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Introduction




This policy sets out attendance and punctuality expectations for students and parents and
details the school’s processes for recording and monitoring attendance, with steps taken
when there are concerns about a student’s level of attendance. Appendix A sets out the
codes that will be used to record attendance.

This policy has due regard for the statutory guidance, Working together to improve school
attendance (DfE, 2026).

The importance of school attendance

Attendance rates at Christ’s Hospital tend to be very high, as the majority of students are
boarders and day students and their families understand the link between consistent
attendance and positive outcomes, including attainment. What constitutes ‘good
attendance’ is set out in Appendix B.

The school promotes good attendance by communicating start-of-session times and high
attendance expectations regularly with parents, by following up on absences promptly, by
providing tailored support for students’ return to school when absence has been caused by
ill health or personal difficulties and by working respectfully with students, their families
and, where appropriate, with external agencies to address challenges to attendance.

Expectations for students and parents

Regular and punctual attendance at school is essential, enabling children to benefit from
and make their full contribution to the life of the school. Boarding students, including
international boarders, are expected to return to school in time for the published start of
each session (quarter term) and to remain at school until the published end of each session.
Day students are expected to arrive promptly to school each morning, in order to be
registered in the boarding houses (see below) and be ready to attend period 1.

Notification of unexpected absence

6.

If a boarding student is unable to return to school for the start of a session, or a day student
is unable to attend on any day, for illness or any other reason, parents should inform their
child’s houseparent and matron of the reason for the absence as soon as possible, by email,
and should keep them regularly updated as to the expected length of the absence and
intended date of return.

If a student continues to be absent from school after a period about which their parent had
notified the school, further contact will be made by the houseparent, to enquire as to the
reason for the continued absence and ensure safeguarding of the child.

Requests for leave of absence

8.

Parents wishing to request an exceptional leave of absence from school for any reason
should submit an ‘Absence Permission Form’, which is located in the ‘My Children’ section
of the parent portal, choosing the correct category of absence and providing as much detail



10.

11.

12.

13.

14.

as possible. Parents should allow five days’ notice when making requests, to allow for them
to be processed. Requests are considered on a case-by-case basis and decisions
communicated by the houseparent.

International students are expected to remain at school until the published end of each
term, staying with UK guardians or host families during the period of time between the end
of term and the next suitable flight home.

Requests for leave of absence for religious observance will be granted if the date requested
has been identified for religious observance by the religious body to which the student’s
parent(s) belong.

Family holidays should be booked during published school holidays. The school cannot
approve requests for absence for family holidays during term time, unless circumstances
are deemed by the School to be highly exceptional.

In accordance with Working together to improve school attendance (DfE, 2026), a leave of
absence will not be granted for a student to take part in a protest activity during school
hours.

Leaves of absence cannot be granted retrospectively.

Parents do not need to request a leave of absence when their GE or Grecian child is on ‘study
leave’ during the school’s published study leave dates in public examination seasons. In
these circumstances, parents should inform their child’s houseparent of periods that their
child will be spending at home.

The school’s responsibilities

15.

In accordance with Working together to improve school attendance (DfE, 2026) the school’s
Senior Attendance Champion (SAC) is the Deputy Head, Pastoral & Safeguarding, Dr Ruth
Brading, who is contactable on rmjb@christs-hospital.org.uk and 01403 247789.

Action taken if a student is unexpectedly absent from school

16.

17.

If aboarding student does not return to school at the start of a session, and the houseparent
has not been advised that the student will be absent, the houseparent will make every effort
to contact the parent/guardian and any other named emergency contact, to ascertain the
reason for the absence. If the houseparent is unable to reach the parent/guardian, they will
inform the Deputy Head (SAC), so that consideration can be given to contacting the police,
in case the child has gone missing whilst travelling to school by public transport.

If a day student does not arrive at school on any day, and the houseparent or matron has
not been advised that the student will be absent, the matron and/or houseparent will
contact the parent/guardian and any other named emergency contact for the child, to
ascertain the reason for the absence. If attempts to communicate are unsuccessful, the
absence will be reported to the Deputy Head (SAC), so that consideration can be given to
contacting the police, to ensure safeguarding of the child.

