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Statement  
The school seeks to ensure that all our pupils receive a full-time education which maximises 
opportunities for each pupil to realise her potential. Pupils will achieve this by attending school 
every day. 
 
Aims 
This policy aims to maximise the attendance and punctuality of all pupils.  
 
Objectives 

• To ensure that clear expectations of attendance and punctuality are set for pupils, teachers 
and parents. 

• To ensure a robust system of registration, monitoring and enforcement of attendance is 
consistently maintained. 

 
This policy should be read in conjunction with the school Safeguarding Policy particularly in 
reference to Pupils Missing from Education, the Supervision of Pupils Policy and the Lower School 
and Senior School Missing Child Policies. 
 
The following guidance is also relevant; 
School attendance 
https://www.gov.uk/government/publications/school-attendance 
 
Keeping Children Safe in Education September 2021 
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 
 
Expectations 

1. All pupils are expected to attend every session of school. 
2. We recognise that sometimes pupils will be unwell and that they will be unable to attend 

school. Parents are asked to use their discretion but the school retains the right to ask for 
medical evidence if a pupil is judged to have excessive illness. 

3. As far as is reasonably possible, appointments, for example, dentists, should be arranged 
outside school hours.  

4. Term time holidays will only be authorised in exceptional circumstances. Parents who wish 
to request a term time holiday must write to the headmistress explaining the exceptional 
circumstances. A code of H will be entered for family holiday agreed. If permission is not 
given and the pupil does not attend school, this will be recorded as unauthorised absence 
code O.  

 
Absence 

1. Parents are asked to contact the school by 8.30 on the morning of their daughter’s absence 
giving an indication of the problem and when they expect her to return. 

2. Absence must be notified on all subsequent days if the parent is unable to give a clear 
indication of the day of return. 

3. Parents can do this by completing the form on the website or by calling the school telephone 
number. 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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4. Details of the absence will be entered on PASS by the office staff. If the reason for absence is 
deemed appropriate, a code of M for medical absence or D for medical appointment will be 
entered as appropriate. 

5. Any pupil unaccounted for by the end of period 1 (10.30) will trigger a call from the office 
staff. If no contact is made, the code O for Unauthorised absence will be used. 

6. It is the responsibility of the individual pupil to ensure they collect missed work and 
complete it before the next lesson with their teacher.  

7. If there will be an extended period of absence, parents should contact the Head of Year to 
agree an approach to completing the work that would be missed.  

 
Punctuality 

1. Pupils must be in their form rooms by 8.40 am (Senior School) / 8.50am (Lower School). for 
morning registration.  

2. If a girl is late for school she must go straight to the school office and sign in using the 
Signing in book. Lower school pupils should be signed in by their parent or guardian. The 
pupil will get code L for late as her registration mark. In exceptional circumstances where the 
likelihood of lateness has been communicated in advance or where school buses are late, a 
code of U unavoidably late will be used. 

3. If a girl is going to a club or peripatetic lesson and so will not be going to form time, she must 
go to the school office before going to her club/lesson and sign in using the Signing in book. 
She will receive a present register mark (code \). If she does not sign in, she will receive a 
code L late mark. 

4. Pupils are expected to be punctual for all lessons. All Senior School lessons are registered 
and a girl will receive a late mark if she is late to a lesson.  

5. Afternoon registration will take place in the afternoon at the beginning of period 4. 
6. Pupils up to Year 11 must not leave the school premises until the final bell of the day, unless 

they have specific written permission to do so and have signed out at the office. 
7. As a general rule, repeated lateness to school (more than one occasion) will result in a 

conversation between the form tutor and pupil (Senior School) or parent (Lower School). 
Repeated lateness to lessons will result in a conversation between the class teacher and 
pupil or parent.  

8. (Senior School only) A further occasion of lateness to school will lead to a conversation 
between the head of Year or Key Stage. A further occasion of lateness to lessons will lead to 
a conversation between the Head of Department (or Head of Year if Head of Department is 
also class teacher) and the pupil. 

9. Any further occurrences of lateness to school or to lessons will lead to an email or phone call 
to parents from the Head of Year or Key Stage. 

10. If lateness then persists, parents will be asked to attend a meeting with the Head of Year or 
Key Stage or Headmistress if circumstances suggest this is necessary. 

 
Attendance 
Attendance statistics are affected by the stage of the school year and number of school sessions that 
have taken place. An attendance report is issued on a Friday afternoon. It is the form tutor’s 
responsibility to check the report and follow up on individual absences or lateness. This is 
particularly the case where a pupil is recorded as having an unauthorised absence meaning that no 
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reason for the absence has been supplied by the parent. Where reviewing patterns of absence or 
lateness, form tutors should consider the following factors before contacting home:  

• Time period covered by the absence statistics - short periods of absence may push a 
pupil into low or persistent absence if it is early in the academic year or they started at 
Queen’s mid-year. 

