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Attendance Policy 

Attendance Intent 
At Manor Primary School we strongly believe that attendance at school and being punctual are vital 
foundations for children’s personal and academic growth. Establishing excellent attendance and punctuality 
patterns from an early age gives children the greatest chance to maximise their potential and enable children to 
develop a deep-rooted sense of belonging to their class and school communities. Developing positive attendance 
and punctuality behaviours are vital aspects of continued academic success as well as future success within the 
workplace. At Manor Primary, we pride ourselves on our school motto - ‘It’s Cool to Be in School!’ 

 
We believe that: 

• Prolonged and consistent absence, in any year group, affects access to the curriculum and access to 
the social side of school therefore work and interactions will be missed and personal and academic 
progress will be negatively affected. 
• Repeated and consistent lateness is an unsettling start to the school day for both the child and school. 

These beliefs are supported by a large body of research that shows that high attendance levels are important 
because: 

• There is a direct link between under-achievement and absence below 95% 
• Regular attenders make better progress, both socially and academically 
• Regular attenders find school routines, school work and friendships easier to cope with 
• Regular attenders find learning more satisfying 
• Regular attenders are more successful in transferring between primary school, secondary school and 
higher education, employment or training. 

 

As a result of this, our expectation is that children maintain an attendance figure above 96% throughout an 
academic year.  

Below Average National Average Good Excellent 

Below 95.9% 96% 96.1% - 98.9% 99% - 100%  
 

 

When percentages start to fall below the average, research indicates that this will have a significant impact on 
a child’s learning and progress. Attendance is extremely important. If children are not here, they cannot learn! 
 



 

 
 

Attendance during one 
typical school year 

(190 days) 

Equals this number of 
days absent 

Which is 
approximately this 
many weeks absent 

Which means this 
number of lessons 

missed  

95% 10 days  2 weeks 60 lessons 

90% 19 days  4 weeks  Over 100 lessons 

80% 38 days  8 weeks  Over 220 lessons  

70% 57 days  12 weeks  Over 300 lessons  

 

As a school we adhere to Department for Education (DfE) documents: 
• School Attendance: Departmental advice for maintained schools, academies, and independent schools 
and local authorities (July 2019) 
• Children Missing Education (September 2016) 

 

What the Law says about attendance 

Regular and punctual attendance at school is both a legal requirement and essential for pupils to maximise 
their educational opportunities. Section 444 Section 7 of the Education Act 1996 states that:  
 

‘the parent of every child of compulsory school age shall cause him / her to receive efficient full time 
education suitable (a) to age, ability and aptitude and (b) to any special educational needs he/ she may have 

either by regular attendance at school or otherwise’ 
And 

Section 175 of the Education Act 2002 places a duty on local authorities and governing bodies to have regard 
to guidance issued by the Secretary of State with regard to safeguarding and promoting the welfare of 

children and students under the age of 18. 
 

 

 

In recognition of this, the law makes it an offence for a parent or carer to fail to secure the regular 
attendance of their child at a school at which the child is a registered pupil, without good reason or the 
agreement of the school. 
 

Update on Attendance for September 2021 in circumstances related to coronavirus (COVID-19) 

Addendum: recording attendance in relation to coronavirus (COVID-19) during the 2021/2022 
School Attendance is mandatory and usual rules apply. 
Self-Isolation rules have changed. 
 

An adult who has received both doses of the vaccine or a child under the age of 18, do not need to self-isolate 
if they are in contact with someone with symptoms or who has tested positive for COVID – 19. They should 



 

 
 

take a PCR test. 
 

 If a pupil has symptoms or has been in contact with someone who has tested positive, they should take a 
PCR test, school should code them X. 

 If the test is negative but the pupil is unwell school should change the code to I. If they are well, they 
should return to school. 

 If the test is positive the school should change the code to I until the end of the self-isolation period and 
they are well enough to return to school. 

 Code X should only be used until the result of the PCR test in every case. 

 If a family refuse to take a PCR test, school should encourage them to do so. Schools are able to 
request supporting evidence that the family are self-isolating. Where the school is not satisfied with the 
reason given for the absence, they may use an unauthorised absence code. 

 If the pupil is unable to have a PCR test, school should use code X. 

