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1.  Aims   

In line with Keeping Children Safe in Education 2026, the school recognises that safeguarding is 
everyone's responsibility and that attendance is a key protective factor in keeping children safe. 
Attendance, punctuality and patterns of absence will be monitored proactively, and any concerns will 
be considered alongside safeguarding, wellbeing and vulnerability information to ensure pupils 
receive timely support. 

We are committed to meeting our obligations regarding school attendance through our whole-school 
culture and ethos that values good attendance. Our aims include:  

• 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 support attendance.  
• Ensuring compliance with the latest DfE guidance on attendance, including daily data 

sharing with the DfE and local authorities.  

We will also promote and support punctuality in attending lessons.  

The school recognises that poor attendance, persistent absence and periods of unexplained absence 
may be indicators of wider safeguarding concerns. Attendance concerns will be considered within the 
school's safeguarding processes, and information will be shared with the Designated Safeguarding 
Lead where appropriate. 

2.  Le gisl ation and  Guidance   

This policy meets the requirements of Working Together to Improve School Attendance (August 2024) 
from the Department for Education (DfE) and refers to DfE’s statutory guidance on school attendance 
parental responsibility measures. It is also based on the following legislation:  

- Part 6 of The Education Act 1996  
- Part 3 of The Education Act 2002  
- Part 7 of The Education and Inspections Act 2006  
- The Education (Pupil Registration) (England) Regulations 2006 and subsequent amendments  
- The Education (Penalty Notices) (England) (Amendment) Regulations 2013  

This policy aligns with the 2024 update requiring all schools to share daily attendance registers with 
the DfE and local authorities.  

For more information, refer to:  
• Working Together to Improve School Attendance  
• Parental Responsibility Measures for Behaviour and Attendance  

3.  Roles  and  Res ponsib il it ies   

3.1 The  Governing Bod y  

The  gove rning body is  res pons ible  for:   

https://www.legislation.gov.uk/ukpga/1996/56/part/6
https://www.legislation.gov.uk/ukpga/1996/56/part/6
https://www.legislation.gov.uk/ukpga/2002/32/part/3/enacted
https://www.legislation.gov.uk/ukpga/2002/32/part/3/enacted
https://www.legislation.gov.uk/ukpga/2006/40/part/7/enacted
https://www.legislation.gov.uk/ukpga/2006/40/part/7/enacted
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/contents/made
https://www.legislation.gov.uk/uksi/2013/757/contents/made
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/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
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•  Promoting the importance of  school attendance across the school’s  pol icies and 
e thos.   

•  E ns uring sc hool  leade rs  fulf i l  e xpec tations  and s tatutory  duties.   
•  Re gularly  re vie wing and c hal le nging atte ndance  data.   
•  Monitoring atte ndance  f igures  for  the  whole  sc hool.   
•  Making sure s taff  rec eive  adequate  training on atte ndance .   
•  H olding the  H eadteac he r ac countable  for  imple menting this  pol ic y.   

3.2 The  He ad  of  School  

The  He ad of  School is  res pons ible  for:   
•  Imple me nting this  pol icy  at  the  sc hool.   
•  Monitoring school - le ve l  abs enc e  data and re porting i t  to  gove rnors.   
•  S upporting s taff  in  monitoring the attendance  of  indiv idual  pupils.   
•  Monitoring the  impac t  of  attendance  strate gies.   
•  Re fe rr ing cases  for  e xte rnal  s upport  whe re  nee de d,  s uch as  E arly  H elp 

inte rve ntion.   
•  E ns uring the school  mee ts  i ts  obl igation to s hare  daily  atte ndance  data with 

the  D fE  and loc al  authori t ies.   

