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Introduction 
 
Together, as one body, the staff and pupils of Corpus Christi Catholic Sports School aim to 
create a learning community in which; 
 

• Relationships are based on the example of Christ; 

• Close links exist between home, school and parish; 

• An ethos of courtesy, self-discipline and mutual respect readies pupils for the challenge 
of making a positive contribution to society; 

• The academic and vocational potential of all pupils is realised through a curriculum that 
is broad, balanced and relevant and supported by a wide variety of extra-curricular 
activities; 

• Achievement will be valued, support and encouragement will be available to all. 
 
Principles 
 

• High levels of attendance are an important target for the school as only through 
high attendance can our pupils receive their entitlement and achieve their potential. 
Poor attendance is a recognised barrier to achievement and we will therefore strive 
to monitor and check attendance but also support pupils and their families who are 
experiencing difficulties with attendance. 

• Non-attendance can only be authorised by the school. 

• Attendance is an essential part of our home school agreement. 
 
The Attendance Team  
 

• Form Tutors 

• Classroom Teachers 

• Pastoral Support Officers  

• Heads of Year 

• St Benedict’s Form Tutors 

• Attendance Officer (Admin) 

• Attendance Manager 

• Associate Assistant Headteacher (Attendance Lead) 

• Headteacher 
 
Responsibilities 
 

• The Form Tutor is responsible for the day to day checks required for each pupil, 
completing the register during registration and assembly time, making effective use 
of tutor time, to intervene and take action to address attendance and behaviour 
issues, write and review a form action plan, monitoring attendance and punctuality 
and rewarding and sanctioning when appropriate, contacting parents when there 
are attendance concerns, referring attendance issues to the relevant HOY when a 
pupil drops below the required threshold. 

• The Classroom Teacher is responsible for ensuring that every register is taken 
accurately and within the first 10 minutes of every lesson. The attendance officer 
will send a message out to remind staff if a register is incomplete. 

• The Head of Year is responsible for leading on the attendance and punctuality of 
his/her Year group. This involves leading and managing their team of form tutors on 
all aspects of attendance, evaluating the impact of action taken carrying out regular 
analysis of attendance data and reporting to the Assistant Headteacher, checking 
registers and attendance statistics, contacting parents, leading their team to ensure 
they are accountable as form tutors with the completion of registers and the process 



of making referrals to the attendance officer when a pupil’s attendance drops below 
95%. 

• The St Benedict’s Form Tutor is responsible for the day to day checks required for 
each targeted pupil, completing the register during registration and assembly time, 
making effective use of tutor time, to intervene and take action to address 
attendance and behaviour issue, monitoring attendance, punctuality and catch up 
work and rewarding and sanctioning when appropriate, contacting parents when 
there are attendance concerns, referring attendance and catch up issues to the 
Assistant Headteacher when a pupil drops below the required threshold. 

• The Associate Assistant Headteacher is responsible for leading on attendance 
improvement strategies that have a direct impact on attendance, liaising with Heads 
of Year, setting school attendance targets and monitoring progress towards them, 
reporting to the governors on attendance matters, acting as line manager for the 
Attendance Manager and the attendance team. 

• The Attendance Manager is responsible for leading on all aspects of attendance, 
dealing with referrals from the Heads of Year, employing a variety of strategies to 
deal with pupils under 95% attendance including home visits, panel meetings both 
in school and in the community, attendance contracts and targets, referrals to 
outside agencies, organisation of Fixed Term Penalties and referrals for 
prosecution. 

• The Attendance Officer is responsible for monitoring the completion of registers on 
a daily basis, issuing reminders when registers are incomplete, entering attendance 
data, downloading statistics as required, making first day absence calls, printing 
and sending parental contact letters. 

 
Procedures 
 

• All registers will be completed using Synergy. These registers will be completed 
each lesson by all staff and by Form Tutors at the start of the day.  

• The register will be kept open until the end of the registration period. 

• Pupils arriving on the school premises after the 8.30 am bell will sign in at reception 

• All pupils must be marked as present, absent or late; no pupils should be left with a 
blank space for any session/lesson. 

• All pupils returning from absence must contact school, respond to school messages 
or respond to a home visit in order to give a valid reason for absence. 

