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Rationale: 
In order for all pupils to fulfil their potential the School has a responsibility to make sure they 
attend regularly.  This includes pupils in the Sixth Form who, from September 2015, are the 
subjects of the increased age-limit for compulsory education so that they are required to remain 
in education until their eighteenth birthday.  The School is the subject of legal obligations in 
respect of: 

 promoting good attendance,  
 recording levels of attendance,  
 investigating the causes for absence and  
 reporting concerns. 

 
Absence from School is likely to disadvantage pupils because: 

 those absent miss planned teaching and learning opportunities; 
 the provision of support for pupils who are, or have been, absent can affect the learning of 

other pupils; 
 individual pupils’ development of social skills and their social integration within their peer 

group may be hampered by repeated or significant absence; 
 absence from School may be a result of other factors threatening the child’s welfare, and is 

therefore identified as a Safeguarding risk-factor. 
 
This policy has been developed in accordance with the following publications: 

 School attendance; Guidance for maintained schools, academies, independent schools and 
local authorities, Department for Education, November 2016; 

 School attendance parental responsibility measures; Statutory guidance for local 
authorities, school leaders, school staff, governing bodies and the police, Department for 
Education, January 2015. 

 
 

Purposes: 
 To encourage a high level of attendance from all pupils; 
 To ensure a consistent approach to monitoring and recording the attendance of all pupils 

in the School, including those in the Sixth Form, by stating the responsibilities of School 
staff, parents and guardians; 

 To ensure the School is able to provide attendance data as required for monitoring by the 
governors, census and inspection purposes; 

 To support the School’s safeguarding arrangements for all pupils; 
 To identify unauthorised absence, providing guidance for addressing instances of such 

absence 
 

Broad Guidelines: 
 
The School’s responsibilities 
Pupils’ attendance is registered twice daily; before the first teaching period and again at the end of 
the last teaching period.  Registration of pupils’ attendance and absence is recorded on the school’s 
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database, by each child’s form-tutor, or other designated member of staff supervising the form’s 
registration period, during each of these registration periods, using the codes specified in guidance 
issued by the Department for Education (see Appendix A).  A pupil may be recorded as being 
present if the person completing the register has seen them in School during the session (half-day 
period), or is informed by another member of staff that the pupil has been seen by them to be in 
School.  Any pupil who has not been seen to be in School is recorded as being absent. 
 
For any absent pupil, the member of staff completing the register records the absence code 
appropriate to the information held by the member of staff. 
 
The morning registration is open between 8.30am and 9am, at which point the register is closed 
and is returned to the School’s administrative staff.  For any pupil whose absence has not been 
communicated to the School in advance by the parent or guardian, the School will investigate the 
absence by making telephone contact with the parent or guardian as soon as possible after 9.05am.  
This investigation is usually conducted by a designated member of the administrative staff, unless 
it is arranged that another member of staff, such as the form-tutor, head of year or senior member 
of staff will investigate.  Once the reason for absence has been ascertained, the appropriate code 
will be recorded on the database by the investigating member of staff, and the form-tutor informed.  
Pupils arriving at School any time after 8.30am must report immediately to the main School office 
reception on arrival so that their presence may be recorded. 
 
If the School is unable to ascertain the reason for a Year Eight or younger pupil’s absence from 
School by 9.30am, and is therefore unable to be certain of the pupil’s immediate safety, they will 
invoke the procedures described in the School’s Missing policy, and the headmaster will be 
informed.  For Year Nine or older pupils, this deadline may be extended within the framework 
specified by the School’s Missing policy, whilst investigation is ongoing. 
 
Each form-tutor will monitor the levels of attendance for pupils in their form-tutor group, and 
identify to the head of year any levels of absence which are greater than those of others in the form-
group, and any patterns of lateness or absence they identify.  Such reporting will happen on a 
weekly, or more frequent, basis. 
 
Each head of year will monitor the records of attendance for all pupils in their year group by 
meeting regularly with form-tutors to discuss attendance, and by inspecting records of attendance 
at least once every half-term.  They will do this to make sure records are comprehensive and 
accurate, and in order to identify pupils whose levels of attendance give cause for concern, noting 
patterns of lateness or absence.  The head of year will communicate with individual pupils’ parents 
and guardians as appropriate to challenge absence and lateness, especially repeated absence or 
lateness, with the aim of reducing absence.   
 
The Principal Deputy Head and deputy Designated Safeguarding Lead (DSL), will meet with the 
heads of year at least once each half term to discuss attendance.  The purpose is to ensure that 
attendance is being monitored and promoted effectively, and that persistent absence or lateness is 
being identified and challenged.  The Principal Deputy Head and deputy DSL will support and 
advise heads of year and form-tutors regarding attendance, and make sure that any patterns that 
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may indicate a Safeguarding concern regarding a pupil are investigated and addressed according 
to the School’s Child Protection and Safeguarding arrangements. 
 