 If a pupil has to quarantine school should use code X 
 
 

School Attendance DFE Guidance 
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-
19-during-the-2021-to-2022-academic-year 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2021-to-2022-academic-year
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2021-to-2022-academic-year


 

 
 

Roles and Responsibilities 
The Headteacher/Deputy Headteacher will oversee and co-ordinate the schools work in promoting regular and 
good attendance. The school is responsible for the accurate recording and monitoring of attendance and that 
the policy is consistently used. They will ensure that issues are identified at an early stage and that support can 
be offered and put in place prior to attendance becoming an issue. 

Headteacher/Deputy Headteacher 

• Maintains whole school responsibility for attendance 
• To set clear and challenging attendance targets as part of school self-review 
• To ensure that all school personnel, pupils and parents are aware of and comply with this policy 
• Monitor trends and arrange for letters to be sent when triggers are hit 
• Target intervention and support to those children that have been highlighted as poor attendees 
• Where required, utilise a multi-agency response to the attendance concerns 
• Have a clear system in place for parents to report a child’s absence 
• Report to the Governing body the attendance figures and progress to achieving the set targets 
• Promote the importance of excellent attendance through assemblies 
• Publicise excellent attendance during assemblies and newsletters  
• Reward good attendance 
• Responsible for authorising absence by adhering to DfE guidelines and referring cases to Local 
Wolverhampton Authority when required 
• To schedule a home visit from a representative of the school if no contact has been received 

All staff – teachers and teaching assistants  

• Set a good example of punctuality and good attendance; 
• Ensure that registers are taken at the appropriate times and are accurate and up to date 
• To encourage good attendance and punctuality for the children in their care 
• To have an awareness of class and individual attendance patterns and report concerns to senior leader 
• To inform senior leaders of any concerns about attendance or where attendance is impacting on a pupil’s 
achievements 
• Discuss individual pupil attendance at parent-teacher consultations 
• Praise pupils for good punctuality and good attendance 
 

Administrative attendance officer 

Daily roles 
• To carry out first day calling processes – see below 
• To monitor late entrants into school and adjust SIMS accordingly along with the time of arrival 
• To forward phone messages to class teachers regarding absences 



 

 
 

• Record reasons for absence on SIMS 

• Record medical appointments on SIMS and state whether medical evidence has been seen 

 

First Day Calling Process 

• There is a 9.30am deadline for all parents to inform school that their child is absent from 

school that day and the reason why. 

• At 9.30am first day calling will take place for all parents who have not made contact with the 

school. 

• If there is no answer, we will try all available contacts for the household 

• If there is still no answer, we will leave a voice message and send an e-mail 

• Where contact isn’t made home visits will take place. 

• If we perform a home visit, and we still cannot make contact with you, school will call 111 and 

ask the Police to perform a ‘Safe and Well’ check at your address. 

 
Weekly 
• Provide class and whole school attendance information to the Headteacher and Deputy Headteacher  
• Alert Headteacher/Deputy Headteacher to any attendance concerns daily and across the week 
• To monitor register coding and alert staff of inconsistencies 
• To undertake fortnightly attendance reporting to update senior leaders 
 

Half-termly 
• To send attendance notifications to parents as a result of attendance concerns 
• To invite parents to meeting regarding attendance where attendance is a concern 
 

Additional roles 
• To liaise with the Headteacher regarding requests for leave and respond via letter to parents 
• To contribute attendance information toward governors reports 
• To produce individual/group attendance reports as requested 
• To produce attendance figures and documentation for end of year reports 
 

Parents/Carer 

Good attendance and punctuality are vital to the progress of our children’s education and while we accept that 
we are all ill on occasions, unavoidably late or absent, parents are expected to ensure their child attends school 
regularly. 
As a parent, it is your responsibility to ensure your child attends school on time every day. Parents need to 



 

 
 

inform school immediately if their child will be absent from school for any reason. Allowing a child to be 
absent without good reason is against the law and parents can face prosecution. 
 

