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ADDITIONAL INFORMATION 

This policy statement applies to anyone working on behalf of Accomplish Multi Academy Trust, including 

senior managers and the board of trustees, paid staff, volunteers, sessional workers, agency staff and 

pupils.  

 
There is a statutory requirement to have this policy in place in multi-academy trusts.    
This policy must be published on academy websites.  
 
The use of the term ‘parent’ for the purposes of this policy refers to the child's birth parents and includes 
any person who has parental responsibility (which includes the local authority where it has a care order in 
respect of the child) and any person (for example, a foster carer) with whom the child lives. 
 
It is our intention that this policy is applied fairly and consistently and with due regard to our obligations 

under the Equality Act 2010 and the UN Convention on the Rights of the Child. 

AIMS 

Accomplish Multi Academy Trust academies strive to secure the very best outcomes for pupils. We 

appreciate that regular attendance at school is vitally important in helping pupils reach their academic 

potential, develop socially and emotionally as well as developing a range of life skills which will support 

them as they leave our school and start the next phase of their education at secondary school.  

Accomplish Multi Academy Trust aims to support pupils and parents/carers by:  

• Promoting good attendance and reducing absence, including persistent and severe absence  

• Ensuring every pupil has access to the full-time education to which they are entitled  

• Having robust processes in place for monitoring pupil attendance and taking early action to address 

patterns of absence and any safeguarding concerns raised through absence 

• Creating a safe and supportive environment where all pupils can develop and flourish 

We will also support parents/carers to carry out their duty to ensure their children, including those of 

nursery age, attend regularly, and will promote and support outstanding punctuality to the academy.  

RATIONALE 
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The Trust Board have followed the DfE guidance, Working together to improve school attendance (August 

2024) and has updated the Trust’s attendance policy to reflect the government’s ambition to improve pupil 

attendance. 

 
Research clearly demonstrates the link between regular attendance and educational progress and 
attainment. Children who frequently miss school often fall behind and they may find it challenging to make 
the expected progress in their learning. Regular absences may also lead to children finding it difficult in 
maintaining friendships and they can feel isolated from their school community.  All staff in Accomplish 
academies will work in partnership with pupils and their parents/carers to ensure that all pupils have full 
and equal access to the opportunities and experiences offered by the school. We will encourage and support 
parents and carers to ensure that their child achieves the maximum possible attendance and that any 
problems that prevent this are identified and acted on promptly.  
 
We are alert to the fact that absence can lead to safeguarding concerns. For example, regular attendance is 
an important protective factor and the best opportunity for needs to be identified and support provided. 
Research has shown associations between regular absence from school and a number of extra-familial 
harms. Regular absence, particularly unexplained absence, can be a red flag for safeguarding issues. It is 
therefore vital that all pupils are in their academy regularly.  
 
Our staff have a clear understanding of their role in ensuring that pupil attendance is improved across the 
academy and that improving attendance is everyone’s business. 
 
The barriers to accessing education are wide and complex, both within and beyond the academy gates, and 
are often specific to individual pupils and families. The foundation of securing good attendance is that the 
academy is a calm, orderly, safe, and supportive environment where all pupils want to be and are keen and 
ready to learn. 
 
All Accomplish Headteachers take responsibility for implementing measures to secure high standards of 
attendance and punctuality. They work collaboratively with a range of external partners, primarily those 
from the local authority, including the Education Welfare Service and Children’s Services, in their endeavour 
to support families and children who may have barriers to securing excellent attendance.  
 
