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BETHERSDEN PRIMARY SCHOOL ATTENDANCE POLICY 

 

INTRODUCTION  

Bethersden is committed to providing an excellent education for pupils of all abilities. High attendance is 

essential for children to work to their potential, be successful and benefit from the opportunities available to 

them at their school. For our pupils to gain the greatest benefit from their education, it is vital that they attend 

regularly since high attendance is also a necessity in preparing them for their future life as a working adult.  

 

We are committed to meeting our obligation with regards to school attendance. Through our whole-school 

culture and ethos that values good attendance, we intend to 

 

● Promote good attendance 

● Reduce absence, including persistent and severe absence 

● Ensure every pupil has access to the full-time education to which they are entitled 

● Act early to address patterns of absence 

● Promote and support punctuality to lessons 

● Build strong relationships with families to ensure pupils have the support in place to attend school. 

 

 

AIMS  

● To raise attendance for all pupils, especially those who are disadvantaged, vulnerable or have attended 

less well in the past 

● To promote the importance of attendance in improving the wellbeing, safeguarding and outcomes of all 

pupils 

● To work collaboratively with families and local partners in the following way: 
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THE IMPORTANCE OF REGULAR ATTENDANCE  

Poor attendance not only undermines a child’s education and future life chances but it also can put children at 

risk, encouraging anti-social behaviour or activity that makes a child vulnerable. For our most vulnerable pupils, 

regular attendance is also an important protective factor and the best opportunity for needs to be identified 

and supported. 

 

Any absence affects the pattern of a child’s schooling. Regular absence will seriously affect their learning and 

has a negative impact on academic achievement. Any pupil’s absence also disrupts teaching routines and may 

affect the learning and progress of other pupils. 

 

 

ATTENDANCE AND PUNCTUALITY EXPECTATIONS 

It is our expectation that all pupils will achieve at least 95% attendance. To achieve this, a pupil should have less 

than 10 days off school in any academic year. Pupils are also expected to arrive on time for school every day and 

be on time for all of their lessons. This means that all pupils should be in school before their first lesson starts at 

8.45am and remain in school until the school day ends at 3.10pm, having attended all of their lessons. To support 

pupils’ punctuality each morning, the main school gates open at 8.30am.  

 

 

LEGAL PARENTAL DUTY 

It is the legal responsibility of every parent to make sure their child receives an efficient, full time education 

suitable to their age, aptitude and any special educational need they may have. Parents have an additional legal 

duty to ensure their child attends school regularly. This means their child must attend every day that the school 

is open, except in a small number of allowable circumstances such as being too ill to attend or being given 

permission for an absence in advance from the school. 
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Any parent who allows their child to be absent from school without an authorised reason creates an offence in 

law which may result in prosecution.  

 

 

ROLES AND RESPONSIBILITIES  

 

Parents/carers are expected to 

● Make sure their child attends school every day on time 

● Contact the school by 9am on the first day of absence and on subsequent days on the telephone number 

01233 820479 or by emailing office@bethersden.kent.sch.uk 

  

● Provide the school with more than one emergency contact number for their child 

● Ensure that, where possible, appointments for their child are made outside of the school day 

● Communicate as early as possible circumstances which may affect absence or require support 

● Be aware of their legal responsibilities for ensuring their child’s regular and  punctual attendance 

● Provide a reason immediately each time their child does not attend school and advise the school in advance 

of medical or other urgent appointments, which should not normally result in a full-day absence 

● Take an active interest in their child’s education and promote the benefits of regular attendance 

● Attend all attendance improvement meetings and be willing to discuss poor attendance patterns and 

possible solutions.  

 

Parents should do everything possible to encourage their child to attend. However, if the reason for their 

reluctance appears to be school-based, such as difficulty with work or bullying, please discuss this with the school 

at the earliest opportunity. Allowing your child to be absent without taking any action is likely to make the 

situation worse and gives your child the impression that attendance does not matter.  