• Each Head of Year will monitor the attendance of their Year Group by liaising with 
Form Tutors, checking registers for completion, analysing daily and weekly 
attendance statistics. 

• The Attendance Officer will coordinate with relevant members of staff with regard to 
letters to be sent home for attendance and punctuality issues. 

• Referrals to the Lead Attendance Officer will be made through the Associate 
Assistant Headteacher by Heads of Year. No referrals must be made before each 
parent has been contacted to discuss any attendance issues. 

• The Associate Assistant Headteacher will complete the annual attendance return, 
the annual LCC Attendance Target sheet and termly reports for the Governing 
Body. 

• Attendance and Punctuality will be standard items on Head of Year agendas. 

• Data will be produced by the Attendance Officer and attendance team to clearly 
show the impact of attendance strategies over time. 

• Pupils who are dual registered are monitored on a regular basis to ensure 
attendance, progress and behaviour is acceptable with the current provider. 

 
 
 



Registers 
 

• The Admission Register will include details of pupil from the date they are admitted 
to the school. All pupils recorded in the Admission Register must also be recorded 
on the Attendance Register. 

• All pupils leaving school during the school day must sign out at reception. 
 
 
Categories of Recording 
 
There are four categories of classification of attendance: 
 

• Present: pupil is on the school premises  

• Approved educational activity: pupil is engaged in an approved, supervised 
activity off site. 

• Authorised absence: pupil has the authority of the school to be absent either given 
in advance (e.g. hospital appointment) or afterwards (notification of illness); and 

• Unauthorised absence: no explanation received or unacceptable reason given. 

• Dual Registered: pupil is on our role but is dual registered with another educational 
establishment. 

 
Attendance Expectations 
 

• The school expects pupils to achieve at least 97% attendance. 
 
Approved educational activities are: 
 

• Educational and linked to the school’s programme. 

• Approved by an authorised representative of the school, such as a teacher; and 

• Supervised, either by school staff or someone authorised by the school 
 
Lateness: 
 

• Pupils must arrive at school on time. Registration starts at 8.35 am. 

• Members of SLT will monitor pupils who are late at the gate every morning and 
direct pupils to reception to sign in. 

• Pupils who arrive at school after 8.30 am will receive an appropriate sanction. 
o A pupil who is late, but arrives before 9.30am will serve a 10 minute 

detention on that day.  
o A pupil who is late and arrives after 9.30 will receive a 1 hour after school 

detention on the following day. 

• Emerging patterns of lateness will be monitored and sanctioned in line with the 
school procedure by the Assistant Headteacher and parents informed as 
appropriate. 

 
Education Outside School 
 

• Where parents decide to educate a child at home, they must provide written 
notification to school. Where written notification is received, the child’s name will be 
removed from the school roll and a copy of the notification sent to the LA. 

• The Elective Home Education Team will meet and talk to parents before a final 
decision is made. 

 
 



Leave of Absence 
 

• Holidays during school term time are not allowed. School holidays are the times 
when families should take holidays. 

• Should your child be absent from school during term time for a period of 5 days (10 
sessions) or more in order to take a holiday, the 2003 Anti-Social Behaviour Act 
(Section 23) gives the local authority the power to issue a penalty notice of up to 
£120 per parent per pupil.  

• The DFE has identified 95% as being attendance that requires improvement.  A 
holiday of 2 weeks in term time means that 95% is the absolute maximum 
attendance that a child can have. 

• Leave of absence from school for any pupil may be granted for compassionate 
reasons in exceptional circumstances.  

• Leave of absence is approved entirely at the discretion of the Headteacher. In 
judging whether to approve requests the following criteria will be used:  
 

1. Attendance records for the previous year/current year are greater than 95% 
2. Previous requests 
3.  Year group (highly unlikely in Year 11) 

 

• Each request for leave of absence will be judged individually by the Headteacher. 
Cheaper flights, availability of certain days for parents, already having made the 
booking and financial commitments/loss will not be accepted as reasons to allow 
leave of absence. 

• Where leave is not granted parents should be notified in writing. 

• Where absence occurs despite leave not being granted or applied for, absence 
should be recorded as unauthorised. Leave of absence should not be granted in 
retrospect. 