LEGISLATION 

This policy is based on advice, contained in the following documents from the Department for Education 

(DfE):  

 
Children missing education   
Keeping children safe in education and Working together to safeguard children  
Special educational needs and disability code of practice: 0 to 25 years  
Elective home education   
Alternative provision: statutory guidance for local authorities   
Exclusion from maintained schools, academies and pupil referral units in England    
Supporting pupils at school with medical conditions  
Arranging education for children who cannot attend school because of health needs  
Promoting and supporting mental health and wellbeing in schools and colleges   
Preventing and tackling bullying  
Providing remote education  
 
The School Attendance (Pupil Registration) (England) Regulations 2024   
The Education (Parenting Contracts and Parenting Orders) (England) Regulations 2007  
The Education (Penalty Notices) (England) Regulations 2007, as amended   
The Education (Information about Individual Pupils) (England) Regulations 2013  
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The Children and Young Persons Acts 1933 and 1963   
The Equality Act 2010  
 
This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 
threshold.  
This policy complies with our funding agreement and articles of association. By law, all schools and 
academies (except those where all students are boarders) are required to keep an attendance register, and 
all students must be placed on this register. The law requires the register to be taken twice a day - at the 
start of the morning session and then once in the afternoon session. Townville Academy welcomes students 
between 8:35am and 8:45am, with registers closing by 9.15am.  
 
ASSOCIATED POLICIES 
Accomplish MAT Safeguarding Policy 
Accomplish MAT SEND Policy 
Accomplish MAT Suspensions and Exclusions Policy 
Accomplish MAT Anti Bullying Policy 
Accomplish MAT Equality and Diversity Policy  
 

ROLES AND RESPONSIBILITIES 

The Trust Board is responsible for reviewing and approving the Attendance Policy and monitoring its impact 

and contribution to achieving the trust's aims and objectives.  

They must also ensure academy leaders and staff receive training on attendance, make certain that 
academy leaders fulfil expectations and statutory duties. They are expected to take an active role in 
attendance improvement by monitoring attendance across the trust, particularly for the most vulnerable 
students.   
 
Headteachers and Senior Attendance Champions  
The Headteacher and attendance Champions will ensure that the policy is fully embedded and adhered to in 
the academy for which they are responsible. They hold responsibility for monitoring the efficacy of the 
policy, considering the views of all stakeholders and reporting these, where appropriate, to the CEO. 
 
The Headteacher and Attendance Champion are responsible for the implementation of the Attendance 
Policy and the day-to-day management of it, including associated systems and processes.  
 
Headteachers and Attendance Champions must ensure that staff benefit from timely and appropriate 
training and professional development to allow them to understand this policy, follow all practices and 
procedures within it and, ultimately, assist leaders in creating an outstanding academy culture and improve 
pupil attendance for all groups.  
 
In addition, Headteachers and Attendance Champions will: 
 

• Implement an effective academy strategy that promotes excellent attendance, which is regularly 
monitored and evaluated for progress and the efficacy of the academy’s strategies and processes. 

 

• Set high standards of attendance from all pupils and parents and prioritise attendance improvement 
across the academy. 

 

• Create a calm, orderly and supportive environment where pupils feel safe. 
 

• Create a climate for learning, in which all pupils are challenged and supported through high quality 
teaching and an inclusive curriculum to achieve aspirational targets within a structured and well- 
disciplined environment. 
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• Resource attendance support and improvement appropriately and employ attendance and pastoral 
staff who work with families, conduct home visits and work in partnership with the senior leadership 
team, the local authority’s School Attendance Support Team, and other partners. 

 

• Rigorously monitor attendance data to identify patterns of poor behaviour (at individual/group and 
cohort level). 

 

• Where a pattern is identified, we will discuss with pupils and parents to listen and to understand the 
barriers to attendance and agree how all partners can work together to resolve them. 

 

• Establish strong, appropriate home-school relationships through regular communications and 
encourage parents/carers to work collaboratively with our pastoral support team and other 
appropriate initiatives including facilitating support through an academy initiated early help or 
family support plan where absence is a symptom of wider issues. 

 

• Remove barriers to attendance, share information and work collaboratively with other schools in the 
area, the local authority, and other local partners where absence is at risk of becoming permanent 
or severe, facilitating support where required. 

 

• Scrutinise attendance data in order that patterns and trends may be identified and used to put 
targeted support in place for groups or individuals. 
 

• Report robust data to the Trust Board, Local Governing Board and the government.  
 

