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Introduction 
 
For pupils to benefit fully from the educational opportunities provided by the school, they must 
have high levels of attendance and punctuality.  The Hall School is committed to promoting good 
attendance and punctuality. The school recognises that central to raising standards in education, 
to ensuring uninterrupted progress, and making pupils feel a part of the school body, pupils need 
to attend school regularly. Being absent without leave can have a serious effect on a child’s 
academic and social progress and development on their welfare. Missing out on lessons leaves 
children vulnerable to falling behind. Full attendance on every school day is expected. A child 
missing school is a potential indicator of abuse or neglect or may indicate that a pupil is at risk of 
significant harm. Consequently, attendance and registration arrangements are hugely important 
and must be seen to be regarded as such by pupils, parents and staff. Improving attendance is 
everyone’s business; and high pupil attendance will require a safe, supportive school environment 



working together with parents and other local partners to treat the root causes of absence and 
remove barriers to attendance. 
 
 
Registration and Absence 

The school register is a legal document. Junior, Middle and Senior School take an electronic 
register at the start of the morning session and again during the afternoon session after lunch as 
demarcated below: 

 AM registration PM registration 

Junior School 8.35am 1pm 

Middle School 8.15 am 12.55pm 

Senior School 8.15 am 1.30pm (1.45pm Games days) 

 

Junior School Procedures 

The Junior School staff are committed to supporting every pupil in maintaining excellent 
attendance. There is a strong correlation between attendance and academic achievement, and at 
The Hall we want every boy to thrive. Thank you for your continued cooperation.   
   
This is also an opportunity to remind parents that term dates are published on our website to 
support holiday planning, and to restate the procedures for reporting pupil absence:   
 
Daily absence due to illness/medical appointments/other appointments:   
 
Please notify the School Office on junior@hallschool.co.uk before 8:00am on the day of 
absence, giving the reason and, in the case of appointments, the times your son will be out of 
school. If your son is unwell for multiple days, you must contact the Office each day, as required 
by safeguarding regulations.  

  
Notification of Planned Absence  
If you are requesting permission for an absence that will last an entire school day or 
longer, advance permission must be obtained in writing from:   
   

• The Head of the Junior School: Mrs Bonham Carter 
at k.bonhamcarter@hallschool.co.uk    

   

• Copying in the JS Office on: junior@hallschool.co.uk and the stating the reason for the 
absence.   
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Middle & Senior School Procedures 
   

This is also an opportunity to remind parents that term dates are published on our website to 
support holiday planning, and to restate the procedures for reporting pupil absence:  
 

• Daily absence due to illness or medical appointments: Please notify matron 
at matron@hallschool.co.uk and your son’s from tutor before 8:00am on the day of 
absence, giving the reason and, in the case of appointments, the times your son will be 
out of school. If your son is unwell for multiple days, you must contact matron each 
day, as required by safeguarding regulations. 
  

• Requesting Planned Absence  
 

1. Senior school meetings or assessments during the school day: 
 
Please inform your son’s form tutor.  

Copy matron at: matron@hallschool.co.uk  
  

2. Other absences (personal reasons) lasting a full day or longer:  
 

Middle School boys: Parents should contact Mr Gordon in writing at 
r.gordon@hallschool.co.uk  
 

Senior School boys: Parents should contact Dr Steyn in writing at 
w.steyn@hallschool.co.uk  

 

 

The school follows up all absences to ascertain the reason for the absence, ensure the proper 

safeguarding action is taken and identify whether the absence is approved or not; and identify the 

correct way to code the absence on the register. The school follows the codes set out in the 

‘Working together to improve attendance’ document and can be found in Appendix A. 

Only the school (and not parents/carers) can authorise an absence. Where the reason for a 

pupil’s absence cannot be established at the time the register is taken, that absence shall be 

recorded as unauthorised. If a reason for absence is provided by the parent/carer, the school 

may decide to grant leave of absence which must be recorded as authorised using the appropriate 

national code.  

Holidays during term time will be refused unless there are exceptional circumstances which will 

be considered by the Head, at their discretion. Whilst the Head will consider all requests on a 

case-by-case basis, parents must be aware that holidays for leisure or relaxation will be refused 

(unless, as already stated, there are exceptional circumstances, and registered as unauthorised.) 

 

Responsibility of Parents 

Parents with a child of compulsory school age have a legal duty to make sure that their child 

receives efficient full-time education suitable to their age, aptitude and to any special education 

needs they may have. This means their child must attend every day that school is open, except in 
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a small number of allowable circumstances such as being too ill to attend or having permission 

for an absence in advance from the school.  

 Parents should:  

• Ensure their child attends daily (or on the days they are required to attend) and on time. 

• Keep the school fully informed on all matters that might affect their child’s attendance.  

