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1. Aims
Little Common School is committed to ensuring that every child attends school regularly, arrives on time, and is fully supported to access the high‑quality education they are entitled to. Good attendance is strongly linked to pupils’ wellbeing, progress and long‑term outcomes. When children are absent from school, they miss learning, friendships, routines and opportunities that cannot be replaced.

This policy sets out how we work together with parents, carers, pupils, staff and external partners to promote good attendance and remove any barriers that prevent children from being in school.
Our aims are to:
· Promote excellent attendance and punctuality by setting clear, consistent expectations for all families.
· Build strong relationships with parents and carers, working in partnership to understand and overcome any barriers to attendance.
· Act early when patterns of absence emerge, offering support before concerns escalate.
· Ensure pupils receive their full educational entitlement, in line with national statutory guidance.
· Reduce persistent and severe absence, using a supportive approach that may include early help, intervention and, where appropriate, statutory measures.
· Safeguard pupils effectively, recognising that poor attendance can be an indicator of wider vulnerability or unmet need.
· Create a positive school culture where pupils feel safe, included and motivated to attend.

2. Legislation and Guidance
This policy is written in line with the Department for Education’s (DfE) statutory expectations for schools, including Working Together to Improve School Attendance (August 2024). It reflects the national framework for attendance and the responsibilities placed on schools, local authorities and parents.  
Our approach is guided by the following key documents:
· Working Together to Improve School Attendance (DfE, August 2024) – the statutory guidance setting out how schools, local authorities and other partners must work together to support good attendance.
· School Attendance: Parental Responsibility Measures – outlining the legal tools available when attendance does not improve, including penalty notices.
· Education Act 1996 – placing a duty on parents to ensure their child receives suitable full‑time education.
· Education Act 2002 and Education and Inspections Act 2006 – setting duties on schools and local authorities regarding attendance and safeguarding.
· The Education (Pupil Registration) (England) Regulations 2006, as amended, and The School Attendance (Pupil Registration) (England) Regulations 2024 – setting out requirements for registration, coding and attendance processes.
· The Education (Penalty Notices) (England) (Amendment) Regulations 2013 and 2024 – establishing the national framework for issuing penalty notices.
· Keeping Children Safe in Education (KCSIE) – making clear that patterns of absence may indicate safeguarding concerns.
· Mental Health Issues Affecting a Pupil’s Attendance: Guidance for Schools – outlining expectations for supporting pupils with health‑related barriers to attendance.
· School Census Guidance – detailing attendance data collection and reporting expectations.

This policy should be read alongside other key Little Common School policies, including Safeguarding, Behaviour, and SEND.

