who achieve 100% for the full academic year.  

• Tutor Attendance Charts will be used to track pupil attendance. 

• Rewards and incentives for excellent attendance will be displayed on screens for the whole 

school to view. 

• Targeted assemblies will take place. 

• Draws for vouchers/tokens for pupils with excellent attendance over a given period will take 
place throughout the school year. 

• Information regarding attendance will be shared with the whole school community using 

Weduc, staff briefings, parental/staff bulletins.   

• Other additional initiatives  

Targeted Groups 

The school closely monitors specific groups of pupils, some of whom may need closer monitoring 

due to individual circumstances. Any concerns and trends to do with attendance will be picked up 

early and appropriate support given to these pupils. Such groups include. 

• Pupils who have English as an additional language 

• Pupils eligible for free school meals 

• Looked after children. 

• Pupils eligible for Pupil Premium funding. 

• Pupils on Special Educational Needs and Disability register. Information on additional 

support available for students with Special Educational Needs and Disabilities can be found 

in the school SEND policy. 

• Pupils with medical conditions.  Additional information can be found in Supporting Students 

with Medical Needs Policy.  

• Year 7 pupils with attendance concerns from their primary schools. 

• Specific pupils from the GCSE cohort. 

• Young carers 

• Students who are deemed to be vulnerable for any other reason.  

Additional Support 

There may be a range of reasons why a pupil may have attendance concerns. The school will offer 

relevant support to get to the bottom of any issues that affect attendance. Examples of support we 

can give may come from of some the following. 

• Referral to School counsellor 

• Referrals to outside agencies 



• Home visits 

• Referral to School chaplain 

• Pastoral support/mentors 

• Peer group mentors 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1: 

Attendance Codes 

The following codes are taken from DfE’s guidance on Working together to improve school 

attendance (publishing.service.gov.uk) 

Present in 
school   

Code DfE Definition   Description 

/ Present in school am Pupil is present in the morning  

\ Present in school pm Pupil is present in the afternoon  

L 
Late arrival before register has 
closed Late arrival 

B 
Approved offsite educational 
activity Pupil is supervised at approved off-site activity 

D 
Dual registered at another 
establishment  

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

J 

At an interview with prospective 
employers, or another educational 
establishment 

Pupil has an interview with a prospective 
employer/educational establishment 

P 
Participating in a supervised 
sporting activity 

Pupil is participating in a sporting activity 
approved by the school 

V Educational visit or trip 
Pupil is participating in an educational visit/trip 
organised/approved by the school 

W Work experience Pupil is on a work placement  

   
 
Authorised Absence from school  
Code DfE Guidance  Definition  

C  
Leave of absence authorised by the 
school 

Pupil has been granted a Leave of Absence due to 
exceptional circumstances 

E 
Excluded but no alternative 
provision made 

Pupil has been excluded but no alternative 
provision has been made 

H Holiday authorised by the school 
A holiday has been authorised by the Head 
Teacher due to exceptional circumstances 

I 
Illness (not medical or dental 
appointments) 

School has been notified student absent due to 
illness 

M Medical or dental appointments 
School has been notified student absent due to a 
medical/dental appointment 

R Religious observance Pupil is taking part in religious observance 

S Study leave 
Student is on study leave during their public 
examinations 

T Gypsy, Roma and Traveller absence 
Pupil from a Traveller community is travelling as 
agreed by the school 

    

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1099677/Working_together_to_improve_school_attendance.pdf


Unauthorised Absence from school  

Code DfE Guidance  Definition  

G 

Holiday not authorised by the 
school or in excess of the period 
determined by the head teacher. Pupil is on holiday - not agreed by the school 

N 
Reason for absence not yet 
provided 

Pupil is absent and school have not been notified 
of a reason 

O 
Absent from school without 
authorisation 

School is not satisfied with reason for pupil's 
absence 

U 
Arrived in school after registration 
closed Pupil arrived at school after the register closed 

   

Code DfE Guidance  Definition  

X 

Not of compulsory  
school age is not expected to 
attend as detailed below 

Pupil of non-compulsory school age is not 
expected to attend 

Y 
Unable to attend due to 
exceptional circumstances 

School site closed/school transport not 
available/local or national emergency/pupil is in 
custody 

Z Pupil not on admission register 
Register is set up but pupil did not join the school 
yet 

# 
Planned whole or partial school 
closure 

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

 



 

Appendix 2:  

Attendance Improvement Structure 

Unless there are exceptional circumstances, the following procedure will be followed to address attendance concerns. 

 