• Telephone the school or email the appropriate school office on the first day of any 

absence to provide an explanation for the absence.  

• Provide proof of medical appointments or illness (e.g. prescription or appointment card) 

or a letter confirming the reason for absence when the school requests proof of absence. 

• Make doctor and dental appointments for their children outside school hours/term time 

wherever possible. 

•  Plan family holidays outside of term time. 

•  Make a formal application in writing with a minimum of four working days’ notice to 

the relevant Head for any term time leave of absence longer than one day. 

 

Responsibility of Pupils 

Pupils are expected to be punctual and attend school every day school is in session (assuming 

they are fit and healthy enough to do so.) 

 Pupils should:  

• Attend all lessons and all relevant activities when at school.  

• Be punctual and arrive at lessons on time, particularly those which come after a break/ 

lunch.  

• Be organised with the right equipment and ready to learn.  

• In the case of sickness pupils should inform their parents/carers who will in turn be 

expected to contact the school. (If a pupil decides to contact the school themselves, the 

absence will not be authorised). 

•  Pupils are expected to follow the protocols in place for late arrival and can expect 

sanctions in line with the school's behaviour policy if they do not.  

• Pupils may be asked to bring in proof of illness, sickness or other causes of absence. 

•  Pupils are encouraged to inform a trusted adult if they feel uncomfortable attending 

school for any other reason. 

 

Responsibility of the School 

The school holds a number of responsibilities regarding pupil attendance and has regard for the 

following guidance and policies: 

• Working together to improve school attendance Working together to improve school 

attendance   

• Camden’s Children missing or absent from education policy Children-missing-or-absent-

from-education-policy.pdf  
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• CSCP missing children protocol CSCP-multi-agency-missing-protocol-2020.pdf  

Senior staff with responsibility for Attendance are the Head of the Junior School, Head of the 

Middle School and Head of the Senior School and ensure that the school: 

• Build strong relationships and work jointly with families, listening to and understanding 

barriers to attendance and working in partnership with families to remove them.  

• Develop and maintain a whole school culture that promotes the benefits of high 

attendance.  

• Have a clear school attendance policy which all staff, pupils and parents understand. 

• Accurately complete admission attendance registers and have effective day to day 

processes in place to follow-up absence.  

• Regularly monitor and analyse attendance and absence data to identify pupils or cohorts 

that require support with their attendance and put effective strategies in place.  

• Share information and work collaboratively with other schools in the area, local 

authorities, and other partners where a pupil’s absence is at risk of becoming persistent 

or severe.  

• Be particularly mindful of pupils absent from school due to mental or physical ill health 

or their special educational needs and/or disabilities and provide them with additional 

support. 

 

Addressing Persistent or Severe Absence  

The School will seek to reduce severe or persistent absence, in accordance with Working 

together to improve school attendance. The school’s strategy when doing so is founded upon the 

understanding that the child’s welfare is paramount, and that respectful and positive relationships 

between home and school will be the foundation of good attendance; and that the school will be 

seeking to understand and remove barriers to attendance, together with the parents. Wider 

support from local authority and other partners will be sought where lower-level supports are 

not proving effective at improving concerning attendance, with enforcement measures as a last 

resort. 

In addition to the daily registers being taken, attendance statistics are formally checked by the 

relevant senior pastoral staff and, while the circumstances of individual pupils and families will 

always be considered, parents and carers can expect the following series of actions to take place: 

 • Stage 1 Below 90% attendance – Class or Form teacher will speak to parent/guardian to advise 

that the pupil’s attendance is becoming a cause for concern, discuss circumstances and agree a 

plan to improve attendance.  

• Stage 2 Below 85% attendance – A senior member of pastoral staff will speak to 

parents/guardians to discuss the circumstances. Actions agreed and documented.  

• Stage 3 Below 80% attendance - parents/carers will be asked to attend a meeting with a 

member of the SLT to discuss circumstances, including possible consideration of amendments 

to the pupil’s academic and co-curricular programme. They will agree a high-priority attendance 

improvement plan which might include interventions such as pastoral support, counselling or a 

reduced timetable. 
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 • Stage 4 Below 75% attendance – there will be a formal review with the relevant school Head 

or appropriate member of SLT. It may include consideration of reviewing the pupil’s place at the 

school, in accordance with the School’s Terms and Conditions. Input may include support from 

the pastoral team, the Education Welfare Officer, the pupil’s GP, or mental health practitioner.  

Outside agencies, such as an Education Welfare Officer, a GP, a psychiatrist or psychotherapist 

may be contacted at any stage to support a pupil and their attendance. For the cases that require 

intensive family support, the school may make a referral to social services, usually in the form of 

an Early Help Referral. 

Where a pupil has been through the stages above but then improved their attendance only for it 

to decline again, it is at the discretion of senior pastoral staff to decide which stage of the process 

the pupil should be placed upon, involving pupil and parents accordingly. 