• Make all required returns regarding pupils’ admissions, attendance and absence to the local 
authority. 

 

• Formalise support where absence persists, and voluntary support is not working or being engaged 
with. 
 

• Recognise that attendance is never ‘solved’ and is a continuous process by regularly reviewing and 
updating messages, processes, and strategies.    

 

• Recognise children missing education can act as a vital warning sign to a range of safeguarding 
issues including neglect, sexual abuse and child sexual and criminal exploitation.                                                                                                                                     

Local Governing Board  
The local governing board is responsible for monitoring the implementation and impact of the Attendance 
Policy, escalating concerns to the Headteacher when they arise. A member of the Local Governing Board will 
champion attendance and work with and support the Senior Attendance Champion in the academy.  
 
Academy staff, including teachers and support staff, are responsible for the application of the policy, 
ensuring its processes and procedures are followed, and consistently and fairly applied.  They have a 
responsibility, with the support of the Headteacher and Senior Attendance Champion for creating a safe, 
calm learning environment where all children feel safe and want to attend.  
 
Academy staff are expected to engage in training and CPD organised by leaders to support them to carry 
out their roles to the best of their ability.  



 
Staff at all levels of the organisation should seek to create effective relationships with pupils and their 
families – including timely communication, home-academy liaison, and liaison with other agencies where 
appropriate.   
 
Class teachers are responsible for recording attendance on a daily basis, using the correct codes, and 
submitting this information to Integris by 9.15am at the latest.  
 
School admin/office staff will take calls from parents about absence on a day-to-day basis and record it on 
the school system. Transfer calls from parents to the to the Headteacher, Attendance Champion or Pastoral 
Lead in order to provide them with more detailed support on attendance.  
 
Parents 
Parents have a legal duty to ensure their child attends the academy and support their child’s attendance by  

• Ensuring their child attends the academy each day it is open, dressed in full uniform 

• Contacting the academy if their child is unable to attend 

• Providing their most up to date contact details 

• Only requesting leave of absence in exceptional circumstances and well in advance 

• Booking any medical appointments around the academy day where possible 

• Proactively engaging with the academy with regards to any support that is offered to improve their 
child’s attendance 

 
ADMISSION REGISTER 

Each academy will maintain admissions register in line with government guidance. The admissions register 

contains personal details of every student along with the date of admission or re-admission to the 

establishment, information regarding parents and carers, and details of the last school attended. 

Where possible, the academy will hold more than one emergency contact number for each student. 

A pupil’s name can only lawfully be deleted from the admission register if a reason set out in regulation 9 of 

the School Attendance (Pupil Registration) (England) Regulations 2024 applies.   

 

DAILY REGISTRATION PROCEDURES 

An electronic registration takes place at the beginning of the day and additionally in the afternoon. All 

academies use Integris which is linked to the government’s daily reporting system. All academies use 

national attendance and absence codes to record a child’s attendance. These codes are used to collate 

statistics through the school census system.  

Morning registers close 30 minutes after the first session begins after which time the pupil will be marked as absent. 

A pupil who arrives late but before the register has closed will be marked as late, using the appropriate 

code (L). Lateness will be proactively monitored. Pupils arriving after registers have closed, will be marked as 

unauthorised absence (U) unless medical evidence has been provided or an acceptable explanation has 

been provided to the Attendance Champion.  

Where absence is recorded as unexplained in the attendance register, the correct code will be input as soon 

as the reason is ascertained, but no later than 5-days. 

 

CONTACTING THE ACADEMY IF YOUR CHILD IS ABSENT  

 

If you know your child will be absent from school: 



Where a child may be absent from school for the purpose of a medical appointment, in the first instance we 

would ask parents to try and seek appointments outside the school day.  If this cannot be facilitated, proof 

of appointment must be provided at the school office before this can be authorised.  For any appointment, 

the minimum time out of school should be taken.  It is rare that a full day absence would be granted for a 

short dental check-up for instance. 