• If a parent takes a child on holiday when leave has not been granted by the 
Headteacher or the child is absent for over 5 days (10 sessions), a Fixed Penalty 
Notice will be issued. In extreme circumstances a pupil may be removed from the 
school roll when a parent has chosen to remove them from school for an extended 
period without the permission of the Headteacher. In such cases the parent will 
need to reapply to the school to have their child readmitted to the school roll. 

 
Part Time Attendance 

 
The only reasons why a pupil may attend school on a part time basis are: 
 

• A temporary medical condition. This should be supported by written medical 
advice and LEMS would need to be informed. 

• Part of their education is being received away from the school site at another 
location. This should be recorded as ‘approved educational activity’. 

• Limited school timetable for a fixed period as part of a reintegration plan. This will 
normally only be used to help pupils at risk of permanent exclusion. Parental 
approval must be received and this should be an element of a Pastoral Support 
Plan 

• Approved Work Experience 

• Short Term Study Leave. This will only be for Year 11 pupils in the period leading 
up to a final examination. 

 
 
 
 



Removal from Register 
 
Pupils must only be removed from the school register: 
 

• If the local authority have been informed. 

• Where they have been absent from school for a period of four weeks or more and 
both the school and the LEA have failed ‘after reasonable enquiry’ to locate the 
pupil. 

• After confirmation has been received that the pupil no longer resides at an address 
which is a reasonable distance from the school. The Children Missing in Education 
Team (CME) will be informed at this point. 

• Where written confirmation is received from a receiving school that a pupil has been 
enrolled at that school. 

• On completion of the permanent exclusion process. 

• Where written confirmation of a decision to educate at home is received from a 
parent/guardian. 

 
Fixed Term Penalty Notices 
 

• Parents have the responsibility to ensure a child’s full attendance at school. 

• Corpus Christi Catholic High School will use Fixed Term Penalty notices at the 
discretion of the Headteacher, acting upon the advice from the Assistant 
Headteacher and the Attendance Team for repeat offenders, when all other 
strategies have failed.  

• Fixed Term penalties are an alternative to prosecution if a parent/carer has failed to 
ensure his/her child has attended school. Prosecution for this offence can lead to 
Penalties that can range from £60 for each parent. 

• We can also prosecute under Section 444(1) of the Education Act 1996 when a 
child’s attendance falls below expectations. 

• Fixed Penalty Notices can be used for both unauthorised absence, unapproved 
holidays and persistent lateness to school. 

 
What we all need to do to improve attendance at Corpus Christi: 
 
The school will: 
 

• Work pro-actively towards and meet a whole school attendance and PA target as per 
the Attendance School Improvement Plan 

• Ensure whole school attendance and PA is in line with or better than the National 
Average. 

• Establish a culture across the school which highlights the importance of regular and 
punctual attendance with a clear link to academic progress and attainment. 

• Make attendance and punctuality a priority for all pupils, parents, teachers and 
governors. 

• Promote positive and consistent communication between home and school. 

• Monitor and analyse individual and whole school attendance levels.  This analysis will 
include tracing of groups of disadvantaged pupils. 

• Contact parents on day 1 of any pupil absence where the reason for that absence is 
not known. 

• Reward outstanding attendance and improved attendance. 

• Meet with parents or carry out home visits as necessary to follow up absence or check 
on the welfare of pupils. 



• Use a range of strategies such as panel meetings, mentoring and parental contracts in 
order to intervene where attendance is an issue. These strategies will take into account 
each pupil’s individual needs. 

• As a final measure, make recommendations to the Local Education Authority for the 
issuing of Fixed Penalty Notices (FPN’s) and Section 444 (1) in accordance with the 
local code of conduct and LEA guidelines. 

 
Parents will: 
 

▪ Encourage pupils to attend regularly and punctually. 
▪ Immediately notify the school in cases of absence. 
▪ Explain the reason for a child’s absence on or before the child’s return to school. 
▪ Keep their contact details up to date at all times and inform the school office 

immediately if their details change. 
▪ Request approval in writing from the Headteacher in any instance when parents 

wish to take a child out of schooling during term time (these instances must be kept 
to an absolute minimum). 

 
The Headteacher will: 
 

▪ Consider requests for leave of absence in line with the school policy. Please note 
that unless a pupil has at least 97% attendance it is unlikely that leave of absence 
will be granted.  Leave of Absence will not be granted during any periods where the 
pupil would be taking internal or external examinations. 

