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ATTENDANCE AND PUNCTUALITY FOR LEARNING 
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If you would like to view this policy in another language or format (for example in large 
print, in Braille or Audio) please contact Admin on 0151 541 9440 or via email; 
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1.   INTRODUCTION  
Broughton Hall Catholic High School is committed to providing a full and appropriate 
education to all pupils and embraces the concept of equal opportunities for all.  
 
We will endeavour to provide an environment where all pupils feel valued, safe and welcome.  
 
For a pupil to reach their full educational achievement, a high level of school attendance is 
essential. We will consistently work towards a goal of 100% attendance for all pupils. Every 
opportunity will be used to convey to pupils and their parents or carers the importance of 
regular and punctual attendance.  
 
Helping to create a pattern of regular attendance is everybody’s responsibility – pupils, 
parents/ carers and all members of staff. 
 
School attendance is subject to various Education laws and the Broughton Hall Catholic High 
School Attendance for Learning Policy is written to reflect these laws and the guidance 
produced by the Department for Education.  
 
The school will review its systems for improving attendance at regular intervals to ensure that 
it is achieving its set goals of a minimum of 97% attendance for all pupils.  
 
This policy will contain within it the procedures that the school will use to meet its attendance 
targets. 
 
Please note: The government have set the Persistent Absentee (PA) threshold as 90% 
attendance. This means that any pupil whose attendance is 90% or below will be considered 
persistently absent from school and will be issued with a penalty notice and there may be 
possible court action. 
 
2. RIGHTS AND RESPONSIBILITIES 
School 
 Staff will encourage good attendance and punctuality with all pupils and will lead 

through personal example 
 Register attendance and punctuality accurately in line with Health and Safety 

Regulations and all safeguarding procedures  
 Report on attendance and punctuality in each pupils regular academic report 
 Contact parents if the level of an individual’s attendance and/or punctuality gives a 

cause for concern 
 Follow the attendance graduated approach and escalation of concerns shown in this 

document 
Students 
 Students are expected to attend regularly and to arrive on time, ready to learn and 

with a positive mind set for learning 
 Students are encouraged to achieve and maintain good attendance through 

assemblies, collective worship, registration, incentives, rewards and graduation. 
Parents / Carers 
 Parents / Carers are legally responsible for ensuring that their child attends school 

regularly, punctually, ready to learn in correct uniform, equipped and with a positive 
mind set for learning 

 Parents / Carers are responsible for informing school, before 8.30am on a day of 
absence, of the reason why their child is absent by Edulink or a phone call  

 Parents / Carers may be asked to provide medical evidence to support absences 
 Parents / Carers should avoid routine medical/dental appointments for their child 

during school hours 
 Parents / Carers should inform school before an appointment and a copy of 

documentation should be shown to an attendance officer  
 Parents / Carers are expected to attend meetings on request if concerns arise about 

their child’s attendance or punctuality  
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 Holidays should not be booked during term time 
 A signed parental / carers letter confirming absence is expected on return to school 
 Contact school directly when a student is required to leave site. Parents should not 

contact the pupil. Parents / Carers will be required to collect their child from main 
reception. 

 
3.   ATTENDANCE TEAM MEETINGS  
The Student Support Managers attached to each year group together with the Attendance 
and Inclusion Officers, Mrs A Greenhouse and Mrs T Abraham and the Deputy Head 
Teacher, Mrs Lodge, monitor attendance across the school. Any pupil who records an 
attendance level below 97% will be discussed by the School Attendance Team and there will 
be a graduated response to school attendance. 
 
The team makes decisions in relation to letters sent home, phone calls home, visits from the 
Attendance and Educational Welfare Officer and referrals to Attendance and Governor 
Panels as well as to Local Authority Attendance Panels.  
 
The school Attendance and Educational Welfare Officer will decide on whether to issue Fixed 
Penalty Warning letters and may refer to the Local Authority for prosecution at court.  
 
4.   SCHOOL PROCEDURES  
Any child who is absent from school at the morning registration period must have their 
absence recorded as being authorised, unauthorised or as an approved educational activity 
(attendance out of school).  
 
Only the Head Teacher or a member of staff acting on their behalf can authorise absence. If 
there is no known reason for the absence at morning registration, then the absence must be 
recorded in the first instance as unauthorised.  
 
