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LMI College is a special place. We are a modern,
independent school for students in the heart of
one of the world’s largest cities. We have a proud
history, but it is not only our past that defines us.
We are far-sighted and responsive to the world
around us. That’s why our strategic vision focuses
on helping our students to be kind to themselves
and to others, to be aware of their place in their
communities and in the world, and to be prepared
for the society they will one day form.
It is a great privilege for me to be the Director of
LMI College. The Board and I are absolutely committed to delivering this Strategic Vision to the
year 2030 and beyond. It is an important statement of who we are and who we want to be. It will
help us continue to educate and nurture students
from all walks of life to become good young people, ready to change society for the better.

Javier García, LMI Director.
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Introduction
This policy gives details of the School’s policy and procedures for recording and monitoring attendance, and takes account of the guidance School Attendance: Guidance for
maintained schools, academies, independent schools and local authorities.
This policy includes details of the School’s approach to Children Missing in Education (see
the relevant section below).
This policy should be read in conjunction with:
• The Fire Safety Policy
• The Games Travel and Registration Policy
• The Child Protection and Safeguarding Policy

The scope of ‘attendance’
The School day runs from 8.45am to 4.00pm, with many activities taking place until 6.00pm,
and some events (e.g. plays, concerts, talks) often starting at 7.00pm, Monday to Friday.
The co-curricular and sporting life of the School is varied and rich and will from time to
time involve pupils spending early evenings or (more occasionally) parts of the weekend
at School.

The pattern for school holidays
The School term dates are published in advance in the School calendar and on the School
website and must be observed. Generally, there are three weeks’ holiday at the end of the
Autumn Term, two or three weeks at the end of the Spring Term and seven or eight weeks
in the summer. Generally, there is a half-term break of one and a half weeks in October or
November, another of one week in February and a final week’s break in May or June.
Personal and family holidays should be taken during published holiday periods. Any request for absence during the school period must be authorised in advance by the Director.
Only in exceptional circumstances will such absences be granted and will be for reasons
of compassionate leave or because the extra-curricular activity has an educational value
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Contents of Admissions Register
1.
The Admissions Register contains the personal details of every pupil in the School, along
with the date of admission, or re-admission, information regarding parents and carers and
details of the last school attended.
2.
The School informs the Local Authority within five days of adding a pupil’s name to the
Admission Register, alongside the information held in the Admissions Register about the
pupil.
3.
The School seeks to ensure that there are three emergency contacts listed for each pupil,
to ensure that contact can be made with a responsible adult in the event of an emergency
and/or in the event of a child missing in education.
4.
Amendments to the Admissions Register
Every amendment made to the Admission Register will include:
• the original entry
• the amended entry
• the reason for the amendment
• the date on which the amendment was made
• the name and position of the person who made it

Moving to a New Address and/or School
When the School is notified of a change in address for a pupil, the Admissions Register is
amended accordingly with:
a) the full name of the parent with whom the pupil will live
b) the new address
c) the date from which it is expected the pupil will live at this address.
When the School is notified that a pupil is registered at another school or will be attending
another school, the Admissions Register is amended accordingly:
a) the name of the other school
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Registration Procedures
Procedures for daily registration
a) Pupils arriving after 8.45am are late, and must enter the School via Reception (the Main
Entrance). Pupils must swipe in and sign the ‘late sign-in sheet’ on arrival. They must then,
if possible, make their way to their Tutor.
b) Between 8.45am and 9.10am latecomers who do not have an assembly should go straight to their Tutor room, and those who should be in an assembly should report to the area
immediately outside the location of the assembly until the end of the assembly.
c) After 9.30am a member of staff (as designated by the Head) will contact parents of pupils if we have not heard from them. A visual check of pupils is made prior to contacting
parents.
d) Parental notes (paper or electronic) seeking authorised absence or explaining unauthorised absence must be placed on OneNote.
e) In the event of a fire drill or other evacuation of the School, registers are printed and
taken following the procedures described in the Fire Safety Policy.
f) Every entry in the attendance register must be preserved for a period of three years after
the date on which the entry was made.