Registration - legal requirements
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18. The school meets legal requirements by completing statutory registrations twice a day,
Monday to Friday and once on Saturday, as well as additional rollcalls and sign-ins on every
day of the week, for safeguarding purposes. AM statutory registration for all students is
completed in boarding houses Monday to Saturday, and PM statutory registration is taken
at the 14:15 tutorial period, Monday to Friday. Statutory registration periods remain open
for 30 minutes, which is the maximum period permitted in Working Together to Improve
School Attendance. Excluding paper-based registrations, student registrations will be
recorded electronically in iSAMS. Registrations taking place are as follows:

Avenue houses
19. Statutory registrations

e AM roll call - Roll call takes place at 08.00 Monday to Saturday, after which the
houseparent/duty tutor will complete the register in iISAMs by 08:30.

e PMregistration - The statutory PM register is taken at the 14:15 tutorial period, Monday
to Friday.

20. Other registrations, which may be paper-based, throughout the day are as follows:

e 02-GE year groups are registered at breakfast and lunch in Dining Hall.
e 02-DGyear groups are registered at roll call at 19:30

21. Sunday

Sunday registrations are welfare checks for boarding purposes only and do not form part of the
statutory school attendance register, as there are no timetabled school sessions on Sundays.
Day pupils are not expected to attend, and no statutory AM or PM attendance marks are taken.

Paper-based registrations throughout the day are as follows:

e 02-DG year groups are registered by 11:00 or earlier, depending on timings of Chapel
e 02-DGyear groups are registered in house on Sundays by 13:30.

e 02-DG year groups are registered in house on Sundays at 19:30.

Grecians houses

22. Statutory registrations

e AM roll call - Roll call takes place at 08.00 Monday to Saturday, after which the
houseparent/assistant houseparent will complete registration in iSAMS by 08:30.

e PMregistration - The statutory PM register is taken at the 14:15 tutorial period, Monday
to Friday.

e All GR students (boarding and day) are also registered in Dining Hall during the senior
lunch sitting by the duty tutor.

e GRstudents are registered at roll call at 19:30.

23. Sunday



Sunday registrations are welfare checks for pastoral purposes only and do not form part of the
statutory school attendance register, as there are no timetabled school sessions on Sundays.
Day pupils are not expected to attend, and no statutory AM or PM attendance marks are taken.

e AMrollcall-Oncerollcallis complete by 10.00, the duty tutor will complete registration
in iISAMS by 10.15.
e GRstudents are registered at roll call at 19.30.

Lesson registration

24,

25.

26.

27.

28.

29.

30.

31.

Students must be registered by staff at the beginning of each academic or learning support
lesson.

If students are timetabled for a music lesson on iSAMS, they are automatically registered as
being present in the Music School. If they are not present at the appropriate time, the music
teacher will change the registration to absent.

The Music Department also updates SOCS if a student is with them during a lesson.

The Medical Centre updates iSAMS if a student is with them during a lesson, overnight,
attending the morning clinical session, therapy or sports therapy or if s/he goes off-site for
a dental or other prearranged external appointment, or for emergency care.

If a student is missing from a lesson, then the register should be marked to reflect this;
however, if an alternate mark has been recorded, then staff must not overwrite this. If the
missing student is on the published Acute Concern List, the staff member should contact
the School Office immediately.

If a student cannot be located during lesson times, then staff should follow the ‘Missing
Student Procedure’ immediately. See ‘Missing Student Policy’.

All absences and attendance are monitored and managed by the School Office, with
oversight by the Deputy Head (SAC).

Students who deliberately truant lessons (or assemblies, tutorials or Chapel services) will
incur a Head of Year detention with letter home. Repeated truanting is likely to result in
suspension.

Broader curricular registration

32.

33.

34.

Actives must be registered through the SOCS online system. Absences are followed up with
house staff by the Broader Curriculum Administrator within 24 hours.

Students on the Acute Concern List who do not arrive at their active should be reported to
the School Office immediately.

Fixtures are also registered through SOCS. For a home match, the member of staff taking
the register should report any absences to house staff as soon as possible. For away
matches, the fixture leader (usually a member of the Sports Department) should confirm



35.

absences and attendees with house staff, Security and the School Office (and
attendance@christs-hospital.org.uk should be copied in if lessons are missed).

SOCS will show when a student has a clash with other activities and will also show when a
student is ‘Off Games’ (also known as ‘Sports Pass’). Please read the ‘Off Games Procedure’
for guidance.

