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1. INTRODUCTION 
 
 The St. Michael’s Catholic High School is committed through its Mission 
 Statement to creating a learning environment, which will encourage and 
 support high levels of achievement for all students, regardless of gender, 
 race, social background or ability. We aim to cultivate an awareness of the 
 need to always give of one’s best and so reflect the goodness of God’s plan 
 and creation. There is no doubt, however, that  achievement flourishes in a 
 situation where there is not only lively teaching  and learning but also one 
 where there are high expectations of all members of the community with 
 regard to attendance and punctuality as well as behaviour.  It is clear that if 
 you are late or absent one cannot benefit from the learning experience of 
 school.  The return of absent students may also affect the learning of others 
 as a disproportionate amount of time is spent helping students to catch up.  
 This whole school policy encompasses all members of the community, staff, 
 parents, and students, in ensuring that excellence in attendance and 
 punctuality is the norm, and states the methods which should be used to 
 achieve this. 
 
 
2. BACKGROUND 
 
 St. Michael’s Catholic High School has always had a tradition of high 
 attendance and punctuality amongst students.  However some students do 
 not demonstrate great achievement in terms of attendance and punctuality.  
 The reasons for this can be linked to changing perceptions of the role and 
 importance of school in the life of the young person.  In addition, the challenge 
 and management of work can overwhelm the student who may respond by 
 opting out.  Once this cycle starts, it can be very difficult for the young person 
 to break the pattern which inevitably becomes one of  underachievement, 
 failure and even alienation. 
 
 Furthermore, there are other social reasons why young women and men are 
 either absent or late.  Very often the student has to assume responsibility for 
 younger siblings going to school or is kept or allowed to remain at home to 
 help with domestic arrangements.  In addition, students are sometimes taken 
 on holiday during term time or are permitted to be absent from school for 
 minor  medical reasons.  While the responsibility for such absence clearly 
 rests with parents or guardians in these cases, the school must do everything 
 it can to make the unacceptability of such absence clear, by establishing an 
 ethos for students where they understand the importance of their own 
 entitlement to full time education and recognize that a minimum of 95% 
 attendance and 100% punctuality is the norm.   
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 The school must also do all it can to establish this with parents and to work 
 with parents so that  there is an improvement in those cases where this level 
 of attendance and punctuality has not been the norm.  It is the school and not 
 the parent that authorises absence. 
 
 
3. AIMS & OBJECTIVES 
 
 This policy therefore aims: 
 

 to develop a whole school approach to attendance and punctuality 
 

 to set out the methods necessary to ensure this 
 

 to establish as precisely as possible each person's responsibility in this 
  area and thus their accountability 
 

 to reward and celebrate achievement in the areas of attendance and 
  punctuality  

 
 n.b.  students with long standing serious medical conditions will, for the 
 purposes of the school awards, have their absences for medical appointments 
 discounted from their attendance totals. 
 
 
4. SCHOOL ETHOS & ENVIRONMENT 
 

All members of the school community need to create a culture in which 
students come to school daily without question, to enjoy their schooling and 
leave with a sense of achievement 

 
4.1  Tutors in particular, have an important role to play in this by: 
 

 Making it clear to students at every opportunity how much they care 
 about their school and in particular attendance and punctuality 
 

 Giving a sympathetic welcome and support to students returning from a 
 period of absence, even if they are regular absentees and/or present 
 other difficulties 
 

 Being ready to talk to students about the difficulties they are having in 
 school and in attending regularly 
 

 Contacting parents whose children are absent from school to ensure a 
 quick and lasting return to school 
 

 Supporting older students in the management of coursework, by either 
 discussing with them how to organize workloads or directing them to 
 the relevant member of staff so that strategies for catching up on the 
 backlog of work can be suggested 

 
4.2 Pastoral - Academic Learning Co-ordinator can further assist in creating 
 this environment by: 
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 Supporting Form Tutors as necessary where individual students have 
 particular problems; in particular with parents of students who have 
 poor levels of attendance 
 

 Emphasizing through year gatherings, such as assemblies, Year 7 
 Induction evening etc. how important attendance and punctuality are 
 

 Welcoming all members of the year group and making it clear to each 
 one how much she matters, whatever his or her academic gifts 
 

 Developing regular times of celebration, which focus on achievement 
 by forms or individuals within the year group (assemblies) with regard 
 to attendance and punctuality 

 
4.3 Subject Leaders and subject teachers can also assist by: 
 

 Establishing the importance of keeping to deadlines while at the same 
 time supporting students in realistic scheduling and target setting 
 

 Providing sympathetic support for those who have fallen behind 
 because of absence / illness 
 