Expectations of Parents/Carers 
• To ensure their child attends school regularly, is properly equipped and is ready to learn every day that school 
is open 
• Ensure that their children are punctual, registration takes place between 8:55am and 9.00am 
• Ensure that their child is collected on time at the end of the school day – 3.10pm for Reception, 3:15pm for 
KS1 and 3:20pm for KS2 
• Ensure that their child is not collected until the end of each day 
• To notify the school every day of absence by 9.30am. All absences will be recorded as ‘O’ unauthorised until 
an explanation or evidence is provided. The onus is on the parent to inform the school and provided appropriate 
evidence 
• As in the work environment medical and dental appointments should be booked outside of the school day 
whenever possible 
• To provide the school with up to date contact details and telephone numbers for every adult with parental 
responsibility. The school should be provided with at least two emergency contact numbers. If contact details 
change then we must be informed of new details within 24 hours 
• Avoiding taking holidays in term time - If a ‘Leave of Absence’ is required for exceptional circumstances, it 
should be made in writing (using the application form available from the school office) to the Headteacher at 
least 15 days in advance of the proposed start date of the absence. The circumstances you consider ‘exceptional’ 
must be detailed  

Please note that exceptional circumstances do not include holiday of a lifetime, special family birthdays, 
cheaper holiday deal or visiting relatives abroad/far away 

• Where attendance is a concern, working in partnership with the school to improve matters 
• Keeping school fully informed on all matters that might affect attendance and their child in school  
 

Pupils 

• To attend school regularly and promptly 
• Arriving at school on time, registration is at 8:55am 
• To attend morning and afternoon registration promptly 
• Begin to know and understand the value of good attendance and punctuality on learning and in readiness 
for adult and working life. 
 

 

 

 



 

 
 

Unauthorised absence examples 
It is not acceptable to assume your child can have days out of school for the following events and activities: 
• Moving House 
• Funerals 
• New babies 
• Other child in family is sick and parent cannot get other child to school 
• Parent on holiday and child staying with a relative/relative cannot bring child to school– it is expected that 
other arrangements are made with family members/neighbours/friends to bring your child to school 
• Parent/Carer/sibling being sick/illness 
• Parent sick on a long term basis and cannot get child to school – it is expected that other arrangements are 
made with family members/neighbours/friends to bring your child to school 
• Inclement weather i.e. severe snow – if you live within a 1 mile radius of the school, unless there is a babe in 
arms in the household, or you live in a remote setting, you are expected to get your child to school. 
• Buying new school shoes/summer uniform because parents forgot to do it in the holidays  
• Going on holiday/ returning from holiday 
• Tiredness 
• Waiting in for the builders/Gas man/delivery driver to arrive 
• Withdrawing your child from school when alternative arrangements have been made to address the reasons 
they are unable to attend or take part in a specific lesson or event e.g. carol service 

 
Punctuality 
Manor Primary School promotes the view that regular, punctual attendance is important to ensure the best 
possible learning outcomes for all of our children. We feel the whole school community has a responsibility for 
supporting our children establish good routines and habits in preparation for the rest of their lives and we 
want to work closely with parents and carers to promote regular, punctual attendance. 
We are therefore expect all our Manor families to emphasise the importance of being in school on time. School 
starts at 8.45 a.m. every day so that the children can start their lessons promptly. Children who arrive late 
are greatly disadvantaged because they miss starting the day with their peers and the beginning of lessons. This 
means that they are often unsettled, anxious and unsure about their learning. Every minute late, is a minute 
of learning lost! 

Minutes late per day during the school year  Number of days of learning missed  
5 minutes late everyday 3.4 days 
10 minutes late every day 6.9 days 
15 minutes late every day  10.3 days or two whole school weeks! 

20 minutes late every day  13.8 days or nearly three whole school weeks  
30 minutes lost every day  20.7 days or a whole month  

1 hour lost every day 41.4 days or half a term! 
 



 

 
 

It is essential that all parents/carers ensure that children arrive at school on time to prevent disruption to their 
child’s own learning and that of others. 
Late to school in the morning and afternoon Registration happens in the classroom and not when a child 
arrives at school. Registration starts at 8.55am and finishes at 9:00am. If a child arrives for registration in 
the classroom before 9.00am they will be marked as present code (/). If a child arrives at school after the 
doors have closed they will need to enter via the office and a reason for the lateness given. This will be 
marked as late (L). Where lateness is persistent (more than three per half term) a letter will be issued by 
school or the attendance officer to notify parents of the need for improvement. 
 