 

If you would like to discuss your child’s attendance, contact should be made using the email address below 

families@bethersden.kent.sch.uk  

 

 

Pupils are expected to 

● Attend school every day on time 

● Attend every timetabled session on time  

● Attend any meetings and engage in strategies around improving their attendance 

● Tell their parents and staff at the school about anything that is affecting their attendance at school, including 

reporting bullying. 

 

Governors  are responsible for 

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

● Holding school leaders to account for the implementation of this policy 

mailto:office@bethersden.kent.sch.uk
mailto:families@bethersden.kent.sch.uk
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● Making sure school leaders fulfill expectations and statutory duties 

● Regularly reviewing and challenging attendance data 

● Monitoring attendance figures for the school 

● Making sure staff receive adequate training on attendance. 

 

 

The Headteacher is responsible for 

● The implementation of this policy in their school 

● Supporting staff with monitoring the attendance of individual pupils 

● Monitoring the impact of any implemented attendance strategies  

● Issuing fixed-penalty notices (or delegating this duty), where necessary 

● Monitoring school-level absence data and reporting it to the Governors 

● Contacting parents and carers regarding absence and poor punctuality 

● Reinforcing attendance and punctuality expectations in assemblies 

● Promoting rewards and celebrating progress  

● Applying rewards and sanctions consistently 

● Identifying and mitigating potential barriers to good attendance in liaison with families and local partners. 

● Devise specific strategies to address areas of poor attendance identified through data. 

 

● Lead attendance across the school 

● Offer a clear vision for attendance improvement 

● Evaluate and monitor expectations and processes 

● Have an oversight of data analysis 

The Lead for Inclusion and Families (LIAF) is responsible for 

• Contacting parents and carers regarding concerns around absence and poor punctuality 

• Liaise daily with the office staff regarding children who are absent 

• Work with external agencies where appropriate to address attendance issues 

 

Class Teachers are responsible for 

● Reinforcing attendance and punctuality expectations 

● Promoting rewards and celebrating progress with their pupils 

● Raise any concerns with a member of the SLT 

● Discuss children’s attendance with parents/carers at parents’ meetings. 
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Office staff are responsible for 

● Monitoring the calls and emails coming into the office and recording them 

● First Day Calling procedures 

● Collating and entering registration information as required 

● Monitoring and recording holiday requests and other leaves of absence 

● Making contact with parents regarding unexplained absences. 

● Collating data for senior leaders (Daily, weekly, termly and annually) 

● Typing and sending letters to parents as directed by the headetacher 

● Updating school records, analysing attendance data and providing reports to senior leaders and other 

professionals 

● Preparing paperwork for PIAS referrals/statutory intervention  

● Working with local partners as required 

● Keeping records of all interventions and updating information on SIMs 

 

 

PROMOTING REGULAR ATTENDANCE 

Helping to create a habit of regular attendance is everybody’s responsibility - parents, pupils and all members 

of staff. To maintain a focus on this, we will maintain regular contact with parents and carers regarding their 

child’s attendance and report regularly on how their child is attending.  Letters will be sent in Terms 2, 4 and 6. 

 

At Bethersden we have extensive rewards and incentives to celebrate and promote children’s attendance with 

individual, class and whole school rewards based on 96%+ and 100% attendance. We know that every day 

matters and want to ensure that pupils are making the most of all the opportunities we provide them on a daily 

basis.  

 

We do consider the circumstances of individuals and take them into account when rewarding children’s 

attendance (for example, absences that are as a result of medical issues) to ensure that all children are rewarded 

fairly. However, we like to remind parents that the true reward of attendance will be seen in your child's 

progress, not only academically, but also socially, emotionally and through their personal growth.  

 

 

ATTENDANCE MONITORING 

We will monitor attendance and absence data weekly, termly and yearly across the school and at an individual 

pupil level. We will also identify whether or not there are particular groups of children whose absences may be 

a cause for concern.  Attendance meetings involving the LIAF, Headteacher and Office staff are held fornightly. 