3.3 The  D esignat ed  Senior  Le ader  f or  Atte nd ance   

The  des ignated se nior  le ade r  for  atte ndance  is  res ponsible  for:   
•  Le ading atte ndance  ac ross  the  sc hool.   
•  E valuating and monitoring expec tations  and processe s.   
•  Monitoring and analysing atte ndanc e  data.   
•  Be nc hmarking attendance  data to identi fy areas  for  improve me nt.   
•  P roviding atte ndance  reports  to  s taff  and re porting c once rns  to  the 

H eadte ac he r.   
•  Working with e xte rnal  age ncie s  to  tack le  pe rs is te nt  absence.   
•  Imple me nting D fE  rec omme ndations  for  re duc ing pe rs is te nt  and se ve re 

abse nce.   
•  S upporting te ac he rs  in  disc uss ing attendance  issues  with parents .   
•  De live ring targe te d inte rve ntions  for  pupils  and famil ie s.   

The  des ignated se nior  le ade r  res pons ible for  attendance  is  Kate  Aus tin  and c an be  
c ontac te d via  office@brackenhill.notts.sch.uk.  

The  Atte ndance  Lead wi l l  work  c lose ly  with the  D esignate d S afe guarding Lead (D SL)  
to  ide nti fy and res pond to atte ndanc e patte rns  that may indic ate  s afe guarding 
r isks,  inc luding ne glec t,  e xploitat ion,  me ntal  he alth c once rns,  domes tic  abuse  or  
c hi ldre n miss i ng e ducation.  

3.4 Cl ass  Te ache rs   

Class  teac he rs are  res ponsible  for:   

•  Re cording atte ndance  via  the  Arbor  s yste m,  using the  correc t  c odes,  and 
s ubmitt ing this  information by 9: 20am and 1: 30pm.   

•  E ngaging with pupils  and parents to  s upport  good atte ndance.   
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3.5 School  Admin Staff   

Admin s taff  wi l l :   
•  Tak e  cal ls  f rom pare nts  about  abse nces  and record the m in  the  sc hool  

s ys te m.   
•  Trans fe r  c al ls  to  class  te ac he rs  or  phase  le ade rs  whe n nec ess ary.   

3.6 Pare nts/C arers   

P are nts /care rs  are  e xpec te d to:   
•  E ns ure  their  c hi ld atte nds  school  e ve ry day and on t ime.   
•  N oti fy  the  school  before 9am  on the  day of  an abse nce  via  phone  or  Sees aw.  
•  P rovide  at  leas t  two emergency contact numbers .   
•  Arrange  appointments  outside  s chool  hours  whe re  possible.   

3.7 Pupils   

P upi ls  are e xpec ted to atte nd sc hool  e ve ry  day and on t ime.   

 4.  Recording Attendance   

4.1 Att end ance  Regist er   

The  s chool  fol lows  D fE -mandated attendance  re porting.  We  wi l l  take  our  
atte ndance  re gis te r during re gis tration t ime s  in  the  morning and afte rnoon.   The  
atte ndance  re gis te r wi l l  re cord whether  a  pupil  is:   

•  P rese nt.   
•  Attending an approve d off -si te  e ducational  ac t ivi ty.   
•  Abs ent.   
•  Unable  to  atte nd due  to e xc eptional  ci rcums tanc es.   

The  s chool  wi l l  share  atte ndance  data daily  with  the  DfE  and local  authori t ies.   

Any ame ndme nt to the  attendanc e  re gis te r  wi l l  include:   
•  The  original  e ntry   
•  The  ame nded entry    
•  The  reason for  the  ame ndme nt  
•  The  date  on whic h the  amendme nt was made    
•  The  name  and pos ition of  the  pe rs on who made  the  ame ndme nt  

Se e  appe ndix  1 for  the  D fE  attendanc e c odes.   