Students attending medical appointments

36.

37.

If a student has an appointment at the Medical Centre, this is registered by the
nurse/receptionist at the Medical Centre.

If a student goes from house to attend a medical appointment off-site, then the member of
staff with whom the student signed out, i.e. matron or houseparent, will adjust ISAMS
accordingly, adding a note to explain where the student is.

Action to be taken if a student is missing from AM/PM registration

38.

39.

40.

If a student is unexpectedly missing from AM registration or PM lunchtime registration, then
the houseparent/duty tutor should ascertain their whereabouts by checking with peers; the
matron; Medical Centre; or by messaging the student on Teams and/or calling the student’s
mobile number. They should not be registered until they have been seen by the duty tutor,
or their location has been confirmed by another member of staff.

Absences entered into the am/pm registers will be followed up by the School Office.

If a student cannot be located, then staff should follow the ‘Missing Student Procedure’, as
detailed in the ‘Missing Student Policy’.

Attendance data monitoring

41.

42.

Boarding house AM registrations, lunchtime PM registrations and lesson registrations are
monitored daily by the School Office.

The MIS and Business Data Manager runs a weekly report so that patterns of absence from
school reaching the threshold for concern can be identified and flagged to the SAC.

Supporting students and families in removing barriers to attendance

43.

The school has regard for the DfE guidance, Summary of responsibilities where a mental
health issue is affecting attendance and Support for pupils where a mental health issue is
affecting attendance - effective practice examples. The school works collaboratively with
parents to remove barriers to attendance, including making reasonable adjustments where
a student has a disability or mental health issue that is impacting their ability to attend, to
help maximise face-to-face attendance. Additional support for students struggling with
attendance can be provided by the school’s welfare, nursing and therapy teams. Where
appropriate, the school’s Welfare Team conducts home visits and/or assists parents in
accessing external agencies such as local authority Early Help services and/or works in
partnership with family support workers or named social workers to formalise support for
children who are persistently absent from school.
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Reporting persistent and/or concerning non-attendance

44, In accordance with Working together to improve school attendance (DfE, 2026), the school

45.

46.

will make attendance returns to the local authority with the names and addresses of any
students of compulsory school age who fail to attend school regularly or have been absent
for a continuous period of ten school days where their absence has been recorded with one
or more of the codes statistically classified as unauthorised.

In accordance with Working together to improve school attendance (DfE, 2026), the school
(the School Office, overseen by the SAC) will make sickness returns to the local authority
when a student is recorded in the attendance register as absent using code ‘I’ (unable to
attend because of sickness) and there are reasonable grounds to believe the student will
have to miss 15 consecutive school days or more for illness or the student’s total number of
school days missed during the current school year because of illness (whether consecutive
or cumulative) will reach or exceed 15 school days.

Where all efforts to support a child’s attendance through parental engagement, school-
based support and early intervention have failed and a child continues to be persistently
absent for no valid reason (e.g. absent without authorisation for holidays in term time), the
school will work in partnership with the local authority who may initiate a formal
attendance contract, proceeding where necessary to an Education Supervision Order
and/or penalty notices in line with the National Framework and/or an attendance
prosecution and/or, where there are safeguarding concerns, statutory social care
intervention.

Reporting persistent and/or concerning non-attendance for sponsored students

47.

48.

Allstudents on a Tier 4 or Student Study Visa are required to have their attendance recorded
for the duration of their study under Christ’s Hospital sponsorship. Attendance will be
recorded at, but is not limited to, morning and afternoon statutory registration. See
paragraphs 17-22, above.

Itis expected that sponsored students maintain attendance above 80% and do not incur 10
consecutive days of unauthorised absence. Should either threshold be met, the school will
review the circumstances and, where necessary, the Director of Admissions and Marketing
will report the matter to Sable International. Sable International acts as Christ’s Hospital’s
appointed immigration services partner, with responsibility for CAS administration and
guidance on student visa compliance. Sponsorship will then be withdrawn unless there are
exceptional and evidenced reasons for the non-attendance.

Reporting non-standard transition times

49.

In accordance with Working together to improve school attendance (DfE, 2026), the school
(School Office) will make a ‘joiner’ notification to the local authority when a student is
entered onto the school roll at a non-standard transition time.