• Authorised long-term absence (such as a severe medical condition or surgery that 
prevented a pupil from attending for good reason). 

• Whether the absence has been COVID-related. 
 
Authorised absences for sporting or other commitments 
The school wishes to ensure that pupils who are participating in sport, musical, drama or other 
activities at a high level are supported in doing so. The school is willing to authorise absences for 
training or participation where the absences are judged to be proportional. Pupils are expected to 
ensure that they have all the work they need in advance of a planned authorised absence and all 
work must be completed in the pupil’s own time. This will be monitored by the Head of Year/Head 
of Key Stage. If concerns are raised about the pupil from a wellbeing or academic perspective, 
parents will be contacted and it may become necessary for the school to limit future authorised 
absences.  

 
Emotionally based school non-attendance (EBSN) 
The school follows the local authority guidance on EBSN. It is recognised that a high proportion of 
children and young people not attending school may be experiencing underlying emotional needs 
such as fear, anxiety, unhappiness and despair, which result in them not feeling able to attend 
school. Emotionally Based School Non-Attendance (EBSN) is a term used in CWaC to describe the 
needs of this group of children and young people. These children and young people may be reluctant 
to leave home and can present high levels of distress in response to parents’ attempts to get them 
to attend school. 
 
There are two fundamental components of children and young people not attending school because 
of emotionally based reasons:  

• a pattern of absence from school which may, over time, result in a prolonged period of non-
attendance 

• anxiety or fear which presents as reluctance or refusal to go into school or in some cases to 
remain in school. 

See appendix 2 for the model approach to EBSN that underpins the attendance framework detailed 
here.  
 
Attendance framework 
NB this attendance framework applies to all absence monitoring not just those with a suspected 
EBSN element unless otherwise specified.  Please note this is not prescriptive and the approach will 
be tailored to the individual pupil need.  
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 Actions 

 • Form tutor/Head of Year/Head of Key stage monitor the weekly 
attendance report  

• Form tutor ensures awareness of reason for all absences and deals with 
unauthorised absences in line with appendix 3. 

• If pupil attendance drops below 95%, the form tutor will have a 
conversation with the pupil and note this on 3sys. Form tutor may send a 
follow up email to the parent – consult with Head of Year or Head of Key 
Stage.  
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• Emotional health/well-being concerns identified and discussed with key 
staff member/s (this may come through the monitoring of weekly 
attendance where attendance drops below 95% or via other observations) 

• Identify a ‘Key Adult’ in school (usually form tutor or Head of Year/Head of 
Key Stage) who has a positive relationship with the child, to; 

1. Elicit pupil’s views using appropriate tools and respond accordingly  
2. Request a ‘round robin’ to gain a wider understanding of concerns/needs 

and strengths across school 
3. For absence for more than 3 days, arrange a ‘welcome back/catch up’ 

discussion with the pupil and/or parents. This is an opportunity to: 
welcome them back; ensure the pupil is well emotionally; share and 
address any concerns in relation to school and home; check they are up to 
date with work; identify any support needed. Ensure a compassionate and 
supportive approach is taken. Provide additional support as needed in 
conjunction with the pastoral team.  

• Consider moving to Phase 2 if there are concerns the pupil may be at risk 
of future non-attendance/EBSN.  
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• Identify Key Adult/s to build a positive relationship with pupil and parents 
and elicit views using appropriate tools (usually form tutor, with the 
support of Head of Year/Head of Key Stage) 

• Identify possible reasons for attendance / emotional wellbeing concerns 
with parent and pupil 

• Analyse all information from parents, staff and pupil prior to Support and 
Attendance Meeting 

• Arrange Support and Attendance Meeting/s with parent, pupil and Key 
Adult/s 

• Agree personalised action plan with parents and pupil. Agree reasonable 
adjustments and specific strategies / interventions to support CYP / and 
parents. 

• Regularly review / update action plan (within 2 to 4 weeks). Adjust plan as 
necessary and agree next steps with review date. It is recommended that 
this take place at least twice before escalation to Phase 3.  

• Request medical evidence from parents for non-attendance/health needs 
as appropriate.  

• School may consult with / seek advice from the Education Welfare Service. 
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In addition to above; 

• Consider engaging further early help  

• Consider engaging parents and other agencies identified in a Team Around 
the Family 

• Consult with/seek advice from EWS to discuss next steps. Good practice is 
for school to alert EWS if a pupil’s attendance is of concern and 
interventions by the school have had no impact, regardless of % 
attendance. 