We  wi l l  a lso rec ord:   
•  Whe the r  the abse nce  is  authorise d or not   
•  The  nature  of  the ac tiv i ty  i f  a  pupi l  is  atte nding an approve d e duc ational  

ac tivi ty   
•  The  nature  of  ci rc ums tanc es  whe re  a  pupi l  is  unable  to  atte nd due  to 

e xce ptional  c i rcums tances   
We  wi l l  k ee p e ve ry  e ntry  on the  attendance  re gis te r  for  3  ye ars  afte r  the  date on 
whic h the  entry  was  made.   
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P upi ls  mus t  arrive  in  sc hool  by  9am on e ac h sc hool  day.  The  re gis te r  for  the  
morning wil l  be  take n at 9am and wi l l  be  ke pt  open unti l  9. 20 am.  The  re gis te r  for  
the  afte rnoon wi l l  be  take n at 1. 10pm and wi l l  be  k ept  ope n unti l  1. 30pm.   

4.2 Unp lanned  abse nce    

The pupil ’s  parent/carer must  not ify the school of  the reason for the absence on the 
f irst  day of  an unplanne d abse nce  by 9am or  as  s oon as  practic al ly  poss ible  by 
c al l ing the  sc hool  admin s taff  or  s ending a  see saw message.   

We  wi l l  mark  abse nce  due  to i l lness  as authorise d unless  the  sc hool  has  a  genuine  
c once rn about  the  authe ntic i ty  of  the i l lness.   

I f  the authent icity of  the i l lness is  in  doubt ,  the school may ask the pupi l ’s  
parent/carer  to provide medical  evidence,  such as a doctor’s  note,  prescr ipt ion,  
appointment card or other appropriate  form of  e vide nce .  We  wi l l  not  ask  for  me dic al  
e vide nc e unnecessari ly.   

I f  the  sc hool  is  not  s atis f ie d about  the  authe ntic i ty  of  the i l lness,  the  abs ence  wi l l  
be  rec orde d as  unauthorised and parents/c are rs  wil l  be  noti f ied of  this  in  advanc e.   

4.3 Pl anned  abse nce    

Attending a  medic al  or  de ntal  appointme nt wil l  be  c ounte d as  authorise d as long as  
the  pupil ’s  parent/carer not if ies the school in  advance of  the appointment  by phone or 
seesaw mess age .   

H owe ve r,  we  e nc ourage  parents /c are rs  to  make  medic al  and de ntal  appointme nts  
out  of  school  hours whe re  pos sible.  Whe re  this  is  not  poss ible,  the  pupi l  s hould be 
out  of  school  for  the  minimum amount of  t ime  necess ary.   

The pupil ’s  parent/carer must  a lso apply for other types of  term - t ime  abse nce  as  far  
in  advance  as  possible  of  the  re ques ted abse nce .  Go to sec tion 5 to  f ind out whic h 
te rm -time  abse nces  the  sc hool  c an authorise.    

4.4 Late ness  and  punct ualit y    

A pupil  who arrives  late:   
•  Be fore  the  re gis te r  has close d wi l l  be  marke d as  late,  using the appropriate  

c ode   
•  Afte r  the  re gis te r  has  clos ed wi l l  be  marke d as  abse nt,  using the  appropriate 

c ode   

 4.5 F oll owing up  unexpl ained  abse nce   

Whe re  any pupi l  we e xpec t  to atte nd sc hool  does  not  attend,  or  s tops  attending,  
without  re as on,  the sc hool  wi l l :   

•  D ay 1:  Call  the  pupi l ’s  pare nt/care r  on the  morning of  the  f i rs t  day of  
une xplained abse nce  to asce rtain  the  re as on by 10am.  I f  the  sc hool  c annot  
re ac h any of  the  pupi l ’s  e me rge nc y c ontac ts ,  a  fol low -up te xt/e mail  wi l l  be  
se nt.   A sec ond atte mpt of  c ontac t  wi l l  be  tr ie d by 1. 30pm.   

•  D ay 2:  Mak e a  third phone  c al l  to the  pare nt/c are rs  and eme rge nc y c ontac ts  
by 10am.  If  no res ponse  the re  wi l l  be  a home visi t  c omplete d by c ommunity  
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l iais on.   I f  no contac t  is  made,  we  wi l l  c ontac t  the  polic e  for  furthe r  guidance 
and a  MASH  re fe rral  wil l  be  made.   