 

Pupil-level absence data will be collected each term and published at national and local authority level through 

the DfE's school absence national statistics releases. The underlying school-level absence data is published 

alongside the national statistics. School leaders will compare attendance data to the national average, and share 

this with the Governors. 
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ATTENDANCE AND ABSENCE DATA 

Since poor attendance is habitual, prevention and early intervention is crucial. School staff will analyse 

attendance and absence data regularly to identify pupils or cohorts that need additional support. They will then 

use this analysis to provide targeted support to these pupils and their families. In developing support strategies, 

they will also look into historic and emerging patterns of attendance and absence. 

TIERED APPROACH TO SUPPORTING ATTENDANCE 

Some pupils find it harder than others to attend school and, at all stages of improving attendance, staff will work 

with pupils and parents to remove any barriers to attendance. To maximise support and ensure early 

intervention, pupils are placed in an attendance tier related to the number of days they have been absent from 

school and their risk of underachieving due to absence: 

 

 

TIER 
RISK OF 

UNDERACHIEVING 
PERCENTAGE 

DAYS 
ABSENT 

ACTION LEAD 

1 
 

NONE 
 

96% - 100% 0 - 7  
Promoting and rewarding 
good attendance 

Class 
Teacher/Attenda
nce Administrator 

2 
 

LOW  
 

93% - 95.99%  8 - 13  Initial School Support LIAF 

3 
 

SERIOUS  
         

   90% - 92.99% 14 - 19  
Escalated School Support- 
Letter and/or meeting 

LIAF and 
Headteacher 

4 
 

CRITICAL   
         

          <90% 20+  
Meeting with 
Headteacher 

Headteacher 

5 
 

EXTREME  
            

       
<85% 

 
28+   

Referral to PIAS for 
statutory intervention  

Local Authority 

 

 

 

As part of our work to improve pupils’ attendance and reduce absence, school staff will phone and write to 

parents, hold Attendance Improvement Meetings, conduct Home Visits and liaise with Early Help and Children’s 

Social Services. For any pupils with attendance below 95%, the LIAF may invite parents/carers for a meeting to 

discuss the situation (if appropriate).  If the situation persists, parents will be asked to attend a meeting with the 

Headteacher. 

 

On a case by case basis, the school will request medical evidence to verify a reason for absence. We encourage 

parents/carers to provide this evidence even if it has not been requested.  

 

REDUCING PERSISTENT AND SEVERE ABSENCE 

● Persistent Absence is where a pupil misses 10% or more of school i.e at least 4 weeks over the year.  
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● Severe Absence is where a pupil misses 50% or more of school. This equates to 19 weeks or 95 school 

days of missed learning during an academic year..  

In the above cases, we will use attendance data to find patterns and trends of absence and carry out an audit to 

identify family, socio-economic or pupil-related barriers to good attendance. 

Once identified, we will provide access to wider support services to help remove these barriers. We will hold 

regular meetings with parents and liaise with the local authority for additional support. We will also issue Penalty 

Notices and request other sanctions if support is not appropriate (e.g. for an unauthorised holiday in term time), 

not successful, or not engaged with.  

 

Category Support from School  

AT RISK OF 
BECOMING 

PERSISTENTLY 
ABSENT 

● Proactively use data to identify pupils at risk of poor attendance 
● Work with each identified pupil and their parents to understand and address the 

reasons for absence,  including any in-school barriers to  attendance  
● Where out of school barriers are identified, signpost and support access to any 

required services in the first instance   
● If the issue persists, take an active part in the multi-agency effort with the local 

authority and other partners. Act as the lead practitioner where all partners agree 
that the school is the best placed lead service. Where the lead practitioner is outside 
of the  school, continue to work with the local authority and partners. 

