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Aims 
 
Education in the Cayman Islands is compulsory for all children aged 5 to 17 years old. 

According to the Education Act, 2016, Part 4, this education must be full-time and suitable 

to the child’s requirements.  

 

While Nursery students/6th formers may not fall under the compulsory aged group, they do 

fall under the expectations of this policy while at St Ignatius Catholic School.  

 

There is a clear link between good attendance and high academic standards. Attending school 

regularly leads to improved academic success and the general well-being of children. For our 

children to gain the greatest benefit from their education it is vital that they attend regularly, 

and every child should be at school on time every day the school is open, unless the reason 

for the absence is unavoidable. There is also a strong correlation between regular 

attendance and keeping children safe. 

St. Ignatius regards regular attendance as essential to ensure the best possible learning 

outcomes for all children and our ethos encourages children to understand that their 

presence is important and that they are missed when they are absent or late. 

 

Legislation and guidance 
 

We are committed to meeting our obligation with regards to school attendance as 
set out in the Ministry of Educations strategic policy statement for attendance 
(2022-2024) through our whole-school culture and ethos including: 
 

• Promoting good attendance.  

• Reducing absence, including persistent and severe absence. 

• Ensuring every pupil has access to the full-time education to which they are 
entitled. 

• Acting early to address patterns of absence. 

• Building strong relationships with families to ensure pupils have the support in 
place to attend school. 

• Promote and support punctuality in attending lessons. 

 
This policy sets out the principles and guidelines by which we seek to maintain high 

attendance and punctuality to raise levels of achievement and to maximise opportunities 

both in St. Ignatius and in later life. 
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Definitions  

 

TERM  DEFINITION  

Regularly absent Absent more than 5 days per term, including 

authorised absences 

Explained absences When there has been a reason given for a child’s 

absence 

Unexplained absence When the school has not received any information 

relating to an absence. 

 

Authorised absence An absence pre-approved by the Principal, Vice 

Principal or Secondary Senior Leaders for an 

exceptional circumstance. This may still count 

towards a student’s attendance data depending on 

the nature of the absence. 

Truancy  Absence, for five (5) or more school days in any one 

term without a lawful excuse or authorization. 

Parent Refers to the student’s parent(s) or guardian(s) or 

any person or agency in a parental or custodial 

relationship to the student. 

Good attendance Attendance above 96% 

Authorities Department of Educational Services/safeguarding 

agencies. 

 

 

 

Roles and responsibilities 

Promoting good attendance and helping to create a pattern of good attendance is 
everybody’s responsibility – parents, students, and all members of staff. 

 
To support this, the school will: 

 
• Monitor attendance figures. 
• Regularly review and challenge attendance data. 
• Report to parents/carers on their child’s attendance. 
• Make sure staff receive adequate training on attendance protocols. 
• Hold teachers/tutors to account for the implementation of this policy. 
• Devise specific strategies to address areas of poor attendance identified through data. 
• Building relationships with parents/carers to discuss and tackle attendance issues. 
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The Schools Governing Committee (SGC) 
The SGC is responsible for: 

• Promoting the importance of school attendance across the school’s policies and 
ethos. 

• Making sure school leaders fulfil expectations and statutory duties. 

• Regularly reviewing attendance data and ensuring protocols are being followed. 

• Making sure staff receive adequate training on attendance protocols. 

• Supporting and holding the Principal to account for the implementation of this 
policy. 

 
The Principal and Senior Leadership Team 
 
The Principal and Senior Leadership are responsible for:  

• Ensuring the school has a sound attendance strategy and attendance and 
punctuality policy which is compliant with the Ministry’s National Attendance 
Policy.  

• Implementation of this policy at the school. 

• Identifying a member of staff who will be responsible for monitoring and 
responding to children’s attendance and punctuality. 

• Monitoring school-level absence data and reporting it to SGC. 

• Where appropriate, reporting incidences of unlawful failure to attend school to the 
School Attendance Officers in the Department of Education Services (r.16 The 
Education Regulations, 2017). 

• Authorising absences based on written requests received from parents or legal 
guardians as appropriate and informing the pastoral team of any requests and the 
outcome. 

 

Phase/Key Stage Leads 

Phase/Key Stage Leads are responsible for: 

• Ensuring there are effective measures to monitor and follow up student absences. 

• Supporting staff with monitoring the attendance of individual pupils. 

• Monitoring the impact of any implemented attendance strategies. 

• Providing SLT with attendance and punctuality data, as and when required. 
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Class teacher/Form tutor  

Class teachers/Form tutors are responsible for: 

• Recording punctuality and attendance daily.  

• Entering all attendance data into the school’s information management system (or 
manual registers in the case or IT failure) by the end of each AM/PM session. 