 Ensuring that displays within and outside of the classroom makes the 
 physical environment stimulating and welcoming 
 

 Developing approaches to teaching and learning that support individual 
 student needs and thus make the learning environment a rewarding, 
 challenging and interesting one for students where all can achieve at 
 the highest level of their potential 

 
4.4   Senior Leadership can assist by: 
 

 Ensuring that the school environment is a well ordered, aesthetic and 
  encouraging one, by the development and regular monitoring of  
  appropriate policies, and by the deployment of resources 
 

 Ensuring that attendance and punctuality is a high profile issue which is 
  taken seriously at the highest level and is celebrated as an   
  achievement in its own right 
 

 Emphasizing the shared role of parents both in the creation of the  
  school ethos and environment and in supporting high levels of  
  achievement through taking seriously the importance of regular  
  attendance and punctuality by their daughters and sons for which they 
  are legally responsible and accountable 

 
4.5   Students can contribute to creating this environment by: 
 

 The positive use of peer pressure through appropriate competition 
 between forms and year groups over achievement re. attendance and 
 punctuality, where children work to support each other for the 
 betterment of their small community 
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 The value they place on recognition of achievement for excellent 
 attendance and punctuality 
 

 Attending school every day and on time unless there are very serious 
 reasons for not being able to 
 

 Keeping a personal record of attendance and punctuality in their 
 planners as part of their Record of Achievement 

 
4.6   Parents can contribute to excellence in attendance and punctuality by: 
 

 Ensuring that their children attend school every day unless there is 
 serious reason for not doing so 
 

 Ensuring that their children leave home in plenty of time to get to 
 school before 8.50 am 
 

 On the rare occasion that their child is absent they should call the 
 school and explain the absence on the first morning of the absence, 
 preferably before the start of school.  A dated note upon the child 
 returning to school should confirm this 

 
 
5.   WHOLE SCHOOL APPROACH TO ATTENDANCE AND PUNCTUALITY 
 
5.1  Registration 
 

 Morning Registration is from 8.50 - 9.00 a.m.  Tutors should be with 
 their forms at 8.50 am.  Any child not present in the room at the calling 
 of the first name is either late or absent.  The latest marking of the 
 register should be 8.55 am (latest). 
 

 On the rare occasion this cannot be called using the SIMS system a 
 paper register should be taken and transferred as soon as possible 
 

 Registers should be called in silence 
 

 Morning Registration: there should be a brief form assembly, which will 
 always include time for prayer together, student or teacher led, as well 
 as the register 
 

 Afternoon Registration is from 1.45 pm - 2.05 pm.  Tutors should have 
 called the register by 1.55 pm at the latest. Any child not present in the 
 room at the calling of the first name is either late or absent  

 

 Registers must be completed using the correct school procedures and 
tutors should ensure the absences are all accounted for 

 
5.2   Lateness  
 

 Lateness can be a form of truancy and a matter of discourtesy to other 
 members of the school community.  All staff should demand of 
 themselves and of student’s high standards in terms of punctuality to 
 registration and to lessons 



Page 5  Bringing Christ to All and All to Christ June 2020 

 

 

 Where students are late, without good reason for school then they 
 should be put in detention and a task to repay the community 
 undertaken. (This time is usually made up on APR day in the hall – 
 PALCs should send letters home to that effect in advance of the day). 
 

 Students who arrive late for school, after 8.50 am but before 9.00 am, 
 should go directly to their form rooms where they should be entered on 
 the register as late, using the specified codes for such lateness and 
 adding the number of minutes late 
 

 Students arriving after 9.00 am should report to Student Services, 
 where they will be registered and their lateness will be recorded.  The 
 tutor will also follow up this lateness 
 

 A copy of all students who report late, with the time of arrival and 
reasons given for their lateness, is given to Pastoral - Academic 
Learning Co-ordinators and Senior Staff.  Reasons for lateness, such 
as taking younger siblings to school, should be followed up by Pastoral 
- Academic Learning Co-ordinator by a letter to the Parent / Guardian. 

   

 Consistent punctuality, or an improvement in punctuality, should be 
 positively rewarded (see section on rewards).  From time to time, it 
 may be useful to set an individual a clear target for improvement, which 
 can be monitored, with agreed dates for review 

 
 
6.  ROLE OF TUTOR REGARDING REGISTRATION, ABSENTEEISM AND 

 RECORD KEEPING 
 

 Tutors are legally responsible and accountable for completing registers 
 accurately each day and for using the attendance codes which are 
 clearly displayed in the front of the register 
 

 Instructions for taking registers are provided both in the school's Staff 
 Handbook and this policy.  These must be followed daily. 
 

