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7.7 
 

 
ATTENDANCE POLICY 

 
 

 

Aims 
 

It is a legal requirement to keep a Register of Attendance and the process must be 

done carefully and accurately. The aim of the process is to make sure that the school 

can account for all the pupils in its care.  

The welfare of every child at The Downs is the responsibility of every member of staff 

throughout the school. The aim of this policy and its procedures is to ensure all the 

children at The Downs are safe and receive a suitable education. Any absence affects 

the pattern of a student’s learning and regular absence will seriously affect their 

progress. 

Objectives 

• To provide a system that is consistent throughout the school 

• To develop a means by which missing children are traced as quickly as possible 

• To accurately document the children’s attendance 

• To promote good attendance (every pupil should aim to have a minimum of 

95% attendance) 

• To prevent persistent or avoidable absence  

• To ensure every pupil has access to a full-time education  

• To act early to address patterns of absence  

• To communicate effectively with parents and the Local Authority (LA) 

• To act collectively in the case of a child going missing during the school day  

Admissions and Attendance Registers 

All the children in the school are registered in both the Admissions and Attendance 

Register from at least the first day of their attendance at The Downs.  

The Admissions Register is held by the Registrar. It is monitored by the Head. 

The Attendance Register is held in the School Office. It is monitored by the Deputy 

Head Academic, acting as Senior Attendance Champion.  

Amendments to original entries to both registers are archived or kept for further note. 

The reason for amendment is made alongside the date, name and position of the 

person who made the change.  

Both registers are stored for six years. 
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Admissions Register 

The school Admission’s Register is managed by the Registrar and their team. 

Alongside the register the Registrar keeps a paper trail of communication with the 

Local Authority.  

The Registrar is kept well informed of any ISI updates or statutory changes by the 

Head. The register is monitored by the Education Committee.  

The Registrar works closely with the LA concerning children joining and leaving the 

school.   

The Admission’s Register takes note in full of each child’s details;  

1. Name in full 

2. Sex 

3. Name and address of both parents – as far as practical – and note of with whom 

child lives  

4. Changes of address and in which case note of whom the child will normally live 

in the future. Date of change  

5. Telephone number of at least one parent in case of emergencies  

6. Day, month, year of birth  

7. Date, Month and year of admission  

8. Date, Month and year of readmission (where appropriate) 

9. Name and address of school last attended – if any  

10. Destination school and first date of attendance  

 
Local Authority  

Good, effective communication with the LA (North Somerset) is essential to ensure 

children are safe. The school notifies the LA when children are removed and/or join 

the school at non-standard times, which is joining any year group other than 

Reception, leaving any year groups other than Year 8 and / or joining or leaving any 

year group after the beginning of the academic year.  

In regard to deletion (removal) from the register, the school notifies the LA as soon as 

the grounds are met and before the child’s name is deleted.  

In regard to non-standard admissions, notice is made to the LA within five days of 

entry.   

In the case of a child leaving The Downs without the school knowing of their 

destination, the Designated Safeguarding Lead (DSL) is informed and the matter 

becomes a safeguarding issue which would be reported to the LA.   

Attendance Register 

The school Attendance Register is managed by the School Office who are kept well 

informed of any ISI updates or statutory changes by the Deputy Head Academic. The 

register is monitored by the Education Committee. The school has a member of the 

Office Team who is the Attendance Officer and the Deputy Head Academic acts as 

the Senior Attendance Champion.  
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If a child has unauthorised absence for 10 consecutive days, 15 cumulative days due 

to illness or has an irregular pattern of attendance the LA will be informed. This will be 

recorded on CPOMS.   

The Attendance Register takes full note of each child’s attendance and is completed 

at the start of each morning and afternoon.  

• 8.20 - 8.35am whole school 

• 1.30 – 1.40pm  Pre-Prep, 2.10 - 2.20pm Prep (12.50 – 1pm on Wednesday) 

Registration is recorded electronically (by hand in the Prep school on Wednesday 

PM and on occasions, if the registration system is down for example) and 

submitted to the School Office. The Office team check that all absentees are 

accounted for - parents may have phoned in reporting illness etc. (pupil absence 

list is stored electronically and shared with staff on the daily notices).  Parents are 

telephoned by 10.30am for those children not accounted for.  