•  D ay 3-  D ay 10:  I f  the re has  s t i l l  bee n no c ontac t,  the  sc hool  wi l l  conduc t  a  
home  visi t  and l iaise  with othe r  profess ionals  to  locate  the  c hi ld.   

•  D ay 10:  a  refe rral  would be  made  to the  Chi ldren Missing in  E duc ation Team.  

4.6 Rep ort ing t o pare nts /care rs   

The  s chool  wi l l  re gularly  inform pare nts  about the ir  chi ld’s  atte ndanc e and 
abse nce  levels at  pare nts’  evenings,  annual  re vie ws  and via  the  e nd of  year  re port  
as  a  minimum.   I f  the re  are  c once rns  it  wi l l  be  disc usse d more  fre que ntly.   

5.  Authoris ed  and  unauthoris ed  absence    

5.1 Definit ions    

Aut horised  abs ence    

An abse nce  is  class if ie d as authorised whe n a c hild  has  bee n away from school  for  
a  le gi t imate  unavoidable  re as on and the  sc hool  has  receive d noti f icat ion from a 
parent  or  c are r.  For e xample,  i f  a  c hi ld  has be en unwe ll  and the  pare nt  telephones  
the  sc hool  to  explain  abse nce.    

Only  the  He adteache r c an dec ide  on whe the r an abs ence  is  authorise d or  not.  
S ome times,  e ve n i f  abs ence  is  s upporte d by the  parent,  an abse nc e wil l  be  
unauthoris ed,  e. g.  i f  a  c hi ld  re fus es  to atte nd.    

U naut horised  abse nce    

An abse nce  is  class if ie d as unauthorise d when a c hi ld  is  away from sc hool  without  
pe rmission of  the  sc hool,  e ve n i f  the  abse nce  is  supported by the  pare nt.   

5.2 Ap proval  f or  term -time  abse nce    

The  He ad of  School  wi l l  only  grant  a  leave  of  abse nce  to a pupi l  during te rm time  i f  
the y cons ide r  the re to  be  'e xce ptional  c i rcums tances '.  A  le ave  of  abse nce  is  
granted at  the  He adt eacher’s  discret ion,  inc luding the length of  t ime the pupi l  is  
authorise d to be abse nt  for.   

We  de fine  ‘except ional  c ircumstances’  as  unique,  one -off  s ituations  that  are  
unavoidable  and beyond the  family's  control,  whe re  atte nding sc hool  would not  be  
in  the  bes t  inte re s t of  the  c hi ld.    

The  s chool  c ons iders  e ac h appl ic ation for  te rm -time absence  individual ly,  tak ing 
into account  the  s pec if ic  fac ts,  ci rc ums tances  and re le vant  conte xt  be hind the  
re ques t.    

Any re ques t  should be  submitted as  s oon as  i t  is  anticipate d and,  whe re  pos sible,  
at  le as t  2  week s  before  the abse nce ,  and in  acc ordance  with any le ave  of  abse nce  
re ques t  form,  access ible  v ia  the  sc hool  off ice.  The  He adte ac he r may require  
e vide nc e to s uppo rt  any re ques t  for  leave  of  abse nce.    

V al id reasons  for  authorised absence  include:   
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•  I l lness  and me dic al/de ntal  appointments  (see  s ec tions  4.2 and 4. 3 for  more  
de tai l)   

•  Re l igious  obse rvance  –  whe re  the  day is  e xclusive ly  se t  apart  for  re l ig ious  
obse rvanc e by the re l ig ious body to which the pupil ’s  parents belong.  I f  
necessary,  the school wil l  se ek  advic e  from the  pa rents ’  re l ig ious body to 
conf irm whether the day is  set  apart   

•  Trave lle r  pupi ls  trave ll ing for  occupational  purpos es  –  th is  c ove rs  R oma,  
E nglis h and Welsh gypsie s,  I r is h and Sc ottis h travel le rs,  showme n (fairground 
pe ople )  and c ircus  pe ople,  bargee s (occ upational  boat  dwe lle rs )  and ne w 
travel le rs .  Abse nce may be  authoris ed only  whe n a trave l le r  family  is  k nown 
to be trave ll ing for  occupational  purpose s  and has  agree d this  with the 
sc hool,  but  i t  is  not k nown whethe r  the pupi l  is  atte nding e duc ational  
provision  

5.3 Le gal  s anctions    

The  s chool  and local  authori ty  c an f ine  pare nts  for  the  unauthorise d abs ence  of  
their  c hild  f rom school,  whe re  the  child  is  of  c ompulsory sc hool  age.   