 New staff, or any member of staff, who are uncertain about the use of 
 particular codes should seek advice from their PALC.  At the beginning 
 of each academic year a short INSET on registration and the use of 
 codes will be provided for all staff 
 

 The register is to be taken in silence.  There should be no other activity 
 taking place in the room.  Tutors must emphasize the importance of the 
 register and should use appropriate sanctions for those who are 
 obstructive or uncooperative 
 

 Tutors should follow the guidelines listed below for following up 
 absence.  Support is provided by administration 
 

 Celebrate the achievements of your group with regard to attendance 
 and punctuality. 
 

 Display the awards for attendance and punctuality in the form base 
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6.1   Role of Pastoral – Academic Learning Co-ordinator Regarding 

 Registration Absenteeism, Lateness and Record Keeping 
 

 Pastoral - Academic Learning Co-ordinator should ensure that all tutors 
 are familiar with arrangements for taking the register and for following 
 up absenteeism.  At the beginning of the academic year, they should 
 provide INSET on this and should ensure subsequently that each form 
 tutor, or member of the Year Team, is confident about these matters 
 

 Pastoral - Academic Learning Co-ordinator should be available to Form 
 Tutors to discuss the absence or lateness pattern / record of any 
 individual student who might be giving cause for concern 
 

 Pastoral - Academic Learning Co-ordinator should monitor registers by 
 making regular checks, weekly, to ensure that all absences are 
 followed up and that correct entries in the register.  Appropriate action 
 should be taken if there is any cause for concern, however minor 
 

 Pastoral - Academic Learning Co-ordinator should play their part in 
 following up absence and notes by using pro-forma letters and 
 contacting parents/guardians as outlined above 
 

 Pastoral - Academic Learning Co-ordinator should organise with their 
 Year Teams sanctions / detentions concerning lateness; this may 
 include the APR late detention 
 

 Pastoral - Academic Learning Co-ordinator should be available to  
 support Tutors and students by meeting with the relevant parties where 
 there is cause for concern, either about attendance or lateness or 
 associated family problems or problems of an academic nature which 
 might be at the root of absence / lateness 
 

 Pastoral - Academic Learning Co-ordinator should raise any concerns 
 which need attention at a higher level with SLT line managers 
 

 Examine weekly totals for attendance and punctuality.  Monitor these 
 figures and celebrate them where appropriate in the year assembly.  
 Pass these figures to the Deputy Headteacher responsible for 
 attendance and punctuality on a half termly-basis as part of the 
 attendance audit 

 
6.2  Role of Subject Leaders and Subject Teachers 
 

 All teachers should keep a record of attendance and punctuality to 
 lessons via SIMS lesson monitor and should report to Students 
 Services any cause for suspicion or concern; then the SL and tutor 
 

 Teachers should not allow lateness to lessons to go unchallenged, 
 even though the best time to deal with this may well be at the end 
 rather than the beginning of the lesson.  Appropriate sanctions should 
 be established by an individual teacher or as a matter of departmental 
 policy 
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 Like class registers, subject registers should also be taken in silence 
 and should be regarded as important records of student behaviour and 
 progress 
 

 Subject Leaders should monitor attendance and lateness to lessons 
 and should offer support to individual teachers as appropriate, 
 especially where the problem is related to behaviour and / or students 
 experiencing difficulty with the subject itself 

 
6.3   Role of Senior Team Concerning Registration, Absenteeism & Lateness 
 

 All requests for holiday absence during term time are to be dealt with 
 by the Headteacher who alone has the right to give consent.  This is 
 unlikely to be authorised 
 

 The authorisation of absence rests finally with the Headteacher.  In 
 certain cases, absence, which has been supported by a note, will not 
 be authorised.  Such cases will be dealt with individually and the 
 parents will be informed 
 

 The Senior Team must monitor all procedures concerning registration, 
 absenteeism and lateness 
 

 Where procedures are not being followed correctly, the Senior Team 
 must offer support and advice, but must also act in cases of possible 
 negligence to protect the staff 
 

 Together with Pastoral - Academic Learning Co-ordinators, the Senior 
 Team will discuss broad and individual concerns regarding absence 
 and lateness and will review all procedures in order to support staff and 
 to enable improvements to take place; 
 

 From time to time, Senior Staff will carry out spot checks of registers as 
 part of their monitoring role; this will also form an integral part of the 
 Pastoral Review 
 

 The Senior Team will play an active part in encouraging attendance 
 and punctuality and will follow up individual cases, as appropriate and 
 in liaison with Pastoral - Academic Learning Co-ordinator 
 