The School will maintain records of attendance for a period of not less than three years after the 
last entry, and make them available for inspection purposes as necessary. 
 
Parents and guardians must make every effort to inform the School in advance of their son’s or 
ward’s absence from School (see details below relating to the responsibilities of parents and 
guardians).  Absence because of illness, or because of medical and dental appointments will 
normally be authorised by the headmaster.  In exceptional cases, the School may request the parent 
or guardian provides medical evidence to support an explanation of absence as resulting from 
illness, especially if such absence is prolonged or appears to support the identification of a pattern 
of absence. 
 
The head of year will put in place appropriate measures to support any pupil returning to School 
after a period of absence, including supporting their social reintegration with peers and 
addressing, as far as possible, learning missed whilst absent. 
 
The School will notify Surrey local education authority, or the local education authority responsible 
for the pupil’s placement, or in which area the pupil’s home residence is registered, in the following 
circumstances: 

 if a pupil funded by the local education authority leaves the School; 
 if a pupil leaves the School and the School does not know the pupil’s new school placement, 

or if the School has information that the intention of the parent or guardian is to educate 
the pupil outside the school system, e.g. at home; 

 if a pupil has a medical condition certified by the School nurse that the pupil is unlikely to 
be in a fit state of health to attend School; 

 if a pupil is permanently excluded; 
 if a pupil is absent from School without the headmaster’s authorisation for a continuous 

period of ten days or more. 
 
Parent and guardian responsibilities (a summary) 

 Parents and guardians must make every effort to inform the School in advance of their son’s 
or ward’s absence from School.   

 Informing the School of a pupil’s absence can be done by e-mailing the School 
administrative staff (schooloffice@morehouseschool.co.uk), or by telephoning on 01252 
792 303.  When communicating by e-mail, parents are asked to copy in the pupil’s form-
tutor as well.  By ensuring all messages are received by the School’s administrative office, 
the possible absence of the pupil’s form-tutor will not prevent the information reaching the 
administrative staff. 

 If reporting absence on the day of absence, e.g. because of illness, the parent or guardian 
should telephone the school office administrative staff on 01252 792 303, and leaving a 
message on the absence voicemail facility where appropriate. 

 Wherever possible, parents and guardians should arrange pupils’ medical and dental 
appointments for outside School hours. 

mailto:schooloffice@morehouseschool.co.uk
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 Parents and guardians are required to request the headmaster’s authorisation for any other 
anticipated absence in advance.  The School is obliged to grant pupils leave of absence only 
in exceptional circumstances based on the individual facts and circumstances of each 
individual case.  Such leave may be granted for religious observance. 

 
School administrative staff responsibilities (a summary) 

 The School’s administrative staff will communicate all information received regarding any 
pupil’s absence or attendance to the pupil’s form-tutor or, in the absence of the form-tutor, 
to the pupil’s head of year.   

 Any request made by a parent or guardian for a pupil’s anticipated leave of absence to be 
authorised will be communicated to the headmaster, who will then communicate with the 
parent or guardian as necessary. 

 One or more designated members of the School’s administrative staff will investigate 
unexplained absence of any pupil as soon as possible after 9.05am on the first day of 
absence, by seeking to speak directly with the pupil’s parents or guardians using such 
contact information as is held by the School. 

 Information obtained will be used to make an accurate entry in the attendance register, and 
will also be communicated to the pupil’s form-tutor or, in their absence, the pupil’s head of 
year. 

 If, by 9.30am for any pupil in Year Eight or younger, and by 10.30am for any pupil in Year 
Nine or older, it has not been possible to ascertain the reason for a pupil’s absence from 
School and it is not known that the pupil is safe at the immediate time, the School’s 
procedures, described in the Missing policy, will be invoked. 

 
Form-tutor responsibilities (a summary) 

 Completing the database session-attendance register by 9am each morning, and by 4.20pm 
each afternoon. 

 Recording the attendance for each pupil in the tutor-group, marking a pupil as being present 
on-site only if they are in the registration room at the time of registration, or if it is known 
by the person completing the register that the pupil has been seen by a member of staff 
during the session (half-day);  

 otherwise using the appropriate attendance code (see Appendix A) if a pupil is known to be 
attending an off-site educational activity, at an authorised college/university or 
employment interview, participating in a supervised sporting activity, attending an 
educational visit or trip, or participating in work experience; 

 marking all other pupils as absent, recording those for whom the absence is authorised 
using the appropriate code (see Appendix A), and recording all others using the ‘Absent – 
no authorisation yet’ code (this will be investigated by administrative staff as described 
above); 

 recording the late arrival of any pupil (i.e. after the completion of the morning register but 
before lunchtime) by using the ‘Late – Authorised’ or ‘Late - no authorisation’ codes as 
applicable. 

 Investigating unexplained absence from afternoon registration period, invoking the Missing 
policy procedures where a pupil’s absence is not expected and their immediate welfare 
cannot be established. 
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 Monitoring the attendance levels of each pupil in the tutor-group, and communicating 
concerns and identified patterns to the head of year and, where appropriate, the DSL. 

