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1. Aims 

 

This policy is applicable to staff, students and parent / carers of St Dunstan’s College Senior School 
(‘the school’). 

It is the responsibility of the school to support attendance and to take seriously problems that may 
lead to non-attendance.   

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

• Ensuring a culture of good attendance is central to the school’s ethos and culture 

• Working to reduce absence, including persistent absence 

• Ensuring every student has access to full-time education 

• Acting early to address patterns of absence 

• Promoting punctuality in attending lessons 

• Working with the relevant Local Authority when there are attendance concerns 
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2. Legislation 

This policy meets the requirements of Working Together to Improve School Attendance (May 2022) 

from the Department for Education. This 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 (Pupil Registration) (England) Regulations 2006 (including subsequent 
amendments) 

• Keeping Children Safe in Education (September 2025) 

• Working together to improve school attendance (August 2024)  
 

According to the Education (Independent School Standards) Regulations 2014, Regulation 3(15) 
“The standard in this paragraph is met if the proprietor ensures that an admission and an attendance 
register is maintained in accordance with the Education (Pupil Registration) (England) Regulations 
2006.” 

Every school is required by law to maintain two separate registers, an admissions register, known as 
the “School Roll” and an attendance register. School Inspectors are required to check both registers 
and assure themselves that the requirements of the regulations are being met.  
 
The Regulations covering school admission and attendance are very prescriptive, reflecting the 
importance that successive Governments have attached to ensuring that all children of compulsory 
school age attend school. Schools are required to ensure that an attendance register is taken twice a 
day, at the start of the morning session, and during the afternoon for all day students. The 
Regulations specify the contents of both registers and the manner in which they are operated and 
maintained.  

 

3. Roles and responsibilities 

 

3.1 St Dunstan’s Education Group 

The governing body has ultimate responsibility for attendance but will delegate day-to-day 
responsibility to the Chief Executive Officer (CEO), who delegates responsibility to the Head of 
Senior School, who line manages the Deputy Head Pastoral.  

 

The governing body has a duty to:  

• Review this policy annually  

• Ensure the school follows what is articulated within this framework  

• Monitor school statistics on a termly basis  
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3.2 The Head of Senior School 

 

The Head of the Senior School and Deputy Head Pastoral for the Senior School are responsible for 
attendance. This involves: 

• Ensuring all staff in the school follow what is articulated within this framework  

• Ensure staff receive sufficient training on how to implement the principles outlined in the 
policy 

• Ensure staff are taking registers accurately  

• Ensure attendance statistics are reported to governors. 

• Authorise absences in exceptional circumstances.  

 

3.3 The Attendance Officer and College Office Administration Team 

 

The attendance officer, line managed by the Education Welfare Officer based within the wellness 
centre and working closely with the Deputy Head Pastoral of the Senior School, is responsible for 
ascertaining reasons for absence of students on a daily basis. They are expected to: 

 

• Monitor attendance data at school and individual student level 

• Update the attendance register following communication on absence/lateness from parents / 
carers via the absence@stdunstans.org.uk or jsabsence@stdunstans.org.uk email address  

• Contacting parents/carers to query unexplained absences 

• Updating iSAMS registers to ensure they reflect the reasons for absence 

 

3.4 Education Welfare Officer  

• Reporting attendance concerns to the relevant Head of Year 

• Alerting the safeguarding team to any unexplained absence  

• In liaison with the Deputy Head Pastoral of the Senior School, monitor particularly vulnerable 
children including but not limited to those in private fostering arrangements, school refusers, 
children with medical or learning needs and children in Local Authority Care. 

• Work with the local Authority, including submitting required attendance returns. 

 

3.4 Staff 

Staff are responsible for monitoring attendance. Staff will: 

• Implement the framework outlined in this policy, including specific roles for tutors and 
teachers.  

mailto:absence@sdmail.org.uk
mailto:jsabsence@stdunstans.org.uk
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• Ensure AM and PM registrations are completed accurately. Maintaining an accurate attendance 
register is a key part of the school’s safeguarding arrangements. This policy should be read in 
conjunction with the Safeguarding Policy, with particular reference to its procedures for 
Children Who Are Absent From School. 

• The school recognises that continuity is a key part of a successful education. Very often, if a 
student misses a day, they do not understand fully the content of lessons the following day, 
further compounding the difficulties caused by absence.   

 

3.5 Students and parent/carers 

Students and parent/carers are responsible for adhering to the attendance policy and communicating 
effectively with the school regarding any absences, including requests for planned absence. Parents / 
carers are responsible for ensuring that their children attend and stay at school. 

