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1.  Introduction 
Regular attendance at school is vital if children are to make good progress and to benefit 
from the opportunities that school offers. Encouraging children to have a responsible 
attitude towards school attendance helps prepare them for their adult lives. 
The school aims to achieve good attendance by operating an attendance policy within 
which staff, pupils, parents, the local community and the local Education Welfare Service 
can work in partnership. RSDD will monitor attendance and ensure quick and early 
intervention if a problem is identified. 
All staff will encourage good attendance and the school will liaise with home and other 
agencies if this is appropriate. Good attendance will be seen as an achievement in its own 
right and be recognised as such by the school. 
 
2.  Aims 
▪ To create a culture in which good attendance is normal by: 

o ensuring children are only absent due to illness,  
o encouraging parents to notify school on the first day of absence  
o rewarding 100% attendance  

▪ To promote a classroom ethos where punctuality is expected and late arrivals are 
aware that they are disrupting routines and learning opportunities  

▪ To follow legislation regarding holidays taken during school term-time 
▪ To involve the children in their school attendance  
▪ To have good communication with parents and carers about attendance  
▪ For all school staff to see responsibility for promoting good attendance and recording 

attendance as part of their role  
▪ To have effective means of collecting and monitoring attendance information  
▪ To have an effective working relationship with the local Education Welfare Service 

 
3.  Implementation 
 
Children are expected to attend school for the full 190 days of the academic year, unless 
there is a good reason for absence. There are two types of absence:  

▪ Authorised (where the school approves pupil absence)  
▪ Unauthorised (where the school will not approve pupil absence)  

It is expected that parents or carers will provide an explanation if the child is absent on the 
first day the absence occurs. This can be by letter, telephone, in person at the school or by 
appointment. If the parents do not make contact, then the school will attempt to contact the 
parents on the first day of absence and on subsequent days. If absence due to sickness is 
causing concern, for example, attendance has fallen below 85% and the absence pattern is 
unexplained or made up of several isolated days, a child may be referred to the school 
nurse. 

The Head teacher may decide that she will only authorise the absence on receipt of 
suitable medical evidence. This could include a prescription form, appointment card or 
conversation with health personnel. Parents will be notified about this requirement by letter. 
The head teacher will regularly remind parents of the importance of good attendance and 
punctuality. Children with 100% attendance for each school term will be celebrated by the 
school.  

4. Completing the Register  
Registers provide the daily record of attendance of all students; they are legal documents 
that may be required in a Court of Law Staff should ensure that they are familiar with 
School attendance Guidance for maintained schools, academies, independent schools and 
local authorities September 2018  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/739764/Guidance_on_school_attendance_Sept_2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/739764/Guidance_on_school_attendance_Sept_2018.pdf
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The twice daily requirement to register pupils should be perceived as an opportunity to 
welcome the children formally. Class teachers or Education Assistants take the register 
every morning and afternoon that school is open to pupils. Totals are noted for fire and 
emergency purposes.  

Each absence is recorded with the correct code using national codes. These enable 
schools to record and monitor attendance and absence in a consistent way which complies 
with the regulations. They are also used for collecting statistics through the School Census 
System. The data helps schools, local authorities and the Government to gain a greater 
understanding of the level of, and the reasons for, absence.  

Registration closes at 10.15 on Monday and at 09.15 from Tuesday to Friday, or if the first 
day of term or of the school week is not a Monday registration will close at 10.15.  

Post 16 have different timetables and may start or finish at different times to the main 
school. Each student has an individual timetable and therefore their registration will be for 
different sessions. Registration for each pupil therefore will be different and tutors are 
responsible for alerting the Attendance Officer of any absences. The Transition Support 
Communicators (TSC) who supports the student at college will alert the Safeguarding and 
Attendance Lead whether the student is present or not. If a child arrives in school after 
registration, he/she must sign in at the School Office.  Pupils arriving after the start of 
school but before the end of the registration period will be treated for statistical purposes, 
as present, but will be coded as late before registers close. 