3. Roles and Responsibilities
Good attendance is a shared responsibility. Everyone in the school community - leaders, staff, parents and carers, pupils, and the local authority - has an important part to play in ensuring that children attend school regularly and are supported to do so.
This section sets out clearly who is responsible for what.
3.1 The Governing Board
The governing board is responsible for:
· Promoting the importance of attendance across all school policies and culture.
· Holding senior leaders to account for fulfilling statutory duties related to attendance.
· Reviewing whole‑school attendance data regularly and challenging trends or concerns.
· Ensuring staff receive training to support strong attendance practice.
· Approving and reviewing this policy on an annual basis.
3.2 The Headteacher
The headteacher is responsible for:
· Leading the whole‑school approach to attendance and setting high expectations.
· Ensuring this policy is implemented consistently across the school.
· Monitoring school‑level attendance data and reporting this regularly to governors.
· Communicating expectations to families through newsletters, meetings and the school website.
· Ensuring systems for monitoring, reporting and improving attendance are effective.
· Ensuring staff understand their roles and responsibilities in promoting and supporting good attendance.
· Ensuring attendance concerns are escalated appropriately when early support does not result in improvement, including referral to external agencies where required.
· Authorising the Family Liaison and Attendance Officer to issue penalty notices where appropriate.
· Working with the local authority when concerns arise for pupils with an Education, Health and Care Plan (EHCP) or when barriers relate to SEND or wellbeing.
· Making decisions about requests for term‑time absence.
3.3 The Attendance Officer
Our Attendance Officer is Jade Boyce (contact via the school office at info@littlecommon.org).
She is responsible for:
· Monitoring and analysing attendance data daily, weekly and termly.
· Identifying pupils with worrying patterns of absence and alerting senior leaders.
· Making daily contact with parents when a child is absent without explanation.
· Carrying out home visits where appropriate, to check on pupil welfare and offer support.
· Working with families to understand barriers and develop individual attendance support plans.
· Maintaining accurate records of attendance concerns, contacts, interventions and outcomes.
· Leading or contributing to attendance review meetings with senior leaders and families where concerns persist.
· Liaising with external agencies (including Early Help, health professionals and social care).
· Advising the headteacher on when statutory tools (e.g., penalty notices) may be appropriate.
· Supporting pupils with additional needs, in collaboration with the SENCO, where barriers relate to SEND or health.
· Sharing concerns promptly with the Designated Safeguarding Lead where attendance patterns raise safeguarding concerns.
· Building positive, trusting relationships with families to promote early help rather than escalation.
3.4 Class Teachers
Class teachers are responsible for:
· Taking the register promptly and accurately twice a day, using the correct attendance codes.
· Promoting the importance of attendance and punctuality in the classroom.
· Notifying the attendance officer promptly of any concerns about patterns of absence.
· Fostering strong relationships with pupils so that they feel safe and motivated to attend.
· Talking positively with pupils and parents about attendance where needed.
· Sharing any attendance‑related concerns that may indicate safeguarding issues with the Attendance Officer or Designated Safeguarding Lead.
3.5 School Office Staff
Office staff are responsible for:
· Recording attendance messages from parents accurately and promptly.
· Checking details with parents when absence reasons are unclear.
· Ensuring the attendance officer, headteacher and relevant leaders receive daily absence reports.
· Transferring calls to the Attendance Officer when families need additional support.
· Passing on any attendance messages or patterns that raise safeguarding concerns to the Designated Safeguarding Lead without delay.
3.6 Parents and Carers
Parents and carers play a vital role in supporting good attendance. We expect parents and carers to:
· Ensure their child attends school every day, on time, unless there is an unavoidable reason not to.
· Contact the school office before 8:30am on each day of absence.
· Provide at least two emergency contacts for their child.
· Arrange medical or dental appointments outside school hours where possible.
· Work with the school to overcome any difficulties affecting their child’s attendance.
· Engage with support offered by the school or external agencies.
· Avoid keeping children off school for reasons that are not accepted as authorised absences, as this may lead to further discussion or formal action..
If a pupil is anxious, reluctant or struggling to attend, parents should contact the school as early as possible so that support can be put in place.
3.7 Pupils
Pupils are expected to:
· Attend school every day and arrive on time.
· Talk to a trusted adult in school if something is worrying them or affecting their ability to attend.
· Take increasing responsibility for their own punctuality and routines as they grow older. 
· Try their best to engage positively in school routines and learning.
SECTION 4 — RECORDING ATTENDANCE 
4. Recording Attendance
Accurate recording of attendance is essential for safeguarding, data monitoring and meeting statutory requirements. The school follows the DfE’s School Attendance (Pupil Registration) (England) Regulations 2024 and uses the national attendance codes set out in the most recent DfE guidance.
4.1 The Attendance Register
· We maintain an electronic attendance register for all pupils.
· The register is taken twice each day: 
· Morning session: 8:55am (register open until 9:10am)
· Afternoon session: 
· EYFS: 12:45pm
· KS1 & Lower KS2: 1:00pm
· Upper KS2: 1:30pm
· Pupils must arrive between 8:30am and 8:50am so they are ready to start learning at 8:55am.
· Every child will be recorded as: 
· Present
· Attending an approved educational activity
· Absent (authorised or unauthorised)
· Unable to attend due to exceptional circumstances
All entries are kept for six years, in line with statutory requirements.
4.2 Lateness and Punctuality
Good punctuality supports children’s learning and wellbeing. Arriving late can be unsettling for pupils and disrupt the class.
· Pupils arriving after 8:55am but before 9:10am will be marked late (L).
· Pupils arriving after 9:10am will receive an unauthorised late (U) mark unless an acceptable reason is provided.
· Pupils arriving late must be signed in at the school office by an adult.
Persistent lateness will be monitored by the Attendance Officer and may lead to meetings, support plans, and - where necessary - referral to the local authority.
4.3 Unplanned Absence
If a child is absent unexpectedly:
· Parents must contact the school before 8:30am on each day of absence via: 
· Phone: 01424 842297
· Email: info@littlecommon.org
· Arbor in‑app message
Absence due to illness will normally be authorised unless the school has concerns about the explanation provided.
Where illness is reported immediately before or following a period of authorised or unauthorised term‑time leave, the school may request further evidence to determine whether the absence should be recorded as illness or as unauthorised absence.
This may include medical evidence or, where relevant, confirmation of travel arrangements.
Decisions are made on an individual basis and in line with statutory guidance, to ensure consistency and fairness for all families.
For absences longer than five days, or where concerns have been identified, the school may request medical evidence (e.g. an appointment card or prescription). Medical evidence will only be requested where it is considered necessary and reasonable to do so.
Where a reason for absence is not provided, or where the explanation is not accepted, the absence will be recorded as unauthorised.
4.4 Planned Absence
We encourage parents to schedule appointments outside school hours wherever possible. If that is not feasible, pupils should be absent for the shortest time necessary.
Parents must notify the school in advance of:
· Medical or dental appointments
· Requests for exceptional term‑time leave (via the Withdrawal from Learning form)
All leave requests are considered individually by the headteacher, in line with Section 5 of this policy.
4.5 First‑Day Contact and Safeguarding Follow‑Up
If a pupil expected in school does not attend:
1. On the first morning of absence, the school will contact parents, usually through the Attendance Officer or office staff, where no explanation has been received.
2. If no contact is made, the school will consider: 
· Attempting to contact other emergency numbers
· Carrying out a welfare home visit
· Requesting a Police Welfare Check if concerns remain
3. Daily contact will continue on each school day until the reason for absence is confirmed.
4. Where absence continues without explanation, or safeguarding concerns arise, the school will involve external agencies where appropriate.
4.6 Reporting Attendance to Parents
Parents can view attendance at any time through the Arbor Parent Portal.
We also:
· Provide attendance updates at parents’ evenings
· Include attendance information in end‑of‑year reports
· Notify parents when attendance falls below 95%, offering support where needed
· Work with families to improve attendance before it becomes a concern
4.7 Home Visits
As part of our safeguarding duty of care, we may carry out a doorstep visit if a pupil has been absent for:
· 5 consecutive days of absence (any code)
· 3 consecutive days of unauthorised absence (O code)
· Same‑day alerts for absences involving pupils who are vulnerable or known to safeguarding services
A home visit is simply a way for us to check that a child is safe, understand any difficulties, and offer support.
During the visit, staff will:
· Ask about the child’s wellbeing
· Discuss when the child will be returning to school
· Explore any support the school can provide to help with this
· Leave a postcard if no one is home, so parents know we have visited
Home visits are not punitive. They are a safeguarding measure and a supportive opportunity to stay connected with families when children are not in school.