• Arrange a home visit to revisit and discuss factors which might be 
contributing to pupil’s non-attendance/ EBSN  

• Key Adult to meet with pupil at least weekly 
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In addition to above; 

• Ensure pupil’s additional needs are effectively identified and met through 
appropriate multi-agency assessment and targeted interventions. Consider 
all advice and recommended interventions. 

• Consider further referrals/consultation with relevant services, as 
appropriate, to ensure effective identification and intervention of the pupil 
and family’s needs. 

• It is likely that a TAF will be initiated 
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In addition to above; 

• Consider referral to Education Access Team for support under Medical 
Needs. Prior to a referral being submitted, it is advised to contact the 
service to discuss the case. A referral to the Education Access Team must 
be discussed with parents, initiated by school and supported by a medical 
Consultant who is leading the treatment plan for the CYP. 
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Unauthorised absence 
No pupil is allowed to be absent from school without an acceptable explanation from a parent. 
Where no acceptable reason is received, this is regarded as an unauthorised absence. Please see 
Appendix 3 for the flow chart of how unauthorised absences are addressed. 
 
Sixth form study periods 
1. Sixth form pupils are expected to attend form time every day as per the guidelines for the rest of 

senior school, even if their first period is a free. 
2. Sixth form pupils are able to leave the school during the school day. They must sign out and back 

in using the Signing in book in the school office. 
3. We recognise that many of our pupils in the Sixth form will begin driving lessons during Year 12. 

Pupils are asked to arrange lessons outside of the school day as far as possible. If this is not 
possible, they must have permission from the Head of Sixth Form or Deputy Head of Sixth form 
in advance of the driving lesson. Lessons must not be taken during school lessons. This includes 
PSHE, Quest and Queen’s Baccalaureate lessons. 

4. Sixth form students are allowed to sign out at 12.40 to work from home if they do not have 
scheduled lessons. An S register code is used.  

 
After school club 

1. Lower School – All pupils who are staying in after school club should sign in at the end of the 
school day. Infants are accompanied to the club by a member of staff.  
Year 7-10- All pupils who are staying to work in after school club must sign in by 4pm at the 
latest in the office. After school club takes place in F4 and F7. Once pupils have signed in 
they must go straight to the allocated rooms. Pupils must remember to sign out when they 
leave. 

2. Any girl staying for an after school activity must be at the specified location by the club start 
time unless told otherwise by the staff member running the club. 

3. No girl in year 7-10 is allowed to go into the city centre between the end of school at 3.45 
and the start of after school club or activity. 

4. Year 11- pupils staying for after school study will be allowed to leave school for 45 minutes 
only. The arrangement will be that a pupil will sign out at reception leaving her mobile 
number (to be used in case of emergency or lateness). Pupils must then sign back in when 
they return to school and be in the after school rooms by 4.30pm. See also Missing Child 
policy. 
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Register codes 
The following table shows the register codes and how they are counted towards attendance. 

 
 
Recorded as in attendance 

• Present  

• Approved Education Activity  
 
Recorded as absence; 

• Medical appointments 

• Exclusions 

• Holiday 

• Illness 

• authorised absence 

• unauthorised absence  
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Appendix 1: COVID-19 Supplementary information 
 
The guidance and expectations regarding attendance, absence and punctuality as detailed in the 
Attendance policy, remain in place with the following caveats during this period; 
 

1. It is expected that any pupil who is unwell, whether showing signs of COVID-19 or otherwise 
unwell, whether diagnosed or not, that the parents will not bring the pupil to school and will 
immediately contact school if there is suspicion of COVID-19 symptoms or exposure. All 
absences must be notified in the usual way. 

2. If a pupil is self-isolating but is well enough to engage in lessons, they are allowed to Zoom 
in. In this instance, the correct register code is S. 

3. The school will follow the most current guidance regarding isolation for close contacts. 
 
Further guidance can be found: 
https://www.gov.uk/government/publications/school-attendance 
https://www.gov.uk/government/publications/school-attendance/addendum-recording-
attendance-in-relation-to-coronavirus-covid-19-during-the-2021-to-2022-academic-year 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2021-to-2022-academic-year
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2021-to-2022-academic-year
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Appendix 2 model for EBSN from CWaC 
An EBSN framework to assist schools in early and effective identification and intervention of children 
and young people (CYP) who struggle to cope in / attend school is outlined below. Each phase 
includes protocols and suggested actions / strategies.  
 
Note: actions / strategies are not exclusive to each phase and may be considered at different stages 
of intervention. 
 
The implementation of the framework should be tailored to suit the individual context.  
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Appendix 3: Unauthorised absence flow chart 
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