I f  issued with a  f ine,  or  penalty  notic e,  e ac h pare nt  mus t  pay £80 within  21 days  or  
£160 within  28 days.  The  payme nt mus t  be  made  direc tly to  the  local  authori ty.   

P enalty  notice s can be iss ue d by a  Headteac he r,  loc al  authori ty off ice r  or  the  
pol ice.    

The  dec ision on whe the r  or  not  to  iss ue  a  penalty  notic e may c onside r:   
•  The  numbe r of  unauthorised abse nces  occurr ing within a  rol l ing acade mic 

ye ar    
•  One-off  ins tanc es  of  i r re gular  attendance,  s uc h as  hol idays  take n in  te rm 

t ime without  pe rmiss ion  
•  Whe re  an exc lude d pupi l  is  found in  a  publ ic  place  during sc hool  hours  

without  a  jus t i f iable  re as on  
I f  the  payme nt has not  be en made  after  28 days,  the  loc al  authori ty  can decide  
whe the r to  prosec ute  or  withdraw the  notice.   

5.4 Nat ional  framework f or penalt y notices    

The  ne w national  thres hold for  cons iderat ion of  le gal  ac tion is  10 ses sions  of  
unauthoris ed absence  in  a  rol l ing pe riod of  10 sc hool  wee ks.  A  sc hool  wee k  me ans  
any wee k in  whic h the re  is  at  le as t  one sc hool  se ssion.  This  can be  me t with any 
c ombination of  unauthorised abse nce,  inc luding late s  afte r  c lose  of  re gis te r 
(Atte ndanc e  code  U)  and unauthorised le ave  in  te rm t ime  (Attendance  c ode G).    

I f  a  chi ld ’s  absence fal ls  into th is  category the school  wi l l  decide i f  further offer  of  
support  is  l ike ly to  improve  the  s i tuation or  i f  a  re ques t  for le gal  ac tion should be 
s ubmitted to the  Loc al  Authori ty.   
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6.  St rat egies  f or  Promoting Att end ance   

The  s chool  has  imple me nte d the  fol lowing ince ntive s  to  promote  good attendance:   

•  The  c lass  with the highes t  atte ndance for  the  wee k,  along with pupils  
ac hie ving 100%  atte ndance  for  the  half  te rm,  is  c elebrated on the  attendance  
notice  board.   

•  100%  atte ndance  with a  mess age  to pare nts  .   

•  Attendanc e  data is  re gularly analyse d to ide nti fy trends  and allow for  e arly  
inte rve ntion whe re  nece ssary.   

•  P athways  wi l l  ce lebrate  in  the ir  own appropriate  way.   E xplore rs wil l  foc us  on 
a  dai ly  welc ome / ac tiv i ty  that children e njoy with a  scripted phrase ‘Yey!  
School! ’ .   Adve ntures  wi l l  have  a  dai ly  re f lec tion with each child  to  ce le brate 
their  atte ndance  at sc hool.   P ione e rs  wi l l  c ele brate  a  wee k of  attendanc e  via  
a  s tick e r  chart  or  similar  re ward s trategy.   

7.  Att end ance  Monitoring  

Bracke n H il l  aims  for  a  whole -sc hool  atte ndance  targe t  of  at  leas t 95%,  in  l ine  with 
D fE  e xpec tations.  H owe ve r,  the  sc hool  ack nowle dges  that  re asonable  adjus tme nts  
may be  nee de d for  pupi ls  with  SEND , c omple x me dic al  ne eds ,  or  othe r  e xceptional  
c i rcums tance s.    