 

4. Student Attendance   
 
The school believes that in order to enable effective teaching and learning to take place, regular 
attendance is necessary. It seeks to enable this by: 
 

• Developing and maintaining a whole school culture that promotes the benefits of high 
attendance 

• Recording attendance during registration periods twice daily 

• Recording lesson attendance in the Senior School 

• Regularly checking reasons for absence with parents / carers 

• Supporting those who are having problems with attendance 

• Supporting students in catching up work missed through absence 

• Publishing term dates at least 12 months in advance 

• Arranging peripatetic music lessons so that they have a minimal effect on timetabled lessons 

• Ensuring student’s attendance is visible to parents through My School Portal 

 

5. School attendance procedures 

 
5.1 The school day 
 
All students are required to be in school by 0820 and should not arrive before 0745. 
The normal school day ends at 1600. Students can expect to then depart the school by 1615.  
 
After-school activities beginning at 1615 and ending at 1715. All students are expected to be off 
the school site by 1745.   
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Students are registered at the start of the day during morning tutor time, at the start of each lesson, 
and during afternoon tutor time.  It is the Form Tutor’s responsibility to register students at 0820 
and at 1455 and the Subject Teacher’s responsibility to register students at all other times. 

All students in Year 7 to Year 11 must be registered at the start of each lesson, either in class or with 
the teacher supervising a study session.   

 

5.2 ‘Fobbing’ in and out: Senior School 
  

All Sixth Form students are issued with an ID fob which allows them to gain access to security-
controlled doors and gates on the school Site. All Sixth Form students must fob in whenever 
they enter the school and fob out whenever they leave the school. Fobbing in and out generates the 
Fire Register for the school, and is therefore critically important, as it allows us to count 
the students on- and off-site, should a fire or other emergency occur.   

Forgetting to fob out will result in a student being listed on the fire register when they are, in fact, 
off-site. This puts rescue workers’ lives at risk as they will search the site for any unaccounted-
for students. Repeated failure to fob in and out will result in sanctions, depending on the 
circumstances.  

NOTE: fobbing in and out is not the same as using a fob to gain access to a door. Students must 
fob in & out on the dedicated units provided (located near the College Office, West door and the 
STEM atrium)  

 
5.3 Absence due to illness: Senior School 

 
If a student misses school due to illness, the parent / carers must email absence@stdunstans.org.uk 
and the student’s Form Tutor before 0900 each and every day of absence or phone the College 
Office (020 8516 7200). If the school has not heard from a parent or guardian, we will always try 
to telephone or send an email requesting contact to ensure the student is safe and to verify his or her 
whereabouts.  
 
It is important that parents / carers make contact with the school each day their child is absent in 
order that we can keep our records updated, and importantly, so that we can keep abreast of his or 
her progress to full health and anticipated return date.  
 
No matter what the cause of absence, students are urged to catch up on missed lessons immediately. 
Normally, missed work will be found on Teams. Teachers will make every effort to help the student 
to catch up if they ask for help. In the event of prolonged absence for medical reasons the school 
will make every effort to send set work to the student, normally via Teams, but additional ‘hard 
copy’ material cannot be guaranteed. Teachers are not expected to set bespoke or additional work 
for students who are absent. 

 
 

mailto:absence@sdmail.org.uk
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5.4 Late arrival   
  

By 0845 each day, all students will be marked present, late (with number of minutes indicated) or 
absent. It is therefore essential that if a student arrives late after this time, they sign in at the College 
Office, so our systems remain fully updated in case an evacuation of the school is necessary and in 
order that we know exactly where every pupil is at all times.  
 
Our systems are again updated by 1000 when we compile a final registration for the morning. At this 
point, if parents / carers have not contacted the school by telephone or email, a list will be generated 
of students who are not present, and this will prompt the College Attendance Officer to endeavour 
to contact parents / carers. 
 
 
5.5 Leaving school early (during the school day)  
 
Students are not normally allowed to leave the site during the school day, with the following 
exceptions:  

• Year 13 students may leave after 1455 registration if they have unsupervised 
study periods during period 5 but must fob out before leaving the premises  

• Year 12 and 13 students may leave the school during the break and lunch period, if they 
have earned the privilege to do so.  They must fob out before leaving and fob back in 
again on their return. 

If a student has to leave the school during the day for illness or if a parent or guardian is collecting 
the student for a medical appointment, he or she is required to sign out at the College Office.  

Students are not permitted to sign themselves out for appointments or illness without approval from 
the Form Tutor or other appropriate member of staff.   

 

6. Requests for absence 

  
Any request for planned appointments or events that will result in missing less than a full day of 
school should be made by the parent/carers in writing via email sent to the student’s Form Tutor.  