The register codes are:  

▪ / \: Present in school / = am \ = pm Present in school during registration.  
▪ L: Late arrival before the register has closed  
▪ B: Off-site educational activity  
▪ D: Dual Registered - at another educational establishment  
▪ J: At an interview with prospective employers, or another educational establishment  
▪ P: Participating in a supervised sporting activity 
▪ V: Educational visit or trip  
▪ W: Work experience  
▪ C: Leave of absence authorised by the school  
▪ E: Excluded but no alternative provision made  
▪ H: Holiday authorised by the school  
▪ I: Illness (not medical or dental appointments)  
▪ R: Religious observance  
▪ G: Holiday not authorised by the school  
▪ N: Reason for absence not yet provided  
▪ O: Absent from school without  
▪ U: Arrived in school after registration closed  
▪ X: Not required to be in school  
▪ Y: Unable to attend due to exceptional circumstances  
▪ Z: Pupil not on admission register  
▪ #: Planned whole or partial school closure  

5. Expected first day and last day of attendance  
RSDD will enter pupils on the admission register and attendance register from the 
beginning of the first day on which the school has agreed, or been notified, that the pupil 
will attend the school. For most pupils the expected first day of attendance is the first day of 
the school year. If a pupil fails to attend on the agreed or notified date, RSDD will establish 
the reason for the absence and mark the attendance register accordingly. All schools must 
notify the local authority within five days of adding a pupil’s name to the admission register 
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and must provide the local authority with all the information held within the admission 
register about the pupil.  

Pupils moving to a new address and/or school where the parent of a pupil notifies the 
school that the pupil will live at another address, schools must record in the admission 
register:  

(a) the full name of the parent with whom the pupil will live,  
(b) the new address, and  
(c) the date from when it is expected the pupil will live at this address. 
 
Where a parent notifies the school that the pupil is registered at another school or will be 
attending a different school, schools must record in the admission register:  

(a) the name of the other school,  
(b) the date of when the pupil first attended, or is due to start attending, that school  
 

6. Amendments to the Admission Register and Attendance Register  
Every amendment made to the admission register and the attendance register must 
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 the amendment.  

7. Preservation of the Admission Register and Attendance Register  
Every entry in the admission register and attendance register must be preserved for a 
period of three years after the date on which the entry was made.  

8. Children Missing Education 
Every pupil, schools should hold an emergency contact number for more than one person. 
Emergency contact numbers should be provided and updated by the parent with whom the 
pupil normally resides. Where school staff have concerns about a child, they should use 
their professional judgement and knowledge of the individual pupil to inform their decision 
as to whether welfare concerns should be escalated. 

All holiday requests must be made in advance directly to the Head Teacher using a holiday 
request form which can be obtained from the School Office. (Appendix 1). 

If pupils or students do not attend planned events for any reason, then the teacher 

responsible for the event needs to notify the Safeguarding and Attendance Lead as soon 

as possible. 

If school systems are out of service then the Attendance Lead will retain all absence 

notes and update the system at earliest possible opportunity. 

 
9. Deletion from the register 
RSDD will notify the local authority when a pupil’s name is to be deleted from the admission 
register, as soon as the ground for removal is met and no later than the time at which the 
pupil’s name is removed from the register. This duty does not apply where the pupil’s name 
is removed after they have completed the school’s final year, unless the local authority 
requests for such information to be provided.  

RSDD will provide the local authority with the following information:  
▪ the full name of the pupil;  
▪ the full name and address of any parent with whom the pupil lives; 
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▪ at least one telephone number of any parent with whom the pupil lives 
▪ the full name and address of the parent who the pupil is going to live with, and the date 

the pupil is expected to start living there,  
▪ if applicable; the name of pupil’s other or future school and the pupil’s start date or 

expected start date there, if applicable;  
▪ the ground prescribed in regulation 8 under which the pupil’s name is to be deleted from 

the admission register under section 436A of the Education Act 1996  

10. See also 
▪ Safeguarding Policy 
▪ Behaviour Policy 
▪ Health Centre Policy 
▪ Sharing Information Policy 
▪ School attendance Guidance for maintained schools, academies, independent schools 

and local authorities September 2018 
▪ Section 434(6) of the Education Act 1996 
▪ Regulation 12 of the Education (Pupil Registration) (England) Regulations 2006 (as 

amended by the Education (Pupil Registration) (England) (Amendment) Regulations 
2016) 

 

  

https://www.legislation.gov.uk/ukpga/1996/56/section/437
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/739764/Guidance_on_school_attendance_Sept_2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/739764/Guidance_on_school_attendance_Sept_2018.pdf
https://www.legislation.gov.uk/ukpga/1996/56/section/434
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
http://www.legislation.gov.uk/uksi/2006/1751/contents/made
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