5. Authorised and Unauthorised Absence
The law is clear that all children must attend school regularly. Only the headteacher can decide whether an absence is authorised or unauthorised. Clear, consistent decisions help ensure fairness for all families and support pupils’ learning and welfare.
5.1 Term‑Time Leave and Exceptional Circumstances
There is no entitlement to take a child out of school during term time for holidays, trips, family celebrations, or activities such as protests.
This applies regardless of:
· the pupil’s previous attendance,
· the cost of holidays,
· who is paying for the holiday,
· or whether siblings or other family members are involved.
Under the School Attendance (Pupil Registration) (England) Regulations 2024, headteachers may only grant leave during term time in exceptional circumstances.
What counts as “exceptional circumstances”?
At Little Common School, “exceptional circumstances” refers to:
· Unique, significant events of emotional, educational or spiritual value to the child
· Unavoidable circumstances, where the event cannot reasonably take place outside term time
· Rare occasions, not regular or recurring events
Examples might include:
· A close family funeral
· A significant religious or cultural ceremony
· A unique opportunity related directly to the child
Family holidays, cheaper travel costs, birthdays, or visiting relatives are not considered exceptional circumstances.
How to request term‑time leave
Parents must complete a Withdrawal from Learning Application Form, available from the school office, at least two weeks before the requested leave.
The headteacher may request supporting evidence.
All decisions are based on the individual circumstances of each request.
If leave is not authorised and the child is taken out of school, the absence will be recorded as unauthorised and may lead to a penalty notice (see section 5.2).
5.2 Authorised Absence
Some absences are unavoidable and may be authorised by the school. These include (but are not limited to):
· Illness (physical or mental health)
Absence due to illness is authorised unless the school has a genuine concern about the explanation.
Medical evidence may be requested for long or repeated absences.
· Medical or dental appointments
These should be arranged outside school hours where possible.
If unavoidable, pupils should be out of school for the minimum time necessary, and parents must inform the school in advance.
· Religious observance
The school will authorise absence for days set apart by a recognised religious body.
· Parents travelling for occupational purposes
(for families such as gypsy, Roma, showmen, bargee or travelling families)
Absence can be authorised only when the family is travelling for work and has agreed the arrangements with the school.
· Suspension or exclusion
(where no alternative provision has yet been arranged).
· Exceptional circumstances
as outlined above.