Any request for planned appointments or events that will result in missing one day of school should 
be made by the parent/carers in writing via email sent to the student’s Head of Year.  

The Deputy Head Pastoral must approve of any absence of more than a full day.  In instances of 
prolonged absence from school, please correspond with the Head of the Senior School. 

 

7. Authorised and non-authorised absence 

The Government has confirmed that schools, not parents, / carers authorise absence. The main 
areas where the school will authorise absence are given below:  
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• Illness - where the school accepts that a student is ill, we will authorise the absence but can 
request parents / carers to provide medical evidence to support illness.  

• Appointments - dental and medical appointments are authorised absences but, where possible, 
such appointments should be made out of school hours.  

• Religious observance - the school is proud of its cultural diversity and, although holy days are 
taken into consideration in the setting of the school term dates, we recognise that families of 
different faiths have days of observance that fall within term time.  This is balanced against the 
need for consistency in the education of students and, where possible, parents are encouraged 
to consider ways of observing faith holidays that do not affect school attendance. Each request 
for absence on the grounds of faith will be considered on an individual basis and must be 
submitted to the Head of the Senior School. 

• Exceptional circumstances/unavoidable causes - authorised absence can be granted for 
compassionate reasons such as a serious family illness or bereavement.  

 

Requests for leave of absence on compassionate grounds or in exceptional circumstances should be 
made in writing in advance of the proposed absence when possible, to the appropriate member of 
staff as detailed above. Absence in exceptional circumstances does not ordinarily include the 
following:  

• Birthdays  

• Holidays  

• Festivals  

• Days out as a special treat  

• Other family celebrations 

Parents / carers can send urgent messages to their children via the College Office during the school 
day, remembering that students do not have access to their mobile phones during the school day. 
Parents / carers should not request that their child is removed from timetabled lessons or activities 
to meet with them during the school day, unless such meetings are required by social services or 
court order. These should be arranged in advance through the third party and their child’s Head of 
Year. This excludes meetings between staff, children and parent / carers, which are arranged by the 
school. 

Holidays - parent / carers do not have the right to take a child out of school during term time. By 
law parent / carers must ask prior permission for their child to miss school. The Regulations do not 
allow the school to give retrospective approval. Working together to improve school attendance 
makes clear schools do not have authority to approve for holiday. 

The Head of Senior School is only able to authorise leave of absence in exceptional circumstances. 
If the Head of Senior School grants a leave request, it is for them to determine the length of time 
that the student can be away from school. Authorised leave cannot be granted for the purpose of a 
family holiday and parents / carers could face prosecution if they take their child(ren) out of school 
without permission.  
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8. Attendance monitoring and record-keeping 

 
Form Tutors are responsible for monitoring student attendance and will contact parents / carers if 
they feel there is a matter of concern, such as frequent absence. Where escalation is necessary, the 
Head of Year may offer support. 

 
The Department for Education (DfE) expects every student attending school to maintain an 
attendance level of approximately 90 per cent and above. Students whose attendance is below 90 per 
cent are classed as ‘persistently absent’. The school is obliged to contact the parents/carers if their 
child’s attendance drops below that figure. If attendance does not improve and absence continues to 
be persistent, the school will contact the appropriate Attendance, Inclusion and Participation Service 
from the child’s local authority. 
 

Local authorities have a legal responsibility to identify children of compulsory school age who are 
not in education. Schools may therefore receive an enquiry about whether they are educating a 
specific child. The school will alert their local authority after a student of compulsory school age 
has:  

• Been absent without authority for 10 consecutive school days, or  

• Failed to attend school regularly, or  

• Been removed from the school without the school being informed formally, in writing, or  

• If there is a safeguarding concern (including Children Missing Education) about the pupil in 
question, or 

• They have 15 days of absence recorded as illness across the academic year. This does not need 
to be continuous, but does all need to have been recorded as illness or; 

• Been placed onto reduced timetable, via the reasons and review dates 
 
Truancy or unauthorised lateness in the school may result in sanctions as outlined in the Behaviour 
Management Policy (P3). Should unauthorised absence or school refusal result in attendance falling 
below 85%, the Head of Senior School may review whether the student’s continued education at the 
school is tenable.   
 
The school recognises the difference between wilful truancy and school refusal and will support 
students who are school refusers or at risk of becoming a school refuser in line with the 
Safeguarding Policy (P1) and related document Supporting School Refusers. 
 