Contents of the Attendance Register
The Attendance Register on each occasion of registering (morning and afternoon) for every
pupil:
a) Present
b) Attending an approved educational activity (e.g. Music lesson, sports fixture,
educational visit)
c) Absent
d) Unable to attend due to exceptional circumstances (authorised by the Director)
The School understands its duty to follow up any absences in the following ways:
• Ascertaining the reason for absence (ill, medical appointment, etc.)
• Identifying whether this absence is approved or not
• Ensuring that the appropriate documentation is received
• Ensuring that appropriate safeguarding action is taken, where required
The School recognises that poor attendance and poor punctuality can be an indicator of
possible abuse or neglect. It can also be an indicator of issues with well-being, esteem and
resilience. As such, the School follows up promptly on punctuality and attendance with
pupils and parents. Should the School suspect possible abuse or neglect staff will follow
the Safeguarding and Child Protection Policy.
The School regularly analyses attendance data to monitor patterns of lateness and absence in order to intervene as early as possible and support pupils and parents appropriately.
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Absences
Absence owing to illness
If a pupil is to be absent through illness, parents must inform the School on the morning
of the first day of absence via the absence telephone line and on each subsequent day
of absence. On the pupil’s return to School a letter, note or email of explanation must be
provided.
If a pupil is absent through illness (including mental illness) for an extended period of time
(normally for a period of longer than five days) a doctor’s certificate, or equivalent, should
be provided to cover the period of absence. Where necessary, the pupil will undergo a
phased re-entry to school. A phased re-entry to School will almost always be agreed with
the School with guidance from the pupil’s specialist consultant or other appropriate medical professional.
Absence owing to religious observance
Pupils may take days of absence from School for religious observance. Requests for absence for religious observance are collated by the Director.
Absence other than because of illness or religious observance
Good attendance is essential to ensure pupils make good academic progress and are well
integrated into the School. A leave of absence, other than that resulting from illness or for
religious observance (as described above), must be sought from the Director. The guidance
on School Attendance indicates that such a request for leave of absence cannot be granted
unless there are exceptional circumstances; the guidance does not allow retrospective leave of absence requests or notifications from parents to be recorded as authorised.
Only the School may authorise absence from School. The School relies on parents to avoid
at all costs obliging the School to categorise absence as unauthorised.
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Children Missing in Education
1.
In accordance with the guidance on School Attendance the School will inform the relevant
local authority of any pupil who fails to attend regularly or has been absent without the
School’s permission for a continuous period of 10 days or more.
2.
The School reports any pupil whose attendance falls below 90%.
3.
Any pupil whose attendance falls below 90% is discussed by our educational engineers
and appropriate measures put in place to ensure that:
a) attendance improves
b) the underlying reasons for attendance falling are understood and the pupil
supported.
4.
The School understands its obligations with regard to Children Missing in Education. When
staff have concerns about a pupil, they use their professional judgement and knowledge
of the pupil to inform their decision as to whether welfare concerns should be escalated.

Deletion from the Admissions Register
The School will inform the local authority, in advance where the circumstances are known,
of any pupil who is going to be deleted from the admission register, in accordance with the
circumstances set out in the guidance on Children Missing in Education. Statutory Guidance for local authorities, September 2016. The circumstances are:
a) Where the local education authority has made arrangements for the pupil to
receive efficient full-time education suitable to age, ability and aptitude otherwise
than at school.
b) Where the pupil has been taken out of school by their parents and is being
educated outside the school system (e.g. home education).
c) Where the pupil has ceased to attend school and no longer lives within
reasonable distance of the school at which he is registered.
d) Where the pupil has a medical condition certified by the school medical officer
or pupil’s doctor such that the pupil is unlikely to be in a fit state of health to attend
school.
e) Where the pupil has been permanently excluded.
f) Where the pupil has been continuously absent from school for a period of not
less than twenty school days and:
		
i. at no time was his absence during that period authorised on the grounds
		
of illness or religious observance
		
ii. the School does not have reasonable grounds to believe that the pupil
		
is unable to attend the school by reason of illness or any unavoidable
		
cause such as no longer living within reasonable distance of the school
		
iii. the School and the local education authority have failed, after
		
reasonable enquiry to ascertain where the pupil is.
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The School will provide the local authority with the following information:
• full name of pupil
• full name and address of any parent with whom the pupil lives
• at least one telephone number of any parent with whom the pupil lives
• the full name and address of the parent with whom the pupil is going to live, and
the date the pupil is expected to start living there, if applicable
• the name of the pupil’s other or future school and the pupil’s start date or
expected start date, if applicable
• the grounds (as detailed in Annex 1) under which the pupil’s name is to be
deleted from the Admissions Register.
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