5.3 Other circumstances where absence may be authorised
These include:
· Attending approved educational activities offsite
· Dual registration with another school
· Attendance at provision arranged by the local authority
· Emergencies such as disruption to travel or school closures (codes Y1–Y7)
These are not recorded as absences if they meet DfE criteria.
5.4 Unauthorised Absence
Absences will be recorded as unauthorised when:
· The school has not received a reason
· The reason provided is not accepted as valid
· A pupil arrives after the register closes (U code) without an acceptable reason
· Parents keep a child off school for reasons including, but not limited to: 
· minor ailments not requiring time off
· shopping trips or days out
· birthdays
· looking after other children
· parents’ or siblings’ appointments or illnesses
· holidays not approved by the school
Repeated unauthorised absence is a serious concern and will trigger support or statutory intervention.
5.5 Sanctions and Legal Measures
Schools and local authorities have a range of statutory tools to address persistent unauthorised absence. These are used only when supportive approaches have not led to improvement.
Penalty Notices
A penalty notice may be issued when:
· A pupil has 10 sessions (5 days) of unauthorised absence within a rolling 10‑week period, and
· Support has been offered but not engaged with, or
· A term‑time holiday is taken without authorisation
Current penalty notice levels (2024 national framework):
· First notice: £80 if paid within 21 days; £160 within 28 days
· Second notice (for the same child within 3 years): £160
· A third penalty notice cannot be issued within three years-other legal routes must be used
Penalty notices are issued per parent, not per child.
Notices to Improve
Before a penalty notice is issued, the school may use a “Notice to Improve” where:
· The threshold for statutory action is met
· Support has been offered but attendance is still not improving
· Parents have not engaged with the support available
This gives a clear timeframe (3–6 weeks) for improvement, along with clear expectations.
Further legal action
Where concerns persist despite support and earlier measures, the local authority may consider:
· Prosecution under the Education Act 1996
· Education Supervision Orders
· Parenting Orders
These steps are used only as a last resort.