 
Pupils will: 
 

▪ Attend regularly. 
▪ Attend punctually. 
▪ Bring a note of explanation from parents on the day of return after any period of 

absence. 
▪ Catch up any work missed during a period of absence. 
▪ Track their own attendance and work towards his/her individual attendance target. 

 
 
This policy document includes appendices on 
 
Appendix 1  Attendance Flowchart  
Appendix 2  Roles and Responsibilities 
Appendix 3  Register Guidelines 
Appendix 4  Fixed Penalty Notice Procedure 
 
Review of Policy 
 
The policy will be reviewed at least on an annual basis through SLT and any 
amendments/actions will be reported to the governors at the Autumn meeting of the Pupil 
and Welfare Committee. 
 
Date last reviewed:  _March 2022____  Next Review due:  ____March 2023___ 
 
 
Signed:        Headteacher 
 
 
Signed:       On behalf of the Governors 



             Appendix 1 
 

ATTENDANCE FLOWCHART 

 
EVERY PUPIL ON ROLL AT CCCSC WILL FALL INTO ONE OF THESE CATEGORIES 

BASED ON THEIR ATTENDANCE AT THE START OF EACH HALF TERM. 
 

Group  

  1 
 Outstanding Attendance 

100% 
RESPONSIBILITY:  ALL STAFF 

 
   
 

Group  

  2 
 Good Attendance 

97% – 99.9% 
RESPONSIBILITY:  FORM TUTOR 

 
 

           

Group  

  3 
 Requires Improvement 

Attendance 
95% - 96.9% 

RESPONSIBILITY:  FORM TUTOR 
HEAD OF YEAR 

          

Group  

  4 
  Inadequate Attendance 

Below 95% 
RESPONSIBILITY: HEAD OF YEAR  

ATTENDANCE MANAGER 
  

Group  

  5 
 Persistent Absence 

Attendance 
Below 90%  

RESPONSIBILITY:  ATTENDANCE 
MANAGER 



Roles and Responsibilities          Appendix 2 

 
Role 
 

Name of staff Responsibility 

Associate Assistant 
Headteacher 

M Whittle • Manage overall attendance and punctuality. 

• Raise the profile of attendance and 
punctuality in the school and the wider 
community. 

• Formulate attendance policy. 

Attendance Manager A Ollerton • Formulate attendance improvement plan. 

• Line manage the Attendance Office. 

• Raise the profile of attendance and 
punctuality with staff during meetings. 

• Analyse data patterns. 

• Deliver attendance assemblies. 

• Manage attendance form competitions. 

• Meet with parents and pupils as appropriate. 

• Manage and co-ordinate 100% attendance 
rewards. 

• Attend attendance panels as appropriate. 

• Carry out home visits as appropriate.  

• Assign pupil to groups and review weekly. 

• Manage attendance group 4&5. 

Attendance Officer T Tanner • First day contact with families.  

• Generate attendance data as required. 

• Generate attendance contracts. 

• Production of standard letters.  

• Edit attendance marks following contact with 
families. 

• Production of attendance certificates. 

• Refer any unexplained absences to the 
appropriate Head of Year. 

• Supervise the daily am/pm register entries. 

• Facilitate and attend panel meetings. 

• All documentation regarding issuing of 
F.P.Ns. 

• Contact dual registered pupils on a weekly 
basis. 

St Benedict’s Form 
Tutors 

 • Take an accurate form register on a daily 
basis. 

• Communicate all attendance issues such as 
attendance competitions on a regular basis. 

• Alert the Attendance Lead regarding any 
patterns/causes for concern. 

• Remind pupils to bring notes and record the 
same.  Ensure all pupils record attendance in 
planners. 

• Make accurate comments regarding 
attendance on any relevant summative 
reports. 

• Include attendance issues in mentoring 
sessions. 



• Ensure every pupil in their form knows their 
own attendance rate. 

• Facilitate the quick and comprehensive catch 
up of work missed through absences. 

Heads of Year S Horn 
N Sutcliffe 
C Snape 
E Lord 
M Whittle 

• Maintain the high profile of attendance in 
assemblies and in meetings with form tutors.  

• Hold form tutors to account about the 
attendance of their form. 

• Reward outstanding attendance and 
punctuality. 