 Ensuring attendance and absence records for all pupils in the form are completed in a timely 
fashion, containing accurate and comprehensive information as described in this policy.  It 
is the form-tutor’s responsibility to make sure that the attendance records for their form 
are accurate on a weekly basis; the records for a week should be accurate, including 
accurate codes used throughout, by the Friday afternoon of that week or, if the tutor is 
absent, by the Monday morning of the following week. 

 
Heads of Year responsibilities (a summary) 

 Monitoring the records of attendance for all pupils in the year group by meeting regularly 
with form-tutors to discuss attendance, and by inspecting records of attendance at least 
once every half-term.   

 Making sure records of attendance and absence for all pupils in the year group are 
comprehensive and accurate, and that form-tutors are adhering to their obligations as 
stated within this school policy. 

 Identifying pupils whose levels of attendance give cause for concern, noting patterns of 
lateness or absence.   

 Communicating with individual pupils’ parents or guardians as appropriate, or through the 
form-tutor, to challenge absence and lateness, especially repeated absence or lateness, with 
the aim of reducing absence. 

 Communicating individual concerns to the Principal Deputy Head and deputy DSL. 
 
Principal Deputy Head responsibilities (a summary) 

 Meeting with the heads of year at least once each half term to discuss attendance.   
 Ensuring that attendance is being monitored and promoted effectively, and that persistent 

absence or lateness is being identified and challenged.   
 Supporting and advising heads of year and form-tutors regarding attendance. 
 Making sure that any patterns that may indicate a Safeguarding concern regarding a pupil 

are investigated and addressed according to the School’s Child Protection and 
Safeguarding arrangements. 

 Reporting to the headmaster serious concerns regarding any individual pupil’s attendance 
or welfare. 

 
Headmaster responsibilities (a summary) 

 Making sure systems are in place for the effective monitoring of attendance for all pupils. 
 Providing information to the governing body regarding levels of attendance, trends and 

concerns, once each term at the meeting of the full governing body. 
 Informing parents and guardians of their responsibilities. 

 
 

 Conclusion: 
The effective monitoring and promotion of pupils’ attendance in School supports the 
safeguarding of all pupils, increases pupils’ chances of realising their academic potential, and 
encourages the development of pupils’ social development and confidence. 
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APPENDIX A 
 
The following codes are to be used to record pupils’ attendance and absence: 
 
Attendance codes 
 
Present in school a.m. 
 
 

Present, 
V or X 

Present in school p.m. Present, 
V or X 

Attending a School trip, or 
off-site educational activity 
where the provider is 
approved by the School  

B Attending 
school/college/university/employment 
interview 

Attending 
Sch, coll, uni 
interview 

Attending a sporting activity 
where the provider is 
approved by the School 
including school matches 

P Late with authorised reason, arriving 
after the completion of morning 
registration but before lunchtime 

L 

Attending authorised work 
experience (applicable only 
to Sixth Form pupils) 
 

W Late without authorised reason, 
arriving after the completion of 
morning registration but before 
lunchtime 

Late – no 
authorisation 

 
 
Authorised absence codes  
(The School has either given approval in advance or has accepted an explanation offered 
afterwards as justification for absence.) 
    
Leave of absence authorised by the 
headmaster 

C Excluded but no alternative provision 
made (used whilst a pupil is suspended 
from School) 

Excluded 

Holiday authorised by the 
headmaster 

H Illness (not including appointments) I 

Medical or dental appointments M Religious observance, as authorised by 
the headmaster 

R 

Study leave (only applicable to 
Sixth Form students , or to Year 
Eleven during public examinations, 
as agreed in advance by the head of 
year and sanctioned by the 
headmaster)  

Study 
Leave 

Gypsy, Roma and Traveller absence Gypsy, 
Roma 
and 
Traveller 
Absence 

 
  
Unauthorised absence codes 
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Holiday not authorised by the 
headmaster or in excess of the 
authorised period 

Holiday 
not auth 
by HM 

Absent without authorisation (the 
reason for absence or its 
authorisation is not yet confirmed, 
or the School is not satisfied with 
the reason given) 

Absent – no 
authorisation 
yet 

 
 
Administrative codes (these codes are not available to form-tutors, and can only be applied by 
designated administrative staff) 
 

Not required to be in School 
(applicable to pupils over the 
age of eighteen only) 

X Unable to attend due to 
exceptional circumstances (the 
School, or part, is closed due to 
an unavoidable cause; transport 
provided by the School or local 
authority is not available; a 
local or national emergency 
resulting in widespread 
disruption to travel preventing 
the pupil from attending; or the 
pupil is in custody (if B cannot 
be used because there is not the 
supporting evidence) 

Y 

The pupil has been removed 
from the admissions register 

Z Planned whole or part-School 
closure (including INSET and 
bank-holidays) 

# 

 