6. Strategies for Promoting Attendance
Little Common School is committed to a supportive, proactive approach to attendance. We recognise that pupils attend best when they feel safe, included, understood and motivated. We also know that some families face challenges that make good attendance harder. Our role is to work in partnership with parents to remove barriers and promote strong, sustainable attendance habits.
We use the following whole‑school and targeted strategies to encourage attendance and punctuality.
6.1 Support for Pupils and Families
We understand that persistent or frequent absence is often linked to difficulties at home, worries about school, or wider wellbeing needs. Early conversations help us identify the right support at the right time.
Our support may include:
· Early contact with parents to explore barriers and agree next steps
· Meetings or check‑ins with class teachers, year leaders, the Attendance Officer or senior leaders
· Referrals to support services (e.g., Early Help, emotional wellbeing services, school nurse)
· Access to Thrive sessions, an ELSA‑trained adult, or in‑school mental health support
· Personalised attendance support plans, with clear goals and regular reviews
· Adjustments or strategies to support pupils with SEND, anxiety or medical needs
· Time‑limited part‑time timetables (rare and used only when appropriate, with parental agreement)
· Behaviour or nurture support where attendance barriers relate to emotional regulation or relationships
· Safe spaces, check‑ins or mentoring for pupils who feel overwhelmed
When families engage early, most attendance concerns improve without the need for formal action.
If difficulties persist, or parents do not engage with support and unauthorised absence continues, the school may involve the Local Authority Behaviour & Attendance Team.
6.2 Strategies for Promoting and Celebrating Good Attendance
We want pupils to feel proud of their attendance and to recognise the value of coming to school every day. Our positive approaches include:
· Weekly celebration assemblies, recognising good attendance and punctuality
· Awarding a class attendance or punctuality trophy/mascot (for example, Quackers the Duck) to the class with the highest weekly attendance or punctuality
· Sharing weekly attendance updates in the school newsletter
· Occasional personalised letters or messages home to recognise excellent or significantly improved attendance
· Regular reminders about our attendance expectations and target
· Encouraging pupils to take ownership of their attendance as they grow older
· Positive messages from staff to reinforce routines and celebrate improvements
Our approach emphasises encouragement, achievement and belonging, rather than pressure or comparison.