PERSISTENTLY 
ABSENT  

● Continue support as for pupils at risk of becoming persistently absent 
● Where absence becomes persistent, put additional targeted support in place to  

remove any barriers. Where necessary, this includes working with partners   
● Where there is a lack of engagement, hold more formal conversations with parents 

and be clear about the potential need for legal intervention in future  
● Where support is not working, being engaged with or appropriate, work with the 

local authority on legal intervention  
● Where there are safeguarding concerns, intensify support through statutory 

children’s social care  
● Work with other schools in the local area, such as schools previously attended and 

the  schools of any siblings. 

SEVERELY 
ABSENT  

● Continue support as for persistently absent pupils  
● Agree a joint approach for all severely absent pupils with the local authority.  

 
 

 

PUPILS WITH MEDICAL CONDITIONS OR SPECIAL EDUCATIONAL NEEDS AND DISABILITIES (SEND) 

Some pupils face greater barriers to attendance than their peers. These can include pupils who suffer from long 

term medical conditions or who have special educational needs and disabilities. Their right to an education is 

the same as any other pupil and therefore the attendance ambition for these pupils is the same as they are for 

any other pupil. However, in working with their parents to improve attendance, we will be mindful of the barriers 

these pupils face and put additional support in place where necessary to help them access their full-time 

education.  

 

Pupils with long term illnesses or other health needs may need additional support to continue their education, 

such as an alternative provision provided by the school or Local Authority.   

 

For all pupils with SEND we will: 
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● Maintain a high ambition for attendance and work with pupils and parents to maximise attendance   

● Ensure a joined up approach and where required, put in place additional support and adjustments, such 
as an individual healthcare plan 

● If applicable, we will ensure the provision outlined in the pupil’s EHCP is accessed 

● Consider additional support from wider services and external partners, making timely referrals.  
  

 

PART-TIME TIMETABLES  

In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a temporary 

part-time timetable to meet their individual needs. For example, where a medical condition prevents a pupil 

from attending full-time education and a part-time timetable is considered as part of a re-integration package.  

 

A part-time timetable will only be in place for the shortest time necessary and will not be treated as a long-term 

solution. Any attendance support programme or other agreement will have a time limit by which point the pupil 

is expected to attend full time, either at school or in an alternative provision. There will be formal arrangements 

in place for regularly reviewing the part time provision with the pupil and their parents.  

 

In addition to allowing a part time timetable, and since we will have agreed to a pupil being absent from school, 

we will set clear expectations for how learning will continue whilst the pupil is at home during the school day. 

In most cases, this will involve engagement in online learning. 

 

RECORDING ATTENDANCE  

We will keep an attendance register, and place all pupils onto this register. We will take this register at the start 

of the first session of each school day and after lunch. The attendance register will record every pupil in one of 

the following categories: 

● Present  

● Attending an approved off-site educational activity 

● Absent 

 

We will also record: 

● Whether an absence is authorised or not 

● The nature of the activity if a pupil is attending an approved educational activity 

● The nature of circumstances where a pupil is unable to attend due to exceptional circumstances. 

[See appendix 1 for the DfE attendance codes] 

 

AUTHORISED AND UNAUTHORISED ABSENCE  

Every half-day absence from school is classified as either authorised or unauthorised. Registers are taken twice 

a day by staff to record attendance marks for each session. Registers are legal documents so school staff are 

obliged to complete them accurately. Information about the cause of any absence is always required from 

parents/carers. School staff can change an authorised absence to an unauthorised absence, and vice versa, if 

new information is presented. An example of this would be where a parent states a child is unwell but on return 

to school, there is evidence they have been on holiday.  
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Authorised Absence 

Authorised absences are mornings or afternoons away from school that have an acceptable reason, agreed by 

the school. Section 444 of the Education Act 1996 says that parents are guilty of an offence of failing to secure 

attendance at school unless they can prove that the child was absent due to:  

 

● Leave already granted by the school 

● Sickness or any unavoidable cause - this must only relate to the child, not their parent or other family 

member 

● Medical/dental appointments that could not be arranged outside of school hours 

● Religious observance – where the day is exclusively set apart for religious observance by the religious 

body to which the pupil’s parents belong.  