The Attendance Register illustrates if a child is present or absent. A standard code to 

reflect each type of attendance is used by the school office staff. These codes are: 

/  Present 

B Attending any other approved Educational Activity 

C  Other authorised circumstances 

C1 Leave of absence – regulated performance 

C2  Leave of absence – part-time timetable 

D Dual registration 

E Suspended or excluded without alternative provision 

G  Family Holiday (not agreed) 

I Illness 

J1 Leave of absence – Interview for employment or for admission to another 

educational institution 

K Attending alternative provision arranged by the LA 

L Late 

M Medical / Dental appointment 

N No reason yet provided for absence 

O Absent in other or unknown circumstances 

P Participating in a sporting activity 

Q  Unable to attend – lack of access arrangements 

R Religious observance 

S Study leave for public examination 

T Travelling with parent for occupational purposes 
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V Attending an educational visit or trip 

W Attending work experience 

X Not required to attend – non-compulsory school age pupil  

 

Authorised and Unauthorised absences 

Authorised absences are mornings or afternoons away from school for a valid reason, 

e.g. illness, medical appointments, extra-curricular activities which unavoidably fall in 

school time.  

Unauthorised absences are those which the school does not consider reasonable and 

for which no ‘leave’ has been given, e.g. birthday celebrations, concerts. 

Holidays in term time 

Taking holidays in term time will affect a pupil’s schooling as much as any other 

absence and parents are expected to support the school by not taking children away 

in term time. Therefore most holiday requests are unauthorised. Holiday absences 

may be authorised in certain circumstances at the Head’s discretion. Any request for 

leave must be made in advance to the Head who will consider the circumstances of 

each request individually, including any previous pattern of leave in term time and the 

child’s overall attendance record.  

 

Lateness 

Poor punctuality is defined as arriving in school after 8:35am, and is not acceptable. If 

a pupil has a record of persistent lateness, they and the parents will be asked to meet 

with the relevant Section Head to resolve the problem. Parents are always able to 

contact the school if they are having problems getting their children to school on time.  

 

 

The Process 

• Each form has a Form Teacher who is responsible for registering their 
class or tutor group in the morning and the afternoon. In the absence of a 
Form Teacher, the replacement member of staff is expected to cover the 
register. If they are also unavailable another member of staff will be 
allocated by the Deputy Heads. 

 

• The register is taken electronically, and manually in the Prep school on 
Wednesday PM. If the operating system is down then a hand written 
register should be taken and forwarded to the office on the completion of 
registration. Office staff will then enter the information onto the system at 
the earliest opportunity. 

 

• In the Prep school morning registration takes place every morning in form 
rooms between 8.20am and 8.35am and after lunch between 2.10pm and 
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2.20pm. On Wednesday afternoons registration takes place in the dining 
room between 12.50 and 1pm.   

 

 

• In the Pre-Prep registration takes place in the child’s classroom between 
8.20am and 8.35am and after lunch between 1.30pm and 1.40pm Monday 
to Friday. 

  

• Any pupil that arrives at school late, after registration, must report to the 
office and the receptionist will amend the register. 

 

• If a pupil is participating in an early morning activity e.g. band practice or 
swimming, the teacher taking that activity should register and inform the 
Office by 8.35am 

 

• Any correspondence from parents about absence, appointments etc. are 
to be sent to the form teacher/tutor and the office. 

 

• If the reason for a pupil’s absence is not known, the unexplained absence 
of a pupil must be reported to the office and the receptionist will notify one 
of the Deputy Head(s), who will make enquiries. If no reason is still found, 
then the parents will be phoned by the receptionist at the earliest 
opportunity and by 10.30am at the latest.  

 

• At afternoon registration, the unexplained absence of a pupil must be 
reported to the office and the receptionist will notify one of the Deputy 
Heads, who will make enquiries.  

 

Monitoring 

• Through the year, pupil absences are monitored and trends identified. Each 
half term a summary is provided to the Head.  

• If a child is identified as having attendance below 90% then parents will be 
contacted to discuss any specific issue and agree actions to improve 
attendance.  

• Any concerns or parental contact relating to attendance are recorded on 
CPOMS 

• Children who have attendance between 90% and 95% are monitored closely.  

• Pupil attendance is available on the SIMS parent app and is included in formal 
reports sent to parents.  

• The school’s ‘Attendance Matters’ document (see below) is shared regularly 
with parents throughout the year. 
 

This policy was updated 
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