7. Supporting Pupils Who Are Absent or Returning to School
At Little Common School, we understand that absence is often a sign that a child or family needs support. We are committed to working with parents and pupils to identify barriers early and put practical, compassionate support in place. Our approach focuses on partnership, problem‑solving, and ensuring that all pupils feel safe, valued and ready to learn.
Support will be tailored to the needs of each pupil and may involve staff from across the school, as well as external agencies when appropriate.
7.1 Pupils with Complex Barriers to Attendance
Some pupils may struggle to attend school because of anxiety, changes in family circumstances, social or emotional needs, or other challenges. When a child is finding school difficult, early conversations are essential.
Our approach includes:
· Meeting with parents and carers to understand the difficulties and agree on a way forward.
· Listening to the pupil’s voice, so that their worries are understood and taken seriously.
· Offering a trusted adult who checks in with the child and supports them daily.
· Considering reasonable adjustments, such as: 
· a soft start to the school day
· entry via a quieter entrance
· a planned meet‑and‑greet
· access to a calm or “safe space” when needed
· a job or responsibility to help build confidence
· structured rewards or motivational strategies
· Access to Thrive support, emotional coaching, or lunchtime nurture groups.
· Regular review meetings to monitor whether the support is working and make changes as needed.
· Involvement of external services if appropriate (e.g., Early Help, School Health, counselling, or wellbeing professionals).
Where barriers are significant and persistent, we work closely with families to create a personalised Attendance Support Plan with clear strategies and agreed steps.
7.2 Pupils with Mental or Physical Health Needs or SEND
We recognise that physical and mental health difficulties, as well as additional learning needs, can impact a child’s ability to attend school. We aim to provide a supportive, flexible, and inclusive approach.
Our support may include:
· Developing or updating an Individual Healthcare Plan with parents and relevant professionals.
· Working with the SENCO to put in place adaptations, interventions or resources linked to the pupil’s SEND.
· Regular communication between home and school so that concerns are identified early and support can be coordinated.
· Access to Thrive, ELSA‑based support, mentoring, bereavement support, or other wellbeing interventions.
· Phased or graded return plans for pupils struggling with anxiety or recovery from illness, with clear expectations and timelines.
· Ensuring pupils have access to a quiet space, sensory support, or additional adult guidance during challenging parts of the day.
· Signposting or referring families to external agencies (e.g., CAMHS, Early Help, community health teams) when additional support is needed.
· Promoting understanding and inclusion through our PSHE curriculum, assemblies, and whole‑school culture.
Where a pupil has an Education, Health and Care Plan (EHCP) and their attendance declines, the school will notify and work with the local authority to review needs and ensure appropriate support is in place.
7.3 Pupils Returning After a Long or Unavoidable Absence
When a pupil has been absent for an extended period-due to illness, medical treatment, family circumstances, or other unavoidable reasons-we aim to ensure their return to school is positive and well‑supported.
We may offer:
· An initial visit to school or the classroom at a quieter time of day.
· A chance to meet the class teacher or key adults before returning.
· A social story or visual support to help prepare the child for coming back.
· A short, time‑limited phased re‑entry, with gradual increases in time spent in school.
· Temporary adjustments such as: 
· later arrival or earlier collection for a fixed period
· reduced transitions
· additional adult support
· Clear, shared goals and timelines, with review meetings as needed.
Our aim is always to reintegrate pupils into full‑time education as quickly and supportively as possible, while ensuring their wellbeing is central to the plan.
8. Attendance Monitoring
Monitoring attendance is essential for safeguarding pupils, identifying barriers early and ensuring that children receive the full‑time education to which they are entitled. We use our management information system to track attendance patterns carefully and consistently across the school.
The Attendance Officer reviews attendance daily, weekly, half‑termly, and termly, and senior leaders use this information to guide support and intervention.
8.1 Whole‑School, Group and Individual Monitoring
We monitor attendance at different levels to identify emerging concerns:
Whole‑school
· Overall attendance figures
· Persistent absence and severe absence rates
· Comparison with local, regional and national data
· Trends over time
Groups of pupils
We review attendance for specific groups, including:
· Pupils with SEND
· Pupils with EHCPs
· Disadvantaged pupils
· Year groups and classes
· Pupils with safeguarding concerns
This helps us identify where additional support or targeted action may be needed.
Individual pupils
For each child, we monitor:
· Overall attendance percentage
· Patterns (e.g., regular Mondays/Fridays, part‑days)
· Types of absence (authorised/unauthorised)
· Punctuality
· Emerging barriers or changes over time
Class teachers also receive termly updates on the attendance of pupils in their class to support conversations and relationship‑based early help.
8.2 Analysing Attendance Patterns
We analyse attendance data regularly to understand:
· Who is at risk of persistent or severe absence
· What barriers or factors may be affecting attendance
· When patterns of absence began (e.g., after holidays, family changes)
· Where adjustments or support could be effective
· Whether current interventions are improving attendance
We look at both historic trends and emerging patterns so that support can be put in place early.
8.3 Using Data to Improve Attendance
Attendance data is used to:
· Develop targeted actions for individual pupils, groups or year cohorts
· Offer tailored support to pupils with worrying patterns of absence
· Hold regular conversations with parents
· Inform referrals to external agencies when appropriate
· Monitor the effectiveness of interventions such as attendance support plans
· Share updates with the governing board, senior leaders, the SENCO, the DSL, and the Pupil Premium lead
Where appropriate, we work in partnership with local schools and agencies to share information and coordinate interventions.
8.4 Reducing Persistent and Severe Absence
The DfE defines:
· Persistent Absence as missing 10% or more of possible school sessions
· Severe Absence as missing 50% or more of possible sessions
Reducing these forms of absence is a key priority.
Our approach includes:
· Early identification of pupils approaching the 90% threshold
· Meetings with parents to discuss concerns and agree next steps
· Listening carefully to family circumstances and pupil views
· Implementing Attendance Support Plans with clear targets and timelines
· Providing access to wider support services where needed
· Considering safeguarding concerns and responding in line with Keeping Children Safe in Education
· Using statutory tools (e.g., penalty notices, notices to improve) only where necessary and after support has been offered
· Carrying out welfare checks when contact cannot be made with parents
· Writing to parents when attendance falls below 90%, explaining the impact on learning and outlining required actions
Attendance concerns are always approached with sensitivity, fairness and a focus on removing barriers wherever possible.
9. Monitoring Arrangements
This policy is reviewed regularly to ensure it remains compliant with statutory guidance and reflects best practice in promoting good attendance.
· The headteacher will review this policy at least annually, or sooner if there are changes to national guidance or legislation.
· The full governing board will approve the policy each year and will monitor how effectively it is being implemented.
· Updates will be made in response to: 
· new DfE guidance
· changes to attendance regulations
· local authority processes
· learning from school‑level data or evaluations
Any significant changes will be communicated to parents and staff via the school website, newsletters or direct communication.
10. Links with Other Policies
This Attendance Policy should be read alongside the following Little Common School policies, which together support pupil welfare, safeguarding and positive behaviour:
· Child Protection and Safeguarding Policy – sets out how we identify and respond to safeguarding concerns, including those arising from patterns of absence.
· Behaviour Policy – outlines expectations for conduct, routines and relationships that help pupils feel safe, included and ready to learn.
· Special Educational Needs and Disabilities (SEND) Information Report – explains how we identify and support pupils with additional needs, including where these needs affect attendance.
· Supporting Pupils with Health Conditions Policy – details how we support pupils with healthcare requirements that may impact attendance.
· Mental Health and Wellbeing approaches – guidance on supporting pupils experiencing emotional or mental health difficulties.
· School Complaints Policy – sets out how parents can raise concerns or feedback.
Together, these policies ensure a whole‑school approach to safeguarding, wellbeing and high‑quality education, with attendance at the centre of our work.