All students who are studying at the school on a visa sponsored by SDEG will have their attendance 
monitored particularly closely. We recognise our obligation to report to the border agency a 
sponsored student who misses 10 expected contact points without a verified reason. For the 
purposes of this policy, we use both morning and afternoon registration points as expected contact 
points within any one school day and therefore reporting would ordinarily occur after 5 school days 
of unexplained absence. 
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St. Dunstan’s College is a relatively open site and thus it would be easy for a Senior School student 
to disregard school rules and leave the site without permission. If a Senior School student non-
presence in a lesson or activity suggests that this may have taken place, staff will:  
 

• Inform the DSL and College Office.  

• Checks will be undertaken to try and ascertain whether the student is on site. Locations to be 
considered include: Medical room, Music rooms, Library, Toilets, Sports Fields.  

• If students still cannot be located, DSL will agree action to be taken with the Head of the 
Senior School, which may involve calling the Police. 

 

8.1 Attendance registration system  

  
The school uses iSAMS, an electronic student information management system, which enables the 
school to record, report and monitor student attendance and absence. The attendance register is 
backed up in the form of an electronic copy, at least once a month and records are retained for three 
years after the end of the school year in question. 
 
As schools in membership of the Independent Schools Council (ISC) take part in that organisation’s 
annual census of students, staff and expenditure etc. From January 2009 it has been mandatory to 
include student ethnic monitoring data using the same methodology as the maintained sector.  
 
The registers use the following attendance codes (in accordance with the guidance Working 
Together to Improve Attendance (2024)  
 

PRESENT 

/ Present (AM registration)  

\ Present (PM registration)  

L Late (before registers close: 0845 Senior School or 0900 Junior School) 

K Attending education provision arranged by local government  

V Educational visit or trip (including day and residential trips of strictly educational 
nature arranged by the College or an organisation approved by the College  

P Approved sporting activity (for example a sporting activity approved by the 
College and supervised by someone authorised by the College)  

W Work experience  

B Off-site educational activity e.g. taster day 
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AUTHORISED ABSENCE CODES 

C1 Regulated Performance  

M Medical or dental appointment  

J1 Employment / Educational Interview  

S Study leave (Y11-Y13 only during public examinations)  

X Not required to be in School (non-compulsory age) 

C2 Temporary Reduced Timetable  

D Dual Registration  

C Leave of absence granted by the school (exceptional circumstances) 

ABSENT OTHER AUTHORISED REASONS  

T  Parent travelling for occupational purposes 

R Religious observance (agreed by the Head, or Head of Junior School)  

I Illness (not medical or dental appointments)  

E Excluded – fixed term suspension (with no alternative provision made; must be 
no more than 5 consecutive days)  

ABSENT - UNAVOIDABLE CAUSE 

Q Lack of Access Arrangements  

Y1 Normal Transport Unavailable 

Y2 Widespread Travel Disruption 

Y3 Part of School Out of Use 

Y4 Session Cancelled – School Closed  

Y5 Subject to Sentence of Detention  

Y6 Infection of Disease – Public Health 

Y7 Other Unavoidable Cause  

UNAUTHORISED ABSENCE CODES 

G Family holiday NOT authorised by Head or Head of Junior School (unauthorised 
absence)  
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N Reason for absence not yet provided (will be followed up by tutor – this code 
must not be left on a students’s attendance record indefinitely; if no reason for 
absence is provided after a reasonable amount of time it should be replaced with 
code O)  

O Absent without authorisation 

U Late (after registers close: 0845 Senior School or 0900 Junior School)  

ADMINISTRATIVE CODES  

Z Student not on admission register (for administration purposes; schools must put 
students on the admission register from the first day that the school has agreed, or 
been notified, that the student will attend the school – this code is used to cover 
the time between the student being added to the admission register and starting 
school at the College)  

# School closure (planned whole or partial school closure including between terms, 
half terms, occasional days (e.g. bank holidays), curriculum planning/training and 
use of schools as polling stations)  

 

9. Monitoring 

This policy will be reviewed by the Deputy Head Pastoral annually.  

At every review, the policy will be approved by the Education committee 

 

10. Links with other policies 

This Attendance policy links to the following policies:  

• P1 Safeguarding Policy 
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Appendix 1 - Adverse Weather  

Adverse weather can cause widespread disruption and potential risks. We will make every effort to 
keep the school open to students so that they can continue to learn and parents/carers can go to 
work.   
   
During a period of severe weather, risk assessments will be made and reviewed each day to ensure 
that potential risks to Students, Staff and Visitors are minimised.   
   
If circumstances change, to such an extent that the DET believes conditions are unsafe or public 
transport has been affected by deteriorating conditions, early closure may be necessary.   
   
If individual parents/carers feel that their own local conditions warrant their child staying at home 
the school will respect their wishes and any absence will be authorised.   
   