We are required to monitor children’s punctuality and attendance. On-going lateness (after the class register 
has been taken) is classified as an unauthorised absence and this is contrary to The Education Act. 
We understand that there may be rare occasions when you are unavoidably late due to unforeseen 
circumstances. On these occasions, all parents/carers must make sure that they contact the school office to 
inform them when they will arrive. 
 

School based actions that could be taken for persistent lateness: 

• Late Gate with EWO to monitor lateness and reinforce school expectations  
• Pupil Leadership letter to reinforce the massage and expectations of good punctuality (Appendix A) 
• Letters home  
• Formal meetings with parents/carers with EWO and senior leader. 
 

Late collection at the end of the school day or after school events 

The school day ends at 3.10pm for Reception, 3:15pm for KS1 and 3:20pm for KS2. Sometimes we receive 
messages at the end of the day to say that parents will be late collecting their children due to traffic or other 
unforeseen circumstances and we accept that sometimes this happens. However, should parents regularly collect 
their children beyond the allocated times, it is not the duty of the school to provide childcare beyond the end of 
the school day, unless there are unforeseen circumstances, and contact with the school has been made. 
Children who are regularly not collected until after 3:30pm will be taken to Wraparound Childcare and 
charges will be made. 
 

Attendance and Illness 

If your child is please ensure that you notify school, via the school office (via phone 01902 556460 or 
absence reporting through Parentmail) as soon as possible and no later than 9.30am. This needs to be done 
every day of absence (unless your child is admitted to hospital, or has a long term illness related absence for a 
period of time – in this instance you do not need to ring every day). First day calling will take place for all 
parents who have not made contact with the school by 9.30am –see first day calling process above. 



 

 
 

The school follows guidance that contains information about time allowed for certain illnesses e.g. 
48 hours for sickness bugs in line with the Public Health guidelines. Whilst it is important that we encourage 
the highest levels of attendance in all pupils, we are aware that a very small percentage of children with 
known medical conditions may not be able to achieve the highest levels of attendance. Where this is the case, 
reasonable adjustments will be made to ensure that individuals are not unfairly disadvantaged. 
 
 

Leave of Absence Requests 

It is now necessary, for all parents to seek ‘Leave of Absence Request Form’ at least 15 school days before you 
are intending to take your child out of school. These forms are available from the school 
office and must be completed by the parent/primary carer and returned to the Headteacher. In order for the 
Leave of absence to be authorised it would have to meet the following criteria; 
• A parent/primary carer has a life limiting illness 
• Other circumstances which are considered to be exceptional (This does not include examples such as: holiday 
of a lifetime, special family birthdays, cheaper holiday deal or visiting relatives abroad)  
Please note: All holidays/leave of absence requests that do not adhere to the above criteria will be unauthorised.  

 
Poor Attendance Referrals 
In accordance with Wolverhampton Local Authority, penalty notices can be issued for unauthorised absence 
and/or persistent lateness.  
Circumstances where a Penalty Notice may be issued: 
• A Penalty Notice can only be issued in cases of unauthorised absence. 
• The presence of an excluded child in a public place at any time during school hours in the first five days of 
exclusion. 
Penalty Notices may be considered appropriate if one of the following criteria is met: 
• There is unauthorised persistent absence. The criteria used is at least 20 sessions of unauthorised absence 
over a period of twelve school weeks, excluding holidays. These absences do not need to be consecutive 
• There is a period of absence not authorised by the head teacher or in excess of the period authorised by the 
Headteacher (e.g. family holiday) 
• Persistent late arrival at school, i.e. after the register has closed. The criteria used is at least 
10 sessions of unauthorised late arrival over a period of 12 school weeks, excluding holidays. 
These late episodes do not need to be consecutive. 
• The presence of an excluded child in a public place at any time during school hours in that child’s first five 
days of exclusion. An “excluded child” is one who has been excluded from school for a given period under the 
Education and Inspections Act 2006. 
• A Penalty Notice will not be issued in respect of children in the care of the LA with whom other interventions 
will be used. 
 



 

 
 

Other conditions: 

• There will be no limit on the times a Penalty Notice for unauthorised leave of absence can be used in an 
academic year. 
• In cases where there is more than one pupil in a family with unauthorised absences, Penalty Notices may be 
issued for more than one child 
• Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised persistent absence / lateness 
will be restricted to one notice/ warning per parent of a pupil per academic year. 
 