Sc hool  atte ndance  f igures  wi l l  be  analyse d half - te rmly.  Howeve r,  for  indiv idual  
pupi ls  who are  not  atte nding re gularly,  e arl ie r  and more  dynamic  inte rventions  wil l  
be  imple me nted as  nece ssary.   

P upi ls  fall ing be low 90%  atte ndanc e  wi l l  be  c lose ly  monitore d.  This  information 
wi l l  be  s hare d with parents/c are rs,  and proac tive  s upport s trate gies  wil l  be  
outl ine d.   

The  atte ndance  targe ts  at  Bracke n H il l  re f lec t  the SEN  nee ds  of  the  pupi l  
population and the c omple x me dic al,  emotional,  and be havioural  fac tors  that 
impac t  atte ndanc e.  The  sc hool  is  c ommitte d to inte rve ning r igorous ly  but  
pragmatically,  c ons ide ring e nviro nmental,  s ocial,  and physiologic al  fac tors  
affec t ing atte ndance.   

N on- atte ndance  is  re garde d as  a  barr ie r  to  e ngage me nt and wi l l  be  c hal le nge d 
robus tly  using a  range  of  s trate gies  tai lore d to individual  pupi ls.  Conside ration wi l l  
be  give n to t ime tabl ing and adjus tme nts  whe re  the re  is  regular  non -atte ndance  on 
s pec if ic  da ys  or  sess ions .  Additional ly,  afte r  a  pe riod of  abse nce,  s ome  pupi ls  
(es pec ial ly,  but  not e xc lus ively,  those  with AS D) may re quire  additional  s upport  to  
faci l i tate  their  re inte gration into school,  partic ularly after  holidays  whe n routine s 
or  class  groups  m ay have  c hanged.   

7.1 Monit oring Atte nd ance   

The  s chool  wi l l :   
•  Monitor  atte ndance and abs ence  data half - te rmly,  te rmly,  and ye arly  at  both 

whole  sc hool  and individual  pupil  le vels.   
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•  Identify  s pec if ic  groups  of  pupils  whose  abse nces  may be  a  c ause  for  
c once rn.   

P upi l- le ve l  abse nce  data wi l l  be  c ollec te d e ac h te rm and publ is he d at  nat ional  and 
loc al  authori ty  le vels  through the  D fE 's  sc hool  abse nce  national  s tat is tics.  The  
unde rlying sc hool  le ve l  abs enc e  data is  publis he d alongside  national  s tatis tics.  
The  s chool  wi l l  compare i ts  attendance  data to  the national  ave rage  and s hare  this  
information with the  gove rning board.   

7.2 Analysing Attendance   

The  s chool  wi l l :   
•  Re gularly  analys e atte ndance  and abse nce  data to  ide nti fy  pupi ls  or  c ohorts  

re quiring addit ional  support  and use  this  analysis  to  provide  targe te d 
inte rve ntions  for  pupils  and famil ie s.   

•  E xamine  his torical  and e me rging patterns  of  atte ndance  and abse nce  and 
de ve lop s trate gies  to  address  the m.   

7.3 Using Data t o Improve  Atte nd ance   

The  s chool  wi l l :   
•  P rovide  re gular  atte ndance  reports  to  c lass  te ache rs  and sc hool  le ade rs  to  

faci l i tate  disc ussions  with pupils  and famil ie s.   
•  Use  data to monitor  and e valuate  the  impac t  of  atte ndance  inte rventions ,  

modify ing strate gies  as  nee de d to e nsure  e ffec tive ness .   

7.4 Red ucing Persiste nt  and  Se ve re  Abs ence   

Whe n atte ndance  conce rns  ar ise,  c ons ide rat ion wi l l  be  given to unde rly ing me ntal  
he alth,  e motional  we llbe ing and ne urodive rse  ne eds .  Appropriate support  and 
re fe rrals  wil l  be  c onside red whe re  atte ndance  di f f ic ult ies  are  l inke d to e motional  
or  me ntal  health  barr ie rs.   