● Failure by the Local Authority to provide transport  

● Traveller pupils travelling for occupational purposes. Absence may be authorised only when a traveller 

family is known to be travelling for occupational purposes and has agreed this with the school, but it is 

not known whether the pupil is attending educational provision 

IN LAW THESE ARE THE ONLY ACCEPTABLE REASONS FOR A CHILD BEING ABSENT FROM SCHOOL 

 

Unauthorised Absence 

Unauthorised absences are those which the school does not consider reasonable and for which no “leave" has 

been given. With unauthorised absence, the school does not agree that the reason given by a parent is 

acceptable. This type of absence can lead to the Local Authority using sanctions and/or legal proceedings. 

Unauthorised reasons include:  

● Parents/carers keeping children off unnecessarily  

● Truancy before or during the school day 

● Absences which have never been properly explained  

● Pupils who arrive at school after the first session register has closed 

● Shopping, looking after other children or birthdays  

● Day trips and holidays in term time, unless an authorised school trip  

● Oversleeping  

● Absence to look after an unwell sibling/family member  

● Inadequate uniform  

● Confusion over term dates  

● School refusal  

 

 

UNPLANNED ABSENCE  

Parents/carers must provide the school with a detailed reason for the absence on the first day of an unplanned 

absence by contacting school by 9am on the first day of absence and on subsequent days by telephone or email:  

01233 820479  

office@bethersden.kent.sch.uk 

We will mark absence due to illness as authorised unless the school has a genuine concern about the authenticity 

of the illness. If the authenticity of the illness is in doubt, we may ask the pupil’s parent/carer to provide medical 

evidence, such as a doctor’s note, prescription, appointment card or other appropriate form of evidence. We 
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will not ask for medical evidence unnecessarily. If we are not satisfied about the authenticity of the illness, the 

absence will be recorded as unauthorised and parents/carers will be notified of this. 

 

 

PLANNED ABSENCE  

Attending a medical or dental appointment will be counted as authorised as long as the pupil’s parent/carer 

notifies the school in advance and provides evidence of the appointment. 

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

possible. Where this is not possible, the pupil should be out of school for the minimum amount of time 

necessary. We would expect a pupil to return to school after a morning appointment and come to school before 

an afternoon appointment unless agreed otherwise in advance. 

 

 

FOLLOWING UP UNEXPLAINED ABSENCE 

Where we are not provided with a reason for a pupil’s absence, we will: 

● Phone the pupil’s parent/carer on the first day of unexplained absence to ascertain the reason  

● Phone the pupil’s emergency contacts if we are unable to make contact with the parent or carer 

● Consider conducting a home visit or contacting the police/local authority if we are unable to make any 

contact 

● Identify whether the absence is authorised or not 

● Call the parent/carer on each day that the absence continues without explanation to ensure proper 

safeguarding action is taken where necessary. If an unexplained absence continues for 10 school days, the 

school will make a Child Missing Education (CME) referral to the local authority. 

 

 

REPORTING TO PARENTS/CARERS 

The school will regularly inform parents about their child’s attendance and absence levels via attendance letters 

3 times per year.   

 

GRANTING LEAVE OF ABSENCE  

The Headteacher will only grant a leave of absence to a pupil during term time if they consider there to 

be 'exceptional circumstances'. A leave of absence is granted at the headteacher’s discretion, including the 

length of time the pupil is authorised to be absent for. 

We define ‘exceptional circumstances’ as one off events which are unavoidable. Examples may include the death 

of a close relative, attendance at a funeral, or a housing crisis which prevents attendance. In addition, if 

significant family trauma has occurred and it is believed that a break from school is in the child’s best interests, 

the leave request may be agreed. 

We will consider each application for term-time absence individually and take into account the specific facts, 

circumstances and relevant context behind the request. We will also want to weigh the above criteria against 

the child’s record and educational progress to minimise the risk of any negative impact. We will take into 

account: 

● Previous attendance 

● Attainment and progress 

● Ability to catch up on any work missed 
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● Any impending tests or significant school events 

● The frequency of any other requests for leave. 