 

Exclusion 

Parents and carers can be issued with Penalty Notices if a pupil, who has been excluded, contravenes the details 
set out in the Exclusion Letter as to their whereabouts during the first 6 days of exclusion. 
Section 103 Education and Inspections Act 2006 places a duty on parents in relation to an excluded 
pupil; a parent has to ensure that their child is not present in a public place during school hours without 
reasonable justification during the first five days of each and every fixed period or permanent exclusion. See 
School Exclusion Policy 
 

What the Law states regarding penalty notices 

A Penalty Notice is £60 (per parent, per child), if paid within 21 days of receipt, rising to £120, if paid after 
21 days but within 28 days of receipt. The payment must be paid directly to the Local 
Authority, the school does not receive the money. Parents can only be prosecuted if 28 days has expired and 
full payment has not been made. 
Where a child of compulsory school age fails to attend school regularly, the parent could be guilty of 
an offence under:  
 
1. Section 444(1) Education Act 1996 – If the child is absent without authorisation then the parent is guilty of 
an offence. This is a strict liability offence i.e. all that needs to be shown is a lack of regular attendance. 
Sanctions can include a fine of up to £1,000. 
2. Section 444(1A) Education Act 1996 – an aggravated offence. If the child is absent without authorisation 
and the parent knew about the child’s absence and failed to act then the parent is guilty of an offence. 
Sanctions can include a fine of up to £2,500 and a prison sentence of up to 3 months. 
 

Safeguarding 

Failing to attend this school on a regular basis may be considered as a safeguarding matter. 



 

 
 

Safeguarding the interests of each child is everyone’s responsibility and within the context of this school, we will 
adhere to: 

• Working together to Safeguard Children (2018) 
• Keeping Children Safe in Education (September 2021) 
• School’s Safeguarding and Child Protection Policy 

Extended leave from school can be a significant safeguarding, for example in the case of female genital 
mutilation (FGM), which is a form of child abuse common to some African, Asian and Middle 
Eastern communities in the UK. The age at which girls are subject to FGM varies greatly from shortly after 
birth to any time up to adulthood. Victims are usually aged between four and ten, primary school age. It is 
illegal in the UK to subject a child to female genital mutilation (FGM) or to take a child abroad to undergo 
the procedure – Female Genital Mutilation Act 2003. 
 
Any information or concern that a child is at immediate risk of or has undergone FGM or forced marriage 
will result in a child protection referral under school procedures to the Designated Senior 
Person. Teachers and members of staff with teaching responsibilities have a specific legal duty to act with 
regards to concerns about female genital mutilation and must personally report to the police a disclosure that 
FGM has been carried out, in addition to liaising with the DSL/Children’s social care. 
 

 

School Closures 
The Headteacher will make every effort to ensure that the school remains open for 190 days. 
However, in some circumstances, e.g. severe weather, the school may have to close. The Headteacher must 
always consider the health, safety and welfare of every person, who uses the school site, pupils, staff, parents, 
volunteers and visitors. If at any point, use of the school building would be detrimental to a person or persons’ 
health, safety and welfare, then the Headteacher may need to close part or all of the school.  
 
If a decision is made to close part or all of the school, the Headteacher will endeavour to inform parents of 
that decision and the details of any arrangements that have been put in place. If the Headteacher decides to 
close part or all of the school, then the register for those pupils affected is closed for the day and coded as 
an enforced school closure. This does not affect a child’s attendance record. Parents should always assume 
that the school will remain open during term time unless they hear otherwise.  

 
Monitoring 
The senior leadership team monitors the effectiveness of this policy on a regular basis.  
This policy should be used in conjunction with:- 
Teaching and Learning Policy  
Curriculum Policy 
Relationships and Behaviour Policy 



 

 
 

Exclusion Policy  
Safeguarding and Child Protection Policy  

 

Review 
The governors reviews this policy annually. The governors may, however, review the policy earlier than this, if 
the government introduces new regulations, or if the governing body receives recommendations on how the policy 
might be improved. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

Appendix A – Pupil Leadership letter about punctuality  
 

 

Dear Parents/carers 

Just a quick note to say being on time for school is so important for our learning. When we are late, we miss 

registration time with our friends and time to complete learning next steps in our books. Therefore, we would really 

appreciate your help in making sure our children get to school on time as every learning minute counts! Remember school 

registration is at 8:55am so that we can start our learning at 9:00am.   