Persistent absence  is  de fine d as a  pupi l  mis sing 10% or  more  of  school,  whi le  severe 
absence  re fe rs  to  a  pupi l  miss ing 50% or  more  of  s chool.   

The  s chool  wi l l :   
•  Use  atte ndance  data to  identify  patte rns  and tre nds  in pers is te nt  and se ve re 

abse nce.   
•  H old re gular  me e tings  with pare nts  of  pupi ls  who are  identi f ied as  vulne rable  

or  pe rsis tently/s eve rely  abs ent,  in collaboration with the  loc al  authori ty  
whe re  neces sary.   

•  P rovide  acces s  to wide r  s upport  se rvice s to  re move  barr ie rs  to  attendance.   
•  Indiv idual ise d t imetables  whe re  nece ss ary.   
•  Re fe r  c as es  to E arly  He lp for  addit ional  s upport.   

7.5 Att end ance  at  Alte rnative Provis ion and  C olle ge  Pl aceme nts  

The  s chool  re tains ove ral l  res ponsibi l i ty  for  s afe guarding and monitoring the 
atte ndance  of  pupils  atte nding alte rnative  provis ion,  furthe r  e duc ation c ol leges ,  
work-base d learning place me nts  and othe r  off -si te  educ ational  s e tt ings.  
Attendanc e  information w il l  be  obtaine d re gularly  and followe d up promptly  whe re  
c once rns  ar ise .  The  sc hool  wi l l  seek  ass uranc e that  s afeguarding arrange me nts  are  
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robus t  and e ffec tive  within  al l  c ommiss ione d provision.  

8.  Monit oring Arrange me nts   

This  polic y  wi l l  be  re viewed eve ry  ye ar  or  whe n D fE  guidance  is  update d,  by  Kate  
Aus tin  and approved by the  Gove rning Body.   

 9.  Links  wit h Ot her  Policies   
•  Child P rote ction and Safe guarding Pol ic y   
•  Be haviour  P olic y  
•  Child Protect ion and Safeguard ing Po l icy   
•  Behaviour Pol icy  

•  Onl ine Safety Po l icy   

•  Menta l  Hea lth and Wel lbe ing Po l icy  

•  Children Miss ing Educat ion Procedures  
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Appe ndix  1:  School  Atte nd ance  C odes  2024  

Present Codes  

/ \ present during registration  

B educated off site and taster days and do not fit K, V, P or W codes  

K attending provision arranged by the local authority  

L arrived after the register has started but before it has closed  

P Sporting activity with prior agreement from school  

V educational visit or trip  

W work experience  

Absent Codes  

Authorised Absences  

C exceptional circumstances  

C1 in a regulated performance/undertaking regulated employment abroad  

C2 absent due to part-time timetable  

D dual registered  

E suspended or permanently excluded  

I illness (not medical or dental appointments)  

J1 job/school/college interview  

M medical or dental appointment  

Q unable to attend because of a lack of access arrangements  

R religious observance (only 1 day allowed, any more coded as C if agreed)  

S study leave  

T parent travelling for occupational purposes  

X non-compulsory school age pupil not required to attend school  

Y1 unable to attend due to transport provided not being available  

Y2 unable to attend due to widespread transport disruption  

Y3 unable to attend due to part of the school premises being closed  

Y4 unable to attend due to whole school closure  

Y5 unable to attend as pupil is in criminal justice detention  

Y6 unable to attend in accordance with public health guidance or law  

Y7 unable to attend due to other avoidable cause (must affect the pupil NOT the parent)  

Unauthorised Absence  

G holiday (not agreed)  

N reason for absence not yet established (must be corrected within 5 days)  

O absent in other or unknown circumstances  

U late after register has closed  

Z pupil not yet on register  

# planned whole school closure (e.g. holidays, insets and polling station days)  
 