• Using the correct codes (see appendix 1). 

• Keeping up to date records for reasons of absence. 

• Communicating attendance levels in line with the attendance protocols. 

• Contacting pastoral leads with any concerns regarding attendance. 

• Any safeguarding concerns regarding punctuality or attendance should be 
added to CPOMS. 

 
Parents/carers  

Parents/carers are expected to: 

• Make sure their child attends every day and on time when they should be in school.  

• Contact the school to report their child’s absence before or on the day of the absence 
(and each subsequent day of absence) and advise when they are expected to return. 

• Provide the school with alternative emergency contact numbers for their child in 
case attendance needs to be followed up e.g. a safeguarding concern. 

• Ensure that appointments for their child are made outside of the school day unless 
an emergency or no other arrangements can be made. 

• Partner with the school to ensure their child catches up on any work missed at an 
age-appropriate level, or that learning can continue as much as possible if long term 
absence e.g. through illness.  

 

Students 

Students are expected to: 

• Attend school every day on time when they should be in school.  

• Attend every timetabled lesson/school session/event on time unless given 
permission by a staff member not too. 

• Not leave the school site without signing out (6th Form only) or being signed out by 
a parent/supervising adult. 
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Recording attendance 

The school will keep an attendance register and place all students onto this register. 

Staff will take attendance register at the start of the first session (AM registration) of each 

school day and once during the second session (PM registration). It will mark whether 

every student is: 

• Present 

• Attending an approved off-site activity 

• Absent 

• Unable to attend due to exceptional circumstances (see appendix 1 for the 

attendance codes) 

• Staff will record attendance at each lesson during the school day in Secondary. If a 

child is missing from the lesson and for no reason provided this is covered in the 

missing child protocol. 

Types of absence 

Every half day absence (AM/PM registration) from school is classified by the school (not by 

the parents) as either EXPLAINED (with appropriate code) or UNEXPLAINED (N). 

Therefore, information about the cause of absence is always required. 

Explained absences are when there has been a reason given for a child’s absence by the 

parent or guardian. They are days away from school for any reason such illness, 

emergencies, or other unavoidable cause such as absences for religious observance. 

Unexplained absences are those where the school has not received any information 

relating to an absence. 

Absence procedures 

If a child is absent parents/carer’s must: 

● Contact St. Ignatius as soon as practically possible on the first day of absence with the 

reason for the absence. This can be through an Epraise/email message to the 

teacher/form tutor or contacting the front office. 

●  All absences must be accounted for by the parent or guardian. 

● If there has been no contact from home and a child is absent, then the school will contact 

home that morning to follow up on the absence and this will be recorded in our school 

system. If this happens on several occasions this will be referred to our safeguarding team. 

● Please note, if parents fail to provide the school with reasons for absence, then this will be 

seen as a safeguarding matter and may be referred to the authorities and may also 

jeopardize the child’s place at the school if this is continuing. Children who are regularly 

absent may also be referred to the relevant authorities for further advice and follow-up.  
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Planned absence 

Absences may be authorized if the school is notified in writing and if they fall into one of the 
six categories allowed by the Education Act, 2016, s.12 (3) and s.14. They are: 

• Authorized work experience or educational programme. 

• Illness or otherwise unable to attend due to an unreasonable situation. 

• Representing the Islands in an educational, cultural or sporting event or in any other 
official capacity. 

• Excluded from school and the exclusion is still in effect or expelled and has not been 
given permission to enrol in another school. 

• Medically confirmed disability. 

• Celebrating a religious holiday. 

 The Principal, Vice Principal or Secondary Senior leaders will only grant an additional leave 
of absence to a student during term time if they consider there to be 'exceptional 
circumstances'. A leave of absence is granted at the school’s discretion, including the length 
of time the student is authorised to be absent for. 

We define ‘exceptional circumstances’ as unexpected, unavoidable, and outside of your 
control. 

The school considers each application for term-time absence individually, considering the 
specific facts, circumstances and relevant context behind the request.  

A decision on one absence does not set precedence for future absence requests.  

Absences such as a medical or dental appointments will be counted as authorised if the 

pupil’s parent/carer notifies the school, if possible, in advance of the appointment. 

However, we encourage parents/carers to make medical and dental appointments out of 

school hours where possible. Where this is not possible, the pupil should be out of school 

for the minimum amount of time necessary. 

 

Please note even if the attendance is authorised, it still counts against the child’s overall 

attendance figures but will be explained in any references requested and will be referred 

to when deciding graduation status. Children representing the school or their country, on 

school trips etc. will still count towards days missed from learning but will not impact on 

their attendance percentage. 