5. ATTENDANCE  
Every half-day absence from school has to be classified by the school (not by parent/carer) 
as either Authorised or Unauthorised. This is why information about the reasons for absence 
is always required. 
 
Authorised absences are mornings or afternoons away from school for a valid reason, such 
as genuine illness, medical/dental appointments which unavoidably fall in school time, 
emergencies or other unavoidable causes. 
 
Where a medical/dental appointment cannot be arranged outside school hours, parents / 
carers should ensure that their child is absent for the minimum time possible. Broughton Hall 
acknowledges that some pupils may have long term medical/health issue, and works to 
support pupils and families in minimising the impact of such issues on attendance. 
 
Unauthorised absences are those which the school does not consider reasonable and won’t 
be recorded as authorised. This type of absence can lead to the school considering 
reasonable and/or legal proceedings such as Penalty Notices. 
 
Examples of this type of absence include: 
 Parents/carers keeping or allowing students off school unnecessarily 
 Truancy at any time during the school day 
 Absences which are unexplained 
 Holidays 
 Birthdays 
 Waiting for deliveries or workmen 
 Looking after brothers / sisters 
 Students not attending school without a valid medical reason 
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6.  PUNCTUALITY 
All pupils must be on site for the start of the school day at 8.35am. Pupils are to prepare for 
their school day before morning registration which takes place at 8.45am. Pupils arriving 
after the start of school but before the end of the registration period will be treated as present 
but will be coded as ‘L’ (late before registers close). Any pupil arriving after this time will be 
marked as late.   
 
In cases where the absence at registration was for attending an early morning medical 
appointment, the appropriate authorised absence code will be entered.  
 
If a pupil develops patterns of lateness they will be placed on a Stage 1 ‘Attendance and 
Punctuality Report Card’ by the Attendance team. Parents / Carers of children who arrive late 
to school on a regular basis will be invited into school to discuss the issues and concerns 
around the punctuality of their child, to ascertain any support needed from school. 
Pupils arriving at school after registration should sign in at Reception. 
 
Late Procedure: If a pupil arrives late to school, parents / carers are notified via Class 
Charts and the pupil is expected to attend an after school 15 minute detention with a member 
of the Pastoral Staff Team. If a pupil does not attend the detention, parents / carers are 
contacted again via Class Charts and pupils are expected to attend another after school 1 
hour detention with their Head of Year. Failure to attend the Head of Year detention results in 
parents / carers being contacted by Class Charts and pupils are expected to attend a 1 hour 
detention with a member of the Senior Leadership Team.  Lateness will be monitored by the 
School Attendance Team.  
 
7.   SIGNING IN AFTER 9.00 AM / SIGNING OUT  
Pupils must sign in at Pupil Reception.  The Late Procedure in point 4 6 will then be followed.   
 
If any pupil needs to leave whilst school is still in session, they must sign out at Main 
Reception. Pupils will only be allowed to sign out with their parents’ or carers’ permission 
which should be provided in writing. No pupil will be permitted to sign out without this 
permission. All pupils must be collected from reception by a parent / carer. 
 
8.   FIRST DAY ABSENCE  
Parents and carers are expected to contact the school before 8.30am on the first day of their 
daughter’s absence and provide a reason for their non-attendance at school as well as an 
estimate as to how long they expect their daughter to absent for.  
 
If no contact has been made by the parents or carers the school will contact the pupil’s 
parents or carers by telephone. 
 

Please note: In cases of poor attendance we will require a medical note from your GP. All 
medical and dental appointments should be avoided and appointments should be made 
outside of school hours. By Law children of compulsory school age must receive suitable full 
time education. As a parent / carer you are legally responsible for making sure that your child 
attends school on a regular basis. Missing school causes severe disruption to a child's 
education, and can affect their performance in exams and chances later on in life. Good 
attendance is also important in building relationships and friendships in school. 

9.   SUBSEQUENT ABSENCES  
If there is no contact from the parent or carer, each subsequent day of absence will be 
treated the same as the first day of absence i.e. the school will attempt to contact the pupil’s 
parents or carers by telephone.  Home visits will also be considered. 
 