 The Headteacher and the Senior Team will emphasise the importance 
 of attendance and punctuality in communications, oral and written, with 
 parents 

 
6.4  Procedures for Following Up Absence 
 

 On the first day and each subsequent day of Absence, parents are 
expected to telephone the school (parent’s line available).  The Office 
will pass the message via the SIMS attendance to the Form Tutor 

 

 If there is no telephone call from home the School Office will phone/ 
text home/work number by 11am  
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 After three days’ absence, without contact from or with home a letter 
should be sent 

 

 If there is no response to this letter, the matter should be passed to the 
Pastoral - Academic Learning Co-ordinator 

 

 Form Tutors should be particularly aware of absence patterns e.g. days 
 when particular subjects / work deadlines occur, or Friday / Monday / 
 last / first day of term absences.  Action must be taken and a record 
 made in register.  All absences of a week are to be reported to the 
 Pastoral - Academic Learning Co-ordinator 

 
6.5  Procedures for following up notes 
 

 A note to cover all absences must be brought into school on the 
 student's return, even when there has been a telephone call 
 

 The form tutor must read, initial and date the note.  The necessary 
 entry must be made in the register.  The Pastoral - Academic Learning 
 Co-ordinator will return them via the filing trays to administration 
 support who will file the letters.  All notes should be filed at least half 
 termly 
 

 Where the Form Tutor is not satisfied with the reason for absence (e.g. 
 “feeling unwell”) or notices that the same reason is being used 
 repeatedly, they should ensure that the parent is contacted, either by 
 phone or letter and should record the action taken or keep a copy of 
 the letter.  S/he must also pass the note onto the Pastoral - Academic 
 Learning Co-ordinator who will bring the matter to the attention of the 
 Deputy Headteacher (delegated responsibility from the Headteacher) 
 who may decide not to authorise the absence; it is the form tutor who 
 authorises the absence on behalf of the Headteacher. 
 

 Parents do not authorise absence 
 

 Where a note is not brought in on the first day back, the form tutor is to 
 write in the planner, requesting that a note is handed in the next day 
 

 Should no note be forthcoming, a second pro-forma letter, signed by 
 the Pastoral - Academic Learning Co-ordinator, requesting either the 
 note or that the parents attend for an interview, should be given to the 
 student 
 

 The student should see the Pastoral - Academic Learning Co-ordinator 
 at registration the next day and, subject to the parent response, further 
 contact by the school will be made 
 

 Notes from all children should be kept on the students file for the entire 
 duration of their stay at St. Michael’s.  In the event of a child leaving all 
 this information should be passed to the receiving school 
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PLEASE REMEMBER: 
 

 Form Tutors must always act where absence is concerned 
 

 They should record all actions taken 
 

 They should inform the Pastoral - Academic Learning Co-ordinator 
where there are serious concerns 

 

 Early action will avoid later difficulties and will improve attendance and 
achievement 

 
 
7. THE USE OF REWARDS 
 

 As outlined at the beginning of this policy, the school aims to establish 
a positive ethos in which excellence in attendance and punctuality is 
celebrated and rewarded.  Regular Assemblies and Celebration of 
Achievement Events will recognise the importance of good attendance 
and punctuality 

 

 Students with 100% attendance each term will be put in for a prize 
draw in each end of term assembly 

 

 Individuals with 100% attendance / punctuality for the year will receive 
a letter from the Headteacher 

 

 Classes with the best attendance / punctuality in the school will receive 
an annual award via the housepoints system and other rewards in last 
 ½ term of school year 

 

 A visual display will indicate each week what the school attendance 
and punctuality is and which class has the best record for each week in 
 each Year group on the plasma screen 

 

 Attendance / punctuality will also feature prominently in reports, PAMs, 
6th Form reviews, on the front page 

 

 The implementation of this whole school policy is the responsibility of 
all members of the school community.  The Senior Team will be 
responsible for its monitoring and will use attendance and punctuality 
figures, together with accuracy of registers, as performance indicators 
in assessing its effectiveness 

 

 Special consideration will be given to students with long standing 
serious medical conditions that require regular outpatient visits. 
Absences for such medical appointments will be discounted when 
considering students for school rewards 
 

7.1 The Use of Sanctions 
 

 Students falling below 90% attendance per term will be invited in for an 
interview with tutor, PALC, SLT and governor to explain absence and a 
strategy to improve 
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 Students without attendance in excess of 92.5% may not be 
 considered for non-curriculum school trips 

 

 Students in Year 11 without attendance in excess of 90% may not be 
considered for attendance at the school prom 

 