 

All records of persistent or severe low attendance will be recorded on CPOMS as a way of 

forming a ‘whole picture’ of a child. 

 
 
Children Missing from Education 

 
All children, regardless of their circumstances, are entitled to a full-time education which is suitable 
to their age, ability, aptitude and any special educational needs they may have.  
  
A child going missing from school or home is a potential indicator of abuse or neglect 
including pupil trafficking, sexual abuse and sexual exploitation. All staff are informed of the 
separate procedures to be used for searching for, and if necessary, reporting, any pupil missing 
from school. These procedures are informed by the Pan London Child Protection Procedures and 
have regard to relevant statutory guidance in respect of School attendance (November 2016); 
children missing from home or care (January 2014); Children Missing Education (September 
2016). In particular, the school, via the DSL, will report to the Local Authority and to the Police 
any instance of a pupil going missing in circumstances that meet the threshold for such a report 
to be made.  
 

These procedures include: 
(a) safeguarding responses to children who go missing from education, particularly on repeat 
occasions, which help identify the risk of abuse and neglect and which help to prevent the risks of 
the child going missing in future. 
 (b) the requirement  
 

• to record any incident, the action taken, and the reasons given by the pupil for being 
missing.  

• to make reasonable enquiries to establish the whereabouts of a child jointly with the local 
authority, before deleting the pupil’s name from the register if the deletion is under 
regulation 8(1)(h), namely that the child has been continuously absent from the school for 
a period of twenty school days or more.  

  
All staff are aware of their roles to protect children from going missing in education. It is essential 
that all staff are alert to signs to look out for and the individual triggers to be aware of when 
considering the risks of potential safeguarding concerns such as travelling to conflict zones, FGM 
and forced marriage.  
  



 

Admissions and Attendance Registers 

The school must hold an accurate electronic Admission Register and Attendance Register. All 

pupils must be placed on the Admission Register and have their attendance recorded in the 

attendance register. 

If a pupil fails to attend school on the agreed starting day, the school is expected to follow this 

up and try to establish the reason for absence. If they are unable to locate the pupil, schools 

should notify the local authority 

 Where the parent of a pupil notifies the school that the pupil will live at another address, the 

school must record in the admission register:  

• The full name of the parent with whom the pupil will live.  

• The new address. 

• The date from when it is expected the pupil will live at this address. 

 This task is completed by the administrators in the relevant section of the school. 

Where a parent notifies the school that the pupil is registered at another school or will be 

attending a different school, and the child will be departing the school at a non-standard 

departure point, the school must record in the admission register:  

• The name of the other school. 

• The date of when the pupil first attended, or is due to start attending, that school.  

• The school must then notify the local authority immediately the child leaves the school 

roll. 

• The school will also confirm the location of the child’s new school and confirm they 

have now been registered there. 

This task is completed by the administrators in the relevant section of the school and then 

passed onto the Admissions Registrar. 

 

 

Appendix A – Attendance codes – on isams 

 

Code / \: Present at the school / = morning session \ = afternoon session 

Code L: Late arrival before the register is closed 

Code K: Attending education provision arranged by the local authority 

Code V: Attending an educational visit or trip 

Code P: Participating in a sporting activity 

Code W: Attending work experience 

Code B: Attending any other approved educational activity 



Code C1: Leave of absence for the purpose of participating in a regulated performance or 

undertaking regulated employment abroad 

Code M: Leave of absence for the purpose of attending a medical or dental appointment 

Code J1: Leave of absence for the purpose of attending an interview for employment or 

for admission to another educational institution 

Code S: Leave of absence for the purpose of studying for a public examination 

Code X: Non-compulsory school age pupil not required to attend school 

Code C2: Leave of absence for a compulsory school age pupil subject to a part-time 

timetable 

Code D: Dual registered at another school 

Code C: Leave of absence for exceptional circumstance 

Code T: Parent travelling for occupational purposes 

Code R: Religious observance 

Code I: Illness (not medical or dental appointment) 

Code E: Suspended or permanently excluded 

Code Q: Unable to attend the school because of a lack of access arrangements 

Code Y1: Unable to attend due to transport normally provided not being available 

Code Y3: Unable to attend due to part of the school premises being closed 

Code Y4: Unable to attend due to the whole school site being unexpectedly closed 

Code Y5: Unable to attend as pupil is in criminal justice detention 

Code Y6: Unable to attend in accordance with public health guidance or law 

Code Y7: Unable to attend because of any other unavoidable cause 

Code G: Holiday not granted by the school 

Code N: Reason for absence not yet established 

Code O: Absent in other or unknown circumstances 

Code U: Arrived in school after registration closed 

Code Z: Prospective pupil not on admission register 

Code #: Planned whole school closure 

 

 