 

Holidays in term time 

Taking holidays in term time will affect a child’s schooling as much as any other absence 
and we expect parents to help us by not taking children away in term time. 
 

Parents/carers must understand that by taking children out of St. Ignatius during term 
time, they are making a choice to impact on their child’s learning. Please note there is no 
expectation for staff to set work for children removed from lessons for holidays. 
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No holidays will be classed as authorised during term time so will impact on a child’s 
attendance. If advanced notice is given, they may be approved due to special circumstances, if 
they fall into one of the six categories allowed by the Education Act, 2016, s.12 (3) and s.14. 

 
Students’ attendance at university or employment interviews will be given 5 days as 
approved leave from school, after this it will count against their attendance. 
 
Where a child’s absence is longer than 5 days or there are doubts about the authenticity of 
the illness, the school will ask for medical evidence, such as a doctor’s note, prescription, 
appointment card or other appropriate form of evidence. We will not ask for medical 
evidence unnecessarily. 
 

Unexplained absences during the first week of any term could result in the child being 

removed from St. Ignatius and fees paid will be forfeited. 

 

A child’s attendance falling below 94% during any academic term could affect renewal of 

enrolment for the following academic year and impact their graduation status. 5% 

absence equates to approximately 8-9 missed school days.  

 

Lateness and punctuality  
A student who arrives: 

• Before the register has closed will be marked as late by the form Tutor, using the 
appropriate code. 

• After registers have closed - If the student is not in attendance during form time, they 
will be marked as absent by the Form Tutor. They must report to reception as soon 
as they arrive to sign in and will receive a late mark along with the reason for absence 
recorded. 

 
 
Administrative Procedures 
 
If a child is truant or regularly absent, the following actions are permitted according to The 
Education Act, 2016, the Education Regulations, 2017 and the Children Act 2012: 

• Inquiry into a suspected case of unlawful failure to attend school (Education 

Regulations (2017), r.16 (2) (c)); 

• Written warnings of the consequences of failure to attend school to the parents or 

legal guardians of the child and giving notice to them to immediately remedy the 

situation (Education Regulations, 2017 r.16 (2) (d)); 

• Referral to child services or the ministry of education for further follow up. 

At St Ignatius school, any child who is regularly absence may lose their place at the school 
which would be offered to another student or member of the community.  
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Appendix 1: attendance codes  

The following codes are taken from the DfE’s guidance on school attendance.  

Code Definition Scenario 

/ Present (am) 
Student is present at morning 
registration 

\ Present (pm) 
Student is present at afternoon 
registration 

L Late arrival 
Student arrives late before register has 
closed 

B Off-site educational activity 

Student is at a supervised off-site 
educational activity approved by the 
school/engaged in a school sanctioned 
activity. 

D Dual registered 
Student is attending a session at 
another setting where they are also 
registered 

J Interview 
Student has an interview with a 
prospective employer/educational 
establishment 

P Sporting activity 
Student is participating in a supervised 
sporting activity approved by the 
school 

V Educational trip or visit 
Student is on an educational visit/trip 
organised, or approved, by the school 

W Work experience 
Student is on a work experience 
placement 
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Code Definition Scenario 

Authorised absence 

C Authorised leave of absence 
Student has been granted a leave of 
absence due to exceptional circumstances. 

E Excluded 
Student has been excluded but no 
alternative provision has been made 

H Authorised holiday 
Student has been allowed to go on holiday 
due to exceptional circumstances 

I Illness 
School has been notified that a student will 
be absent due to illness (not medical or 
dental appointment) 

M Medical/dental appointment 
Student is at a medical or dental 
appointment 

R Religious observance 
Student is taking part in a day of religious 
observance 

S Study leave 
Student is on study leave during their 
public examinations 

T 
Hurricane, earthquake, 
tsunami closure 

School is closed due to natural hazard. 
Attendance not required. 

Unauthorised absence 

G Unauthorised holiday 
Student is on a holiday that was not 
approved by the school 

N Reason not provided 

Student is absent for an unknown reason 
(this code should be amended when the 
reason emerges, or replaced with code O if 
no reason for absence has been provided 
after a reasonable amount of time) 
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O Unauthorised absence 
School is not satisfied with reason for 
student's absence 

U Arrival after registration 
Student arrived at school after the register 
closed 

 

 

 

 

Code Definition Scenario 

X Not required to be in school 
Student of non-compulsory school age 
is not required to attend 

Y 
Unable to attend due to 
exceptional circumstances 

School site is closed, there is 
disruption to travel because of a 
local/national emergency, or student 
is in custody 

Z Student not on admission register 
Register set up but student has not yet 
joined the school 

# Planned school closure 
Whole or partial school closure due to 
half-term/bank holiday/INSET day 

 

 
 
 
 
 
  