If parents are requesting absence for other reasons.  An ‘Absence for Exceptional Purposes’ form should be 

completed (available from the school office).  Any proof of extenuating circumstances which parents would 

like to be considered must be submitted to the headteacher along with the absence request form.  

In line with the new National Framework for Penalty Notices, Penalty Notice Fines will be issued for any Term 

Time leave of 5 or more consecutive days OR 10 sessions of unauthorised absence during a 10-week period. 

Requests for leave of absence should be made in good time prior to the period of leave requested.  When 

this is the case school will respond to all requests for holiday/leave of absence in writing, giving parents the 

reasons for the decision.   

Letters refusing a request will explain the reasons for the refusal and what action will be taken if the parents 

ignore the refusal and keep their child away from school. 

In exceptional circumstances a letter approving a request will clearly state:  

• The expected date of return; 

• That the parents are expected to contact the school if anything delays in the pupil returning to school 

when expected; 

• The action that will be taken if the pupil fails to return when expected.  

 

If your child is ill and therefore cannot attend school: 

Parents must ring and notify school office before 8.45am. Parents should give clear information as to why 

their child is absent and when they will be expecting to return to school.  Parents must phone school for 

each day of absence. 

 

RESPONSE TO ABSENCE 

The academy will follow up all absences and will ensure proper safeguarding action is taken where 

necessary.  The academy will call the pupil’s parent/carer on the morning of the first day of unexplained 

absence to ascertain the reason.  

 

If the school cannot reach any of the pupil’s emergency contacts, the school may carry out a supervised 

home visit to establish that the child is safe.  Where a child has had previous or current social care 

involvement the school may contact social care. 

 

A call will be made to the parent/carer on each day that the absence continues without explanation to 

ensure proper safeguarding action is taken where necessary. If absence continues, the school will consider 

involving an education welfare officer  

 

If a pupil is absent for 10 consecutive school days, the academy will contact the local authority 

attendance/children missing in education team. The academy will carry out reasonable and appropriate 

methods for ascertaining the whereabouts and safety of the pupil during the period of absence.  

 



If a pupil is due to be or is absent with a medical condition or due to illness for a period of 15 days, the 

academy will report this absence to the local authority and work with the family to support their child’s 

continued education. Please refer to the statutory guidance on education for children with health needs 

who cannot attend school.  

 

If a pupil is in the care of the local authority, the academy will inform the pupil’s social worker and the 

Virtual Schools Head of their absence. If a child is being supported by the Youth Offending Team, the 

academy will contact the relevant key worker regarding the absence.  

 

ANALYSIS OF ATTENDANCE DATA  

Poor attendance is often habitual, prevention and early identification are crucial: The key 

to this is regular data analysis to both identify and provide immediate additional support to pupils or pupil 

cohorts that need it, and to look at historic and emerging patterns across the academy. To achieve this, we: 

• Manage daily absence using the Integris System                  

• Analyse absence and lateness on a weekly, half-termly and annually. 

• Weekly/seasonal patterns 

• Days of poor attendance 

• Patterns and the nature of unauthorised absence (patterns in the use of certain codes) 

• Benchmark attendance data against local, regional and national levels to identify areas of focus for 

improvement. 

• Monitor within the data the impact of attendance efforts, including any specific strategies 

implemented 

• Identify patterns of absence and lateness for: 

o Individuals 

o Class groups/year groups 

o Vulnerable groups including SEN/PP/LAC/Previously LAC/ those with 

o Identified medical needs & those with a social worker (including those 

undergoing a child and family assessment) 

o Pupils with ‘broken weeks’ 

• Use the analysis of attendance and impact data to provide regular reports to Senior Leaders, the 

Local Governing Body and Trustees. 

• Identify the pupils who need support and focus staff efforts on developing targeted actions for those 

cases. 

• Triangulate attendance data with behaviour, safeguarding and SEND information. 

• Regularly inform parents of their child’s attendance and absence levels. 