 

Any request should be submitted as soon as it is anticipated and, where possible, at least 4 weeks before the 

absence. The Headteacher may require evidence to support any request for leave of absence. 

 

 

LATENESS AND PUNCTUALITY  

Poor punctuality is not acceptable. If a pupil misses the start of the day or lesson, they can miss vital work and 

information. Late arriving pupils also disrupt lessons for other pupils.  

How we manage lateness  

● At 8.45 am the school day starts and pupils are expected to be in class at that time  

● If a pupil arrives before the register has closed, they will be marked as late using the appropriate code 

● If a pupil arrives after 9.15am or 30 minutes after their agreed start time, the U code may be applied to their 

attendance record which means they receive an unauthorised absence mark for the morning session. This 

may mean that parents could face the possibility of a Penalty Notice if the problem persists.  

If a pupil has a persistent late record, parents/carers may be asked to meet with the Headteacher to resolve 

the problem. Parents/carers can approach the school at any time if they experience problems getting their 

child to school on time. 

 

LEGAL SANCTIONS  

The school or Local Authority can fine parents for the unauthorised absence of their child from school, where 

the child is of compulsory school age. If issued with a fine, or Penalty Notice, each parent must pay £60 within 

21 days or £120 within 28 days. If the payment has not been made after 28 days, the local authority can decide 

whether to prosecute or withdraw the notice. 

The Local Authority may also decide to put formal support in place such as an Education Supervision Order, or 

by intensifying support through statutory children’s social care involvement where there are safeguarding 

concerns, especially where absence is below 50%. 

 

The Local Authority may also decide to prosecute parents when all other routes have failed or are not deemed 

appropriate. This could include making the case for a Parenting Order, which means parents must attend 

parenting classes. Convicted parents also have to do what the court says to improve their child’s school 

attendance in order to secure their engagement with support. In addition, parents may be fined up to £2,500, 

be given a Community Order or a jail sentence up to 3 months. 

 

Penalty Notices can be issued by the Headteacher, Local Authority or the Police for.  

● Overt truancy (including pupils caught on truancy sweeps)  

● Absence of 10 or more half-day sessions (five school days) without authorisation during any 100 possible 

school sessions (or 50 school days) – these do not need to be consecutive  

● Unauthorised leave for the purposes of a family holiday in term-time of 10 or more half-day sessions (five 

school days)  – these do not need to be consecutive  

● Persistent late arrival at school (after the school register has closed)  
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● Where an excluded child is found in a public place during school hours during the first five days of exclusion.  

Parents/carers will be issued with a Warning Penalty Notice Letter from the Local Authority. This letter sets out 

15 school days (3 weeks) during which time no unauthorised absence should be recorded. If an unauthorised 

absence is recorded during this period a Penalty Notice and fine will be issued (one per parent*/carer per child). 

The only exception to this is for holidays taken during term time when the 15 day monitoring period is not 

applicable.   

 

*Section 576 of the Education Act 1996 states that a ‘parent’, in relation to a child or young person, includes 

any person who is not a biological parent, but who has parental responsibility, or who has care of the child. 

This includes:  

● all biological parents, whether they are married or not  

● any person who, although not a biological parent, has parental responsibility for a child or young person - 

this could be an adoptive parent, a step-parent, guardian or other relative  

● any person who, although not a biological parent and does not have parental responsibility, has care of a 

child or young person.  

A person typically has care of a child or young person if they are the person with whom the child lives, either 

full or part time and who looks after the child, irrespective of what their biological or legal relationship is with 

the child.  

 

 

CHILDREN MISSING IN EDUCATION (CME) 

Where a child is missing from education for 10 school days that are unexplained, or if a family moves away 

from the area or out of the country but does not register with another school, we will alert the Local Authority 

who will then take action according to the CME policy and procedures. Movement of children between local 

authorities and schools is tracked nationally.  