If a decision is made to close the school, parents / carers and staff will be notified via the by 0630 
each morning.   
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Appendix 2 - School Refusers 

 
What is a ‘school refuser’?  
 
School refusal is when a student refuses to attend school due to emotional distress. This is different 
from wilful truancy as truant students do not show excessive anxiety or fear towards school. The 
behaviours around school refusal differ from those around truancy as outlined in the table below:  

 

Behavioural characteristics of school refusers and truants  

School refusal  Truancy  

Severe emotional stress about attending school, 
which may include anxiety, tantrums, depression, 
physically lashing out, running away from the 
car/bus or somatic issues such as nausea.  

Lack of excessive anxiety or fear about attending 
school.  

Parents / carers are aware of the absence or the 
child convinces parents to allow him to stay at 
home.  

Children often attempt to conceal their absence 
from parents / carers.  

Absence of significant behavioural problems.   Frequent antisocial behaviour, often in the 
company of antisocial peers  

During school hours, the child stays home 
because it is safe.  

During school hours, the child is somewhere 
other than home.  

A willingness to do homework and complies by 
completing work at home.  

Lack of willingness to do school work or meet 
academic expectations.  

  
Development of school refusal:  

 
Many children who refuse to go to school have been quietly attempting to stamp out feelings of 
anxiety and/or depression for some time before they refuse to attend school. It develops over a 
period of time and is sometimes related to the following:   

 

• Separation anxiety (common amongst younger children) - an overwhelming fear of harm 
(including death) befalling parents / carers or loved ones when separated.   

 

• Social anxiety (including performance anxiety) - students with social anxiety tend to be 
preoccupied with being scrutinised by peers and adults, worry about how they are being 
judged, and experience significant anticipatory anxiety about public speaking.  
 

 

• Generalised anxiety - excessive anxiety and worry about a number of events or activities, and 
this anxiety causes distress in social, occupational (school), or other areas of functioning.  

 

• Depression - includes depressed mood, irritability, refusal to participate in normal activities, 
sleep disturbance, changes in eating habits, social isolation and suicidal ideation.  
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Risk factors for developing school refusal behaviours:  

 

• Previous or current periods of poor mental health (diagnosed or otherwise)  

• Family instability  

• Bereavement  

• Traumatic event  

• ASD  

• Past episodes of school refusal  
 

4.2 Team approach to working with school refusers  
 
The best approach to helping a child struggling with school refusal is a team approach involving 
teachers and/or pastoral support staff at the school, the child, the parents / carers, Counsellors, 
SEND team, and outside support agencies which may include CAMHS, the child’s GP, or the local 
authority.   

 
Underlying issues causing school refusal can include stress at home, social stress and medical issues 
(e.g. a child with asthma might experience excessive worry about having an asthma attack at 
school).   
 

1. Assess: The first step is an evaluation. It’s important to get to the root of the problem - this 
will likely include both family and school questionnaires or interviews.   
 

2. Counselling: depending on the outcome of the assessment, the child may be referred for 
counselling or other psychological support. The school will assist as appropriate throughout 
this process.  
 

3. Re-integration: normally, the counsellor or other therapist will work with the school to create 
a plan to help the child re-enter the classroom. The plan should also include contingencies to 
help the child during anxious moments throughout the day. Some children will require a 
graded approach to returning to school - gradually building up the amount of time they 
spend in school. 
 

4. Home support: anxious children benefit from predictable home routines, particularly in the 
mornings and evenings during term time. Parents /carers may want to monitor sleep, as lack 
of quality sleep exacerbates symptoms of anxiety and depression. A good night’s sleep also 
makes it easier to get up and out to school in the morning. Parents / carers can help by 
establishing healthy sleep habits and keeping to a regular sleep cycle, even during holidays 
and on the weekends.  
 
There is no quick fix for school refusal. It takes a team effort and can be extremely 
distressing for children and their families. There may be periods of growth followed by 
significant setbacks. It is important to acknowledge the child’s difficulty, engage in open and 
honest communication about it, offer empathy and pile on support.  
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4.3 Additional ways in which the college can support a child who refuses school 

 

• Authorising absence due to illness   

• Recognising and supporting mental health difficulties in children  

• Assess (or help parents arrange assessment) for SEND, particularly when anxiety is a 
reported reason for absence  

• Make or support an Early Help referral 

• Make or support a CAMHS referral  

• Provide access to work and homework when the child is unable to attend school  

• Work closely with the local authority to explore additional support   

• Collaborate fully with parents and other professionals to create a child-focused support plan  

• Acknowledge and respond to any medical diagnosis  

 

 

  

 