 Fixed penalty notices will be issued by the school for students who 
have 15 sessions of unauthorized absence in any ten week period of 
school 

 

 Letters will be issued to all students in the last half term outlining the 
attendance and consequences of poor attendance and stating the 
student’s percentage record for attendance 
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Appendix 1:  
 
1. ATTENDANCE & PUNCTUALITY POLICY - PERFORMANCE INDICATORS 
 

 Registers are completed in accordance with school and legal 
 requirements 
 

 Year Teams follow up absence and promote attendance in accordance 
 with procedures set out in the policy 
 

 An average weekly whole school attendance level of no less than 95% 
 

 An average weekly punctuality level of 99% 
 

 Staff, students and parents are aware of the policy implications 
 

 Excellence in punctuality and attendance are recognized and rewarded 
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Appendix 2 
 
2. ROLE OF SUPPORT STAFF IN MAINTAINING EXCELLENT ATTENDANCE 

 
Main Office 6th Form Supervisor (Claire Inglis) 
Short Term Action 
 

Long Term Action 

 Call or text home to the parents 
of students who are not in school 
and who have not called in. 

 Record response on SIMS next 
to ‘N’ in register 

 Record late arrival and time of 
student in the SIMS register 

 Record the early departure of 
students for medical reasons / 
appointments on SIMS 

 Print of a list of absentees every 
day for fire regulations at 9.45 
and 2.30. 

 Collate data on students missing 
from classes and liaise with SLT 
as to course of action. 

 At request of PALC / tutor write 
home to parents of students with 
unexplained absence. 

 Communicate with parents 
regarding missing notes. 

 Amend the SIMS registers for 
students on receipt of letter with 
regard to long term absence. 

 Administer the ‘fixed penalty’ 
notices for parents whose 
children fail to meet with the 
statutory requirement. (in 
consultation with PALC and 
Deputy Headteacher) 

 Administer EMA payments and 
bonuses in line with national and 
school policy. 

  

 
SIMS Manager (Michelle Taylor) 
Statistical Returns 

 

 Produce weekly reports for: 

 Unexplained absence 

 Missing marks (Thursday) 

 Design all student reports to 
include student attendance data 

 Produce yearly letters for student 
attendance (last ½ term). 

 Produce cumulative percentage 
figures for attendance by tutor 
group. (Monday) 

 Produce termly reports showing 
students below 90%. 
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Appendix 3  
 

3. ARRANGEMENTS AND EXPECTATIONS DURING THE CORONAVIRUS 

PANDEMIC  

Until the end of the academic year, St Michael’s is in the process of a phased 

return of some students in accordance with guidelines issued by the 

Government.   

The school’s policy on attendance is as follows:   

 All students of key workers and those students who school consider as 

vulnerable, will be accommodated in a part of the school with access IT 

facilities.  This will allow them to continue their online learning. 

 

 All students in Year 10 and 12 will be offered “face to face” contact in 

school to support their online learning.  In the vast majority of cases 

they will be offered one lesson per subject studied . 

 

 Attendance of students will be recorded and information sent to the DfE 

and DOAWT. 

 

 Students who are self-isolating or are in the shielding group, or whose 

parents chose not to send them to school because of safety concerns, 

will continue with online learning at home.   

 

In order for our students to be able to attend school and learn as safe as 

possible there are expectations of parents, students and school:  

Parents will:  

 Send their child to school to arrive at the allotted time. 

 

 Ensure that that their child has a fully equipped pencil case as they 

cannot use the equipment of others. 

 

 Ensure that their child is fully aware of the importance of adhering to 

rules regarding social distancing and hygienic behaviours. 

 

 Alert school to any issues which may affect their child’s attitude to 

learning, e.g. issues around anxiety, bereavement or learning.  

 

 Inform the school if their child is not able to attend because they are 

shielding or self-isolating, via the PALC or tutor.  

 

 Inform the school is they have deemed it unsafe for their child to return 

to school, via e-mail to their form tutor. 
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 If a parent suspects that their child has coronavirus they must inform 

school immediately and arrange for their child to be tested and report 

the results of this testing to school.  

 

 Collect their child from school as soon as possible if school contacts 

them because their child is unwell.  

 

Students will:  

 Arrive at school at the allotted time and go directly to the allocated 

teaching area for their lesson. 

 

 Come to school with all their equipment as they will not be able to 

share/borrow equipment form others.  

 

 No school uniform is required and wear clean clothing each day. 

 

 Adhere to all rules regarding social distancing around school and the 

expectations with regards to hygienic behaviours. 

 

 Report to pupil reception should they arrive late for school.  
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