If there is no contact from the parent or carer within two days of absence, the Student 
Support Manager will raise a concern with the Deputy Head Teacher and decide how to 
proceed. This is in conjunction with daily Edulink text messages/calls to parents. 
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Continuing Absence 
If no reason has been provided after three days, a referral will be made to the school’s 
Attendance and Inclusion Officers and home visits and multi-agency referrals will be 
considered.  
 
Frequent Absence 
It is the responsibility of the Student Support Managers to be aware of and bring attention to 
any emerging attendance concerns to the School Attendance and Inclusion Officers. In 
cases where a pupil begins to develop a pattern of absences, the school will try to resolve 
the problem with the parents or carers. This is the responsibility of the Support Manager and 
Attendance and Inclusion Officers.  
 
The school will seek advice from the LA when needed.  
 
8.   MEDICAL CONCERNS  
If any pupil is absent from school due to illness, a letter must be provided by their parents or 
carers.  
 
Prolonged absence due to medical reasons will require medical evidence (i.e. a doctor’s 
note, hospital appointment card, prescription etc).  
 
9.   ATTENDANCE PANEL  
Any pupil with a level of attendance below 93% attendance can be subject to an Attendance 
Panel referral.  
 
The panel will examine the reasons for the absence and develop strategies for improving the 
pupil’s attendance. The pupil’s attendance will be reviewed every two to six weeks, 
depending upon need, until a 97% (or above) attendance level is achieved.  
 
10.  A WELCOME BACK  
It is important that on return from an absence that all pupils are made to feel welcome. This 
is the responsibility of all staff and particularly the Form Tutor. The Form Tutor will discuss 
the reasons for absence with the pupil and look at their attendance record for the academic 
year and support the pupil in developing strategies to ensure good attendance in the future.  
 
The pupil should be brought up to date on any information that has been passed to the other 
pupils by the Form Tutor.  
 
If required, the Form Tutor will involve the Head of Department who will provide support to 
help the pupil catch up on missed work.  
 
11.  ABSENCE NOTES  
If a written note explaining the pupil’s absence has been received by the Form Tutor, it must 
be put kept with the pupil records so the absence can be marked correctly on SIMS.  
 
Notes from parents and carers will be kept on file and may be used for further investigation if 
required.  
 
 

12.  PROMOTING ATTENDANCE  
The school will use opportunities as they arise to remind parents and carers that it is their 
responsibility to ensure that their child attends school.  
 
The Home School Agreement is an example of this.  
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13.  HOLIDAYS IN TERM TIME  
Broughton Hall cannot authorise time off for family holidays, sports or performing arts events 
during term time and parents / carers do not have the right to take their child out of school for 
such cases. 
 
Parents and carers will be reminded of the effect that absence can have on a pupil’s potential 
achievement. Holiday requests will not be authorised.  
 
If parents or carers are applying for a leave of absence, they must ensure that a supporting 
letter is submitted to the Head Teacher at least two weeks before the date that the leave of 
absence relates to. They must not assume permission is granted if they have not received 
written confirmation.  
 
The Head Teacher and the Attendance Team will consider every application individually; our 
policy is not to grant leave of absence for any reason other than in the most exceptional 
circumstance. 
 
If the Headteacher does not grant an application for leave of absence and parents/carers 
decide to take the leave anyway the absence will be unauthorised. This may lead to Penalty 
Notice Fines. Penalty Notice Fines are issued to each parent for every child concerned. 
A leave of absence cannot be authorised retrospectively. If a child is removed from school for 
a period of leave absence without the school being informed, the absence will automatically 
be unauthorised. 
 
14. Penalty Notices 
Broughton Hall follows the Local Authority Code of Conduct for penalty notices. Penalty 
notices are fines of £60/£120 imposed on parents / carers. They are an alternative to the 
prosecution of parents for failing to ensure that their child of compulsory school age regularly 
attends the school where they are registered or at a place where alternative provision is 
provided more information on penalty notice fines can be found at:  
 
https://liverpool.gov.uk/schools-and-learning/education-welfare/school-attendance-behaviour-
welfare/ 
 
15. Children Missing In Education 
If a child transfers to another setting before they leave in Y11 the school and Local Authority 
should be notified. Failure to do this could result in the child being considered as a Child 
Missing in Education. This means that the Local Authority has a legal duty to carry out 
investigations, which will include liaising with Children’s Services, the Police and other 
agencies, to try to track and locate your child. 
 
Parents have a legal duty to ensure the regular and full time attendance at school of 
registered pupils (Education Act 1996). 
 
16. Pupils Educated off Site 
The Attendance Team are responsible for monitoring the attendance of pupils who are 
educated off site by close liaison with the offsite education provider. Pupils will be marked 
with the appropriate registration code to explain the education provision being accessed. 
 
17. Safeguarding and Attendance 
Broughton Hall considers safeguarding of its students as one of its critical roles. We operate 
a first day response system and this means parents are expected to contact school by 
telephone on the first day, and any subsequent days, of any absence to explain why their 
child is not in school. Unexplained absences will be followed up by a text or a telephone call 
from the Attendance Team. For safeguarding reasons school will attempt to contact parents 
until we receive a response, this may involve a home visit in order to ascertain the reason for 
the absence. 
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Completion of register and initiating first day response procedures for unexplained absence 
in a timely manner is a priority to ensure pupils’ whereabouts are known on a daily basis.  
 
18. The Registration System 
The School uses a computerised system (SIMS) for keeping the school’s attendance 
records. Registers are taken at the start of every lesson to ensure that students are 
accounted for. 
 
19. Persistent Absenteeism 
The government has set the persistent absence (PA) threshold at 10% of a pupil’s possible 
attendance. This means that any pupil who has 10% absence or above (90% attendance or 
below) fall into this category. The government do not distinguish between absence that is 
authorised or unauthorised. As part of our graduated approach to attendance, Broughton Hall 
will investigate, support and challenge any absence that meets this threshold. Parents / 
carers are informed when their child is nearing PA status and will be offered supportive 
strategies, to assist with improving attendance. The following table is a guide to show when a 
child would become a persistent absentee: 
 
 

HALF TERMS PERSISTENT ABSENCE 
(PA) AT 10% 

NUMBER OF DAYS 
OFF SCHOOL 

September – October 7 or more sessions 3.5 days or more 

September – December 14 or more sessions 7 days or more 

September – February 20 or more sessions 10 days or more 

September - April 25 or more sessions 12.5 days or more 

September - May 31 or more sessions 15.5 days or more 

September – July 38 or more sessions 19 days or more 

 
 
20. Broughton Hall’s Strategies for Promoting Good Attendance   
 Broughton Hall will provide an environment where students feel valued and welcomed. 
 Our ethos demonstrates that pupils feel that their presence in school is important and 

that they will be missed when they are absent or late. 
 An ambitious curriculum for all will be offered to all pupils. 
 Attendance data will be regularly collected and analysed in order to set targets, correlate 

attendance with achievements and progress in order to support students. 
 Attendance figures are displayed around the School. 
 Year Teams will be provided with attendance figures and will share these with pupils 

during registration and during assemblies. 
 Celebration through certificates, postcards home, graduation, rewards trips/events, 

invitation to celebration events and more. 
 Students whose attendance is a cause for concern will be set targets for improvement. 

These will be reviewed by the Form Tutor, Year Team and/or Attendance Team 
 Parents /carers will be reminded at all school events the importance of good attendance 
 The Year Teams and Attendance Teams will liaise with other agencies where appropriate 

to support students who are experiencing attendance difficulties. 
 The Year Teams will have regular meetings with the Attendance Team and DSL  

to discuss and review students with attendance concerns. Support packages for students 
and actions for these students will be discussed. 

 Visits will be made to feeder primary schools to ensure a sound transition to Broughton 
Hall. Discussions with staff will seek to identify those students who may require addition 
help.  These students may be given a bespoke transition programme. 

 SLT will explore bespoke support packages for those in need. These may include one or 
more of the following: 

 Reduced school hours 
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 Reduced timetable 
 Change/adaptation of curriculum 
 Change of year bands 
 Change of form class / band 
 Change of class groups/sets 
 Access to Broughton Hall’s SEND department and Sensory Room 
 Access to Broughton Hall’s onsite support; counsellors, Safer Schools Officer. 
 Referral to external agencies 
 