50. In accordance with Working together to improve school attendance (DfE, 2026), the school
(School Office) will make a ‘leaver’ notification to the local authority when a student is
removed from the school roll at a non-standard transition time.

Policy review
date / version

Policy
author

Significant content changes

Aug 26

RMJB

Minor changes to refer to the new July version of DfE guidance and to
reflect changes that are being made to statutory registration points as
we introduce the Mon-Fri tutorial points and new Saturday
arrangements.




Appendix A - Attendance Codes

Frequently used official attendance codes for AM and PM roll calls (can also be used for lesson registrations)

Code letter Description Use for

/ Present Student present

C Other authorised absence Absences that do not fit into any other category - a note giving details must be
added

E Suspended or permanently excluded Suspended

G Family holiday NOT agreed All holidays in term time

I Illat home Student unwell at home

J1 Interview School/Uni interviews (NOT for Open days - use C with a note)

L Late Late for roll call

M Medical External medical/dental appointments

N No reason yet provided for absence Must be resolved for AM & PM

0 Unauthorised absence Student is absent without authorisation

P Approved sporting activity Student at sporting event

R Religious observation Student not in school due to religious observance

S Study leave Official Study leave

v Educational visit or trip Student on a trip organised by CH

VA Pupil not yet on roll Student not required to be in school (hame added early for admin reasons)

Attendance codes for lessons only (must not be used in AM or PM roll calls)

Code Description Use for

HC Health Centre Student is not in lesson due to being at the Medical Centre
TO Time Out Student is not in lesson as they have been granted a time out
UH Unwell Student is notin lesson as they are unwell in house

EX In an exam Studentis notin lesson as they are in an exam

F Music School Student is not in lesson as they are in a music lesson




Other official attendance codes

Code Description Use for

# School closed to students School holidays, bank holidays, INSET days and weekends

B Educated off-site Not sporting or work experience. School approved education.

C1 Regulated performance Regulated performance or employment abroad

C2 Temporary reduced timetable Exceptional circumstances ie medical

D Dual registration Attending another school

K Educational provision provided by LA Eg home tutoring/blended learning etc

Q Lack of access arrangements by LA Where LA has legal duty to provide travel and has not done so

T Mobile child (Parent travelling with work) No fixed abode. Student travelling with parent.

U Late after registers close Arrived after registers close (no later than 30 mins)

W Work experience Arranged by school or LA

X Non-compulsory school age absence Timetable does not require student to attend. EG study leave at the
end of exams for GR

Y1 Normal transport unavailable LA provided transport not available

Y2 Widespread travel disruption Emergency situation only

Y3 Part of school out of use Students cannot be accommodated elsewhere in the school

Y4 Session cancelled - school closed Unexpected closure of school

Y5 Subject to sentence of detention Youth or police detention

Y6 Infection or disease Student well enough to attend but unable to due to legislation or
guidance

Y7 Other unavoidable cause Emergency use only. Provide details.

Day Student evening roll call codes

Code Description Use for

> Left for home Student has left for home - do NOT use for day students

DS Day and staff student Day/staff student not required to be at roll call/in school

DK Day student boarding no charge A day student is staying overnight, and it has been agreed that
parents will not be charged




Appendix B - Impact of attendance percentage on lost learning

School attendance is strongly linked to academic achievement, with even a few missed days having
a significant impact on a child’s education and future prospects. The Department for Education
(DfE) considers attendance below 90% as “persistently absent”, a level of concern that significantly
reduces a child’s chances of success.

The amount of learning lost can be directly correlated to the percentage of absence:

Attendance | Equivalent Equivalent Impact on learning and future prospects
% days missed | weeks

(in a full missed

school year)

95% 9-10 days 2 weeks Generally considered “good” attendance but
still means missing two weeks of learning over
the year.

90% 19 days 4 weeks Classified as “persistent absentee”. Students at
this level are 30-50% less likely to reach
expected academic standards (e.g. in Year 6
core subjects or GCSE English/Maths) compared
to peers with near-perfect attendance.

85% 29 days 6 weeks Missing over a month of school, making it very
difficult to catch up on missed learning.

80% 38 days 8 weeks Missing roughly one day of school per week.

Over five years, this equates to losing a whole
school year of education, severely damaging job
prospects and potentially reducing future
lifetime earnings by thousands of pounds.