APPENDIX 1 — Attendance Codes 
Schools must use national attendance codes set by the Department for Education. These help us record whether a child is present, late, absent or taking part in an approved activity.  Below is a simple explanation of the codes parents are most likely to see.

Present Codes
These mean your child is in school.
· / – Present in the morning
· \ – Present in the afternoon
· L – Late (arrived after 8:55am but before 9:10am)

Authorised Absence
The school has agreed the reason for absence.
· I – Illness (physical or mental health)
· M – Medical or dental appointment
· R – Religious observance
· C – Exceptional circumstances approved by the headteacher
· S – Study leave (not generally used in primary schools)
· T – Parents travelling for approved occupational reasons (e.g., travellers)
· E – Excluded/suspended with no alternative provision arranged
· C2 – Agreed part‑time timetable for a short, time‑limited period
· X – Not required to attend school (non‑compulsory school age)

Approved Activities (not counted as an absence)
Your child is off‑site but still marked as “present” because they are taking part in an agreed learning activity.
· V – Educational visit or trip
· P – Approved sporting activity
· B – Other approved educational activity
· W – Work experience (not used in primary)
· D – Dual registration (attending another school or provision)
· K – Education arranged by the local authority

Unauthorised Absence
The school has not agreed the reason, or no reason was given.
· G – Unauthorised holiday or trip
· O – Unauthorised absence (reason given but not accepted)
· U – Arrived after 9:10am (late after register closes)
· N – No reason yet provided (temporary code)

Unable to Attend Due to Exceptional Circumstances
These are rare situations outside the family’s control.
· Y1 – No school transport available where it is normally provided
· Y2 – Widespread disruption (e.g., severe weather, transport strikes)
· Y3 – Part of the school is closed
· Y4 – Whole school site closed unexpectedly
· Y5 – Detained by police or youth justice
· Y6 – Public health order prevents attendance
· Y7 – Any other unavoidable cause

Administrative Codes
Used when pupils are not yet on roll or school is closed.
· Z – Pupil not on roll yet
· # – Whole‑school planned closure (holidays, INSET)
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