• Line manage PSO on attendance issues. 

• Attend panel meeting as appropriate. 

• Manage attendance group 2&3. 

Form Tutors All • Take an accurate form register on a daily 
basis. 

• Communicate all attendance issues such as 
attendance competitions on a regular basis. 

• Alert the Head of Year regarding any 
patterns/causes for concern. 

• Remind pupils to bring notes and record the 
same.  Ensure all pupils record attendance in 
planners. 

• Make accurate comments regarding 
attendance on any relevant summative 
reports. 

• Include attendance issues in mentoring 
sessions. 

• Ensure every pupil in their form knows their 
own attendance rate. 

• Manage attendance group 1&2. 

Teaching staff All • Take a prompt register for each lesson. 

• Record any pupils who arrive for lesson late. 

• Alert appropriate Head of Year or Attendance 
staff to patterns /concerns. 

CPSHE lead N Warham •  Ensure the inclusion of attendance issues in 
CPSHE Scheme of Work. 

Governor with 
responsibility for 
attendance 

S Musa • Sit on attendance panels as appropriate. 

Pastoral Support 
Officer 

C Ruane 
L Slater 
J Dillon 

• Update display boards regarding attendance 
with agreed data. 

• Provide pastoral information for the 
Attendance Manager regarding any pupils 
whereby personal circumstance has the 
potential to affect a pupil’s ability to attend 
regularly. 

 

 
 
 
  



Appendix 3  
 
Register Guidelines 

 
▪ The register must be called by a member of staff. 
▪ It is not permitted to leave a missing mark. 

 
Codes to be used by teaching staff:  
 
/ Present 
L late before close of morning register – taken to be 11.30 am - or after this but with 

good reason 
N No reason yet given 
 
 
Refer to Attendance Liaison Officer before using the following codes: 
 
E exclusion  
B educated off site 
C  other exceptional circumstances – bereavement, young carer duties, public 

performance where leave is granted.  
D dual registered pupils eg LEMS 
F  extended leave 
G  unauthorised holiday  
O unauthorised  
U late after 9.30am without good reason 
H holiday – only up to 10 days 
I medical reason (and dental treatment if it applies to the full session) 
J interview  
M Only part of a session attended due to medical appointment, treatment or dental 

treatment 
S  study leave – year 11 study leave only – pupils to be entered as present for exams 
T traveller children travelling 
W work experience – year 10 only 
V school visit, field trip 
P approved sporting activity 
R religious observance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 4 
 
Fixed Penalty Notices. 
 
Rationale 
 
A Fixed Penalty Notice or F.P.N may be employed as a final resort in those cases whereby 
instances of prolonged unauthorised absence exist.  The purpose being to act as a 
deterrent to escalating patterns of unauthorised absence. 
 

▪ The FPN will be utilised as per the Anti-Social Behaviour Act and will exist as a 
supplement to the statutory interventions currently available. 

 
▪ The Head teacher may make a recommendation to the L.E.A to issue a F.P.N and 

may authorise additional staff to do so on behalf of the school. 
 

▪ The key consideration in deciding on whether to issue a F.P.N will be if it can be 
effective in helping the pupil who is absent back into school. 

 
▪ The decision to issue a FPN will be based on a full assessment of all available 

evidence and consultation with all appropriate personnel (such as the Head of Year, 
Attendance PSO). 

 
▪ The pupil’s attendance must be unauthorised. 

 
▪ Primary responsibility for the issuing of an FPN rests with the LEA and this 

responsibility may not be delegated to the school or police. 
 

▪ The LEA is responsible for the administration of the scheme and may make such 
operational arrangements as they see fit. 

 
▪ The LEA retains the revenue and has set the fines at: 

£60 if paid within 21 days of receipts of notice 
£120 if paid after but within 28 days of receipt of notice 

 
▪ Complete failure to pay the FPN fine may results in formal prosecution (under 

section 444) for the offence and subject to a fine of up to £1000 or more. 
 
 
 
 

Review of Policy  
  
The policy will be reviewed at least on an annual basis through extended leadership meetings 
and any amendments/actions will be reported to the Governors at the Spring meeting of the 
Pupil and Welfare Committee.  
 
  
Signed:       Headteacher  
  
 
Signed:       On behalf of the Governors  

 
 