We have written a short poem to explain how we can feel when we are late for school.  

 

I wish I could be on time for school                               

Because when I am late, I feel very uncool! 

When I walk into class and take my chair,  

It feels like everyone wants to stare! 

If only I could get to school on time  

I can get myself ready so my learning day will be just fine!  

So remember it is ‘Cool to be on time for School!’ Your support in ensuring our children attend school regularly and 

punctually is really appreciated. 

 

Yours Sincerely  

The children from the Pupil Leadership Team 

 

 

 

 

 

 



 

 
 

Appendix B – Attendance letter for Parents/carers 
 

 

Dear Parent/Carer of  
 
As part of our ongoing review of attendance, we have reviewed your child’s attendance and it is currently 
below 96%.  96% is deemed by Ofsted to be good attendance and School has a statutory obligation to keep 
parents informed of their child’s attendance if it is below average. 
 
Please find enclosed a copy of your child’s attendance for your reference.  You will see that your child has 
had a period of illness that has impacted on their attendance and you have requested and taken leave which 
has resulted in your child’s attendance being below average.   
 
We hope that your child’s attendance improves throughout the rest of this academic year and if parents would 
like to make an appointment to discuss this matter further with me, please do not hesitate to contact us. 
 
Yours sincerely 
 
 
 
Kully Kaur 
Deputy Headteacher 
 

 

 

 

 

 

 

 

 

 



 

 
 

Appendix C – Holiday letter with penalty 
 

 

Dear  

 

Re:  Leave of Absence in term time request for  

Following your request for leave of absence in term time for  …………..from …………… to ………….2021.  

I regret that I am unable to authorise this absence as it is not of exceptional circumstance. 

 

Should you choose to take the requested leave of absence, the schools attendance policy makes it clear that this 

absence will not be authorised and I have a duty to inform Wolverhampton Local Authority who may issue a 

Penalty Notice. 

 

The Penalty Notice is for £60 per parent, per child if paid within 21 days and £120 per parent, per child if 

paid after this date but within 28 days.  

 

Parent/ Carer’s have a duty to ensure their child/ children’s regular attendance at school and failure to do 
so is an offence under Section 444(1) of the Education Act 1996.   
 
Further information on the issuing of Penalty Notices and on Leave of Absence can be obtained from 
https://www.gov.uk/school-attendance-absence/overview. 
 

Yours sincerely 

 

 

Julie Mills 

Headteacher  

 

https://www.gov.uk/school-attendance-absence/overview


 

 
 

Appendix D – Attendance/ absence codes 

The school registered will be completed to follow DFE guidelines. 

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

school attendance. Code 

Definition Meaning 

/ Present (am) Pupil is present at morning registration 

\ Present (pm) Pupil is present at afternoon registration 

L Late arrival Pupil arrives late before register has closed 

B Off-site educational activity Pupil is at a supervised off-site educational activity 
approved by the school 

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

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

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

W Work experience Pupil is on a work experience placement 
 

Authorised absence 

Code Definition Scenario 

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

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

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

I Illness Any illness- including COVID – 19 symptoms 
We may ask to see your evidence of COVID-19 test 

results. 
 

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

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

T Gypsy, Roma and Traveller 
absence 

Pupil from a Traveller community is travelling, as 
agreed with the school and academy.  

 

 

 



 

 
 

Unauthorised absence 

 

Code Definition Scenario 

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

N Reason not provided Pupil 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) 

O Unauthorised absence School is not satisfied with reason for pupil's absence 

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

 

Code Definition Scenario 

X Not required to be in school Used when school and parent has agreed that the 
student is not eligible to attend school 

Y Unable to attend due to 
exceptional circumstances 

Students who are eligible to attend but are shielding 
or self-isolating as described above. 

This also includes students with an EHCP were the 
risk assessment process has determined that they are 

not required in school. 

Z Pupil not on admission register Register set up but pupil has not yet joined the school 

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

 
 
 

 