 

AUTHORISED AND UNAUTHORISED ABSENCE 

Headteachers may not grant any leave of absence to pupils during term time unless they consider there to 

be 'exceptional circumstances'. If you wish to apply for term time leave for exceptional reasons, then a 

‘Request for Absence Form’ must be completed, and this must be done well in advance. (Appendix 2: 

Request for Absence Form). Please refer to the Department for Education working together guidance, 

referenced and linked in the legislation section of this policy for the latest guidance. 

 

LEGAL SANCTIONS 

PENALTY NOTICES 

https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
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Penalty notices are issued to parents as an alternative to prosecution where they have failed to ensure that 

their child of compulsory school age regularly attends the school where they are registered.  

 

A Penalty Notice can be considered by the academy if a pupil has had 10 sessions (a session is a morning or 

afternoon) of unauthorised absence in a rolling period of 10 school weeks. Unauthorised absence may also 

include unauthorised lates after the register has closed. The period of 10 school weeks can also span 

different terms or school years (e.g. 2 sessions of unauthorised absence in the Summer Term and a further 8 

within the Autumn Term).   

 

We will always consider the family circumstances, and whether further support or one of the other legal 

interventions would be more appropriate. We may consider issuing a Notice to Improve in line with 

processes set out in the Local Code of Conduct for the local authority, giving parents a 3-6 week opportunity 

to improve their child’s attendance.  

 

A Penalty Notice will always be issued for unauthorised term time holidays.  

 

From September 2024 only 2 penalty notices can be issued to the same parent in respect of the same child 

within a 3-year rolling period and any second notice within that period is charged at a higher rate.  

• The first penalty notice issued to a parent in respect of a particular pupil will be charged at £160 if 

paid within 28 days. This will be reduced to £80 if paid within 21 days.    

• A second penalty notice issued to the same parent in respect of the same pupil is charged at a flat 

rate of £160 if paid within 28 days.   

• A third penalty notice cannot be issued to the same parent in respect of the same child within 3 

years of the date of issue of the first. In a case where the national threshold is met for a third time 

(or subsequent times) within those 3 years, alternative action should be taken instead. This will 

often include considering prosecution but may include other tools such as one of the other 

attendance legal interventions.   

 

In cases where a pupil has moved school or local authority area in the previous 3 years an additional check 
will be made to try and ascertain whether previous penalty notices have been issued to the parent in 
respect of the pupil. 
 
Accomplish Multi Academy Trust will work with their local authorities local to make use of the full range of 
legal interventions rather than relying solely on penalty notices or prosecution. These are:   

Attendance contracts  

Education supervision orders   

Attendance prosecution   

Parenting orders   

Penalty notices  

 

However, our aim is always to work with parents/carers and the pupil to support them in improving their 

attendance in preference to following legal routes.  

 

BUILDING PARTNERSHIPS WITH FAMILIES 



Parents are encouraged to talk about the positive aspects and benefits of attending school regularly and 

should let the school know at their earliest opportunity of any potential issues that may prevent a child from 

attending school. Some children may mask problems which they are incurring in school as illness. 

If concerns are raised, school will schedule a meeting with parents to try and identify any issues and offer 

support where feasible.  Other agencies may be required to be contacted to seek additional support for the 

young person and/or the family.  The schools Education Welfare Officer will, where feasible, work with 

individual families to offer tailored support.  

Keeping Parents informed 

Once a month, a full review of children’s attendance is completed. If a child’s attendance drops below 95% 

we will write to parents to notify them this is the case.  This ensures that parents are informed and can help 

support them in making reasonable adjustments to ensure an improvement is made such as refraining from 

making appointments within the school day – a practice we encourage for all children at all times. 

If a child’s attendance drops to 92% we once again write to inform parents.  At this point a child’s 

attendance is deemed an extreme cause for concern. 

If a child’s attendance does not improve following the issue of these letters, parents will be written to again 

and invited to attend a meeting in school. 

If a child’s attendance falls below 90% they are classed as Persistent absentees. When this is the case 

parents are invited in to