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ATTENDANCE POLICY & PROCEDURES 

Author/reviewer responsible: EA Last amended: May 2026 
Reviewed by: SMT Date of authorisation: May 2026  
Authorisation by resolution of: Governors Date of next review: May 2027 

1. Policy Statement 
Westminster Cathedral Choir School (WCCS) is committed to promoting excellent attendance and 
punctuality so that every boy can benefit fully from the academic education, musical training and 
pastoral care we provide. Regular attendance underpins academic progress, chorister performance, 
wellbeing and safeguarding. 

This policy sets out: 

• the School Attendance Officer 

• how attendance and absence are recorded 

• procedures for managing lateness and unexplained absence 

• how the school monitors attendance patterns 

• roles and responsibilities of staff and parents 

• how attendance links to safeguarding and children missing education (CME) 

This policy is available to parents and inspectors on the School Website and available upon request from 
the School Office and will be sent to Parents when pupils join the School. 

2. Legal and Regulatory Framework 

This policy has been prepared to meet the School’s responsibilities under: 

• The School Attendance (Pupil Registration) (England) Regulations 2024 

• Independent School Standards Regulations (ISSRs) 2014 

• National minimum standards for boarding schools (DfE, 2022) 

• ISI Framework 2023 (regulatory & educational quality) 

• Data Protection Act 2018 and UK General Data Protection Regulation 

This policy has regard to the following guidance and advice: 

• Working together to improve school attendance statutory guidance (DfE, August 2024) 

• Summary table of responsibilities for school attendance (DfE, August 2024) 

• Toolkit for schools: communicating with families to support attendance (DfE, August 2024) 

• Guidance for Parents on school attendance (Office of the Children's Commissioner, July 2024) 

• "Is my child too ill for school?" guidance (NHS, April 2024) 

• Keeping children safe in education (DfE, September 2025) 

• Children missing education (DfE, September 2025) 

• Summary table of responsibilities for children missing education (DfE, September 2025) 

• Supporting pupils with medical conditions at school (DfE, August 2017) 

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance/toolkit-for-schools-communicating-with-families-to-support-attendance
https://www.childrenscommissioner.gov.uk/back-into-school/resources-for-families/
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3


 

2 
 

• Behaviour in schools: advice for headteachers and school staff (DfE,  February 2024) 

• Mental health and behaviour in schools (DfE, November 2018) 

• Mental health issues affecting a pupil's attendance: guidance for schools (DfE, February 2023) 

• Support for pupils where a mental health issue is affecting attendance (DfE, February 2023) 

• Providing remote education: guidance for schools (DfE, updated August 2024) 

• SEND Code of practice: 0 to 25 years (DfE and Department of Health, May 2015) 

This policy should be read with the WCCS: 

• Safeguarding & Child Protection Policy 

• Behaviour Policy 

• Parents’ Handbooks (day and boarding) 

• SEND Policy 

• Missing Child Policy 

• WCCS Parent Contract 

3. Scope 

This policy applies to: 

• All pupils in the Prep and Pre-Prep 

• Boarders (choristers) and day boys 

Attendance is a whole-school responsibility. 

4. Key Principles 

WCCS promotes attendance by ensuring that the School environment is: 

• safe, structured and supportive 

• engaging and academically challenging 

• caring of pupils’ physical and emotional wellbeing 

• responsive to early signs of difficulty or anxiety 

Persistent or unexplained absence is treated as a potential safeguarding concern. 

5. Definitions 

• Authorised absence – approved by the School in advance, or accepted afterwards as unavoidable 
(illness, medical treatment, religious observance, exceptional circumstances). 

• Unauthorised absence – where no valid reason is provided, or permission is refused. 

• Lateness – arrival after morning/afternoon registration begins. 
Late after registers close (code U) counts as unauthorised absence. 

• Children Missing Education (CME) – pupils of compulsory school age who are not receiving 
full-time education. 

https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/mental-health-issues-affecting-a-pupils-attendance-guidance-for-schools
https://www.gov.uk/government/publications/providing-remote-education-guidance-for-schools/providing-remote-education-guidance-for-schools
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
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6. The School Attendance Officer 

The Governors have appointed the Deputy Head (Pastoral) / DSL, Emily Auger, to be the School 
Attendance Officer, the senior leader with overall responsibility for championing and improving 
attendance.  

Email  eauger@choirschool.com  

The responsibilities of the School Attendance Officer include: 

• to set a clear vision for improving attendance in school 

• to establish and maintain effective systems for tackling absence and make sure the systems are 
followed by all staff 

• to regularly monitor and evaluate progress, including the efficacy of the School’s strategies and 
processes 

• to have oversight of and analyse attendance data 

• to communicate clear messages on the importance of attendance to pupils and Parents 

• to provide a termly Attendance Report to the Governors 

7. Register Procedures 

7.1 Prep School 

• Morning registration: 8.40am 

• Register closes:  9.15am 

• Afternoon registration: 3.40pm 

• Tutors must physically see each boy 

• Registers recorded electronically (school MIS) 

7.2 Pre-Prep 

• Morning registration: 8.40am  

• Register closes:  9.15am 

• Afternoon registration: 3.40pm 

• Teachers must physically see each boy. 

7.3 Accuracy and codes 

Staff must use the correct DfE attendance codes (summary provided in Appendix). 
Registers must be completed within 10 minutes of opening. 

8. Reporting Absence 

8.1 Parents 

Parents must contact the school office before 8.30am on the first day of absence, stating: 

mailto:eauger@choirschool.com
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• pupil’s name and form 

• reason for absence 

• expected date of return 

8.2 First-day calling 

If no explanation is received: 

• Prep School: Prep Receptionist contacts parents 

• Pre-Prep: Pre-Prep Receptionist contacts parents 

• Persistent or concerning absence → Deputy Head (Pastoral) / Head of Pre-Prep 

• Any worrying absence → Deputy Head (Pastoral)/ Head of Pre-Prep/DSL escalates concern 

9. Lateness 

A pupil arriving after registration starts: 

• marked L (late before register closes) 

A pupil arriving after register closes: 

• marked U unless a valid reason is provided 

• repeated lateness triggers tutor discussion, then pastoral follow-up 

Boarders returning late from weekends/leave must report to boarding staff immediately to be registered; 
patterns are shared with the Deputy Head (Pastoral). 

10. Authorised Absence 

Absences may be authorised for: 

• illness 

• medical/dental appointments (outside school hours where possible) 

• religious observance 

• approved educational activity (trips, music exams, competitions) 

• senior school open day/interview/exam 

• exceptional family circumstances (Head’s discretion) 

• chorister commitments approved by the Master of Music and SMT 

Holidays during term-time are not authorised. 

Requests must be made in writing to the Head. 

11. Unauthorised Absence 

Absence will be unauthorised when: 
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• no explanation is provided 

• explanation offered is not accepted 

• a pupil arrives after the register closes without unavoidable cause 

• holiday is taken during term-time without permission 

Repeated unauthorised absence triggers a pastoral meeting with parents. 

12. Additional needs 

The School recognises that some pupils may, at times, find regular attendance more difficult. In such 
cases, we work sensitively with pupils and parents to understand any barriers and to put appropriate 
support in place. Our approach is grounded in strong relationships, clear communication and early 
intervention. 

Where a pupil has a disability, the School will make reasonable adjustments to ensure they are not placed 
at a substantial disadvantage in relation to attendance. For pupils with special educational needs and/or 
disabilities (SEND), including those with an Education, Health and Care Plan (EHCP), we will work 
closely with parents and, where relevant, the local authority to ensure that the provision set out in the 
plan is accessed and that any emerging concerns about attendance linked to the pupil’s needs are 
addressed promptly. 

The School will also consider suitable strategies for pupils whose attendance is affected by social, 
emotional or mental health difficulties. Where barriers to attendance lie beyond the School’s control, we 
will support families in identifying appropriate external help, including referrals for early help where this 
is appropriate. 

In accordance with statutory requirements, the School will submit a sickness return to the local authority 
when a pupil’s absence for medical reasons (coded ‘I’) is likely to reach, or has reached, 15 consecutive 
or cumulative school days within the academic year. 

12. Monitoring Attendance 

Attendance is reviewed: 

• daily by tutors 

• weekly by Deputy Head (Pastoral) and Head of Pre-Prep 

• half-termly by SMT 

• termly by Governors (within the Pastoral Committee) 

Indicators of concern: 

• overall attendance below 92% 

• broken weeks (i.e. missing parts of a day) 

• persistent lateness 

• patterns linked to anxiety, behaviour or social concerns 

• poor attendance in combination with academic decline 
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Interventions may include: 

• meeting with parents 

• referral to the DSL if safeguarding concerns arise 

• pastoral support or mentoring 

• temporary adjustments to timetable or provision 

• involvement of external professionals if required 

13. Children Missing Education (CME) 

The School follows statutory CME procedures. 

A pupil may be ‘missing’ if: 

• absent for 10 days without satisfactory explanation 

• fails to return after agreed leave 

• subject to welfare concerns connected to absence 

The School will: 

• attempt contact via all known numbers 

• carry out welfare checks where appropriate 

• notify the Local Authority CME team 

• involve the DSL if any safeguarding risk is suspected 

No child is removed from the admissions register except under Regulation 9. 

14. Roles and Responsibilities 

14.1 Parents 

Parents must: 

• ensure regular, high levels of attendance and punctuality 

• report absence promptly 

• request leave in advance 

• engage with the School to resolve any attendance issues 

14.2 Form Tutors and Teachers 

• complete accurate registers 

• follow first-day calling procedure  

• raise concerns with the Deputy Head (Pastoral)/Head of the Pre-Prep / DSL 

• monitor patterns of lateness or absence 

14.3 Deputy Head (Pastoral) / Head of Pre-Prep 
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• oversee attendance across the School 

• analyse patterns and implement interventions 

• meet with parents when concerns escalate 

• report to SLT and Governors 

14.4 DSL 

• assess whether attendance concerns indicate safeguarding risks 

• coordinate multi-agency responses where necessary 

14.5 Boarding Staff 

• monitor chorister and boarding pupil attendance 

• check weekend returns and morning wellbeing 

• notify form tutors and Deputy Head (Pastoral) / DSL of concerns immediately 

15. Data Protection & Record Keeping 

• Attendance and admissions registers are kept for at least three years, in line with legislation. 

• Monthly backups are stored securely. 

• All attendance data is handled according to UK GDPR and the School’s Privacy Notice. 

• Information may be shared with the Local Authority where legally required. 

16. Communication with Parents 

The School regularly reminds families of: 

• the importance of good attendance 

• expectations around punctuality 

• procedures for reporting absence 

• term dates and chorister commitments 

The School takes a supportive, early-intervention approach to attendance difficulties. 
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Appendix: Summary of WCCS Attendance Codes 

S Absent (approved educational activity) 

f Absent (Funeral) 

P Approved sporting activity 

V Educational visit or trip 

Y Enforced closure 

E Excluded (no alternative provision made) 

G Family holiday (Not agreed or in excess) 

I Illness (Not medical or dental) 

J Interview 

U Late (after registers closed) 

L Late (before registers closed) 

M Medical/Dental appointments 

N No reason yet provided for absence 

A Not on roll 

C Other authorised circumstances (not covered) 

/ Present 

R Religious observance  

# School closed to pupils 

O Unauthorised absence 

 

 
 
 