 

RELATED GUIDANCE AND LEGISLATION 

Working Together to Improve School Attendance (2022) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616

/Working_together_to_improve_school_attendance.pdf 

 

School Attendance Parental Responsibility Measures (2015) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/581539/

School_attendance_parental_responsibility_measures_statutory_guidance.pdf 

 

Children Missing Education (2016) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/

Children_Missing_Education_-_statutory_guidance.pdf 

 

Keeping Children Safe in Education (2022) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047

/KCSIE_2022_revised.pdf 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1073616/Working_together_to_improve_school_attendance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/581539/School_attendance_parental_responsibility_measures_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/581539/School_attendance_parental_responsibility_measures_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047/KCSIE_2022_revised.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047/KCSIE_2022_revised.pdf
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Working Together to Safeguard Children (2018) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/

Children_Missing_Education_-_statutory_guidance.pdf 

 

Behaviour in Schools (2022) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089687

/Behaviour_in_Schools_guidance_July_2022.pdf 

 

Suspension and Permanent Exclusion from maintained schools, academies and pupil referral units in England, 

including pupil movement (2022) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089688

/Suspension_and_Permanent_Exclusion_guidance_July_2022.pdf 

 

Supporting pupils at school with medical conditions (2015) 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/803956/

supporting-pupils-at-school-with-medical-conditions.pdf 

 

Kent County Council Education Penalty Notices Code of Conduct (2020) 

https://www.kelsi.org.uk/__data/assets/pdf_file/0017/62126/KCC-Penalty-Notice-Code-of-Conduct.pdf 

 

Equality Act 2010 

https://www.legislation.gov.uk/ukpga/2010/15/contents 

 

The Education Act 1996, Part 6 

https://www.legislation.gov.uk/ukpga/1996/56/contents 

 

The Education Act 2002, Part 3 

https://www.legislation.gov.uk/ukpga/2002/32/contents 

 

The Education and Inspections Act 2006 

https://www.legislation.gov.uk/ukpga/2002/32/contents 

 

The Education (Penalty Notices) (England) (Amendment) regulations 2013 

https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made 

 

LINKS WITH OTHER SCHOOL POLICIES (which can be found on the website) www.bethersden.kent.sch.uk  

Safeguarding and Child Protection  

Behaviour and Exclusions  

Supporting Pupils with Medical Needs Policy 

Equality Objectives 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/550416/Children_Missing_Education_-_statutory_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089687/Behaviour_in_Schools_guidance_July_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089687/Behaviour_in_Schools_guidance_July_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089688/Suspension_and_Permanent_Exclusion_guidance_July_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1089688/Suspension_and_Permanent_Exclusion_guidance_July_2022.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/803956/supporting-pupils-at-school-with-medical-conditions.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/803956/supporting-pupils-at-school-with-medical-conditions.pdf
https://www.kelsi.org.uk/__data/assets/pdf_file/0017/62126/KCC-Penalty-Notice-Code-of-Conduct.pdf
https://www.legislation.gov.uk/ukpga/2010/15/contents
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
http://www.bethersden.kent.sch.uk/
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APPENDIX 1: ATTENDANCE CODES from the DfE’s guidance on school attendance 

PRESENT CODES 

Code Definition Scenario 

/ 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 

J Interview 
Pupil has an interview with a prospective 

employer/educational establishment 

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 CODES 

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 
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I Illness 
School has been notified that a pupil will be absent due 

to illness 

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 

S Study leave 
Year 11 pupil is on study leave during their  public 

examinations 

T Gypsy, Roma and Traveller absence 
Pupil from a traveller community is travelling, as 

agreed with the school 

 

 

 

UNAUTHORISED ABSENCE CODES 

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 

 

ADMINISTRATION CODES 

Code Definition Scenario 

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

attend 

Y 
Unable to attend due to exceptional 

circumstances 

School site is closed, there is disruption to travel as a 

result of a local/national emergency, or pupil is in 

custody 
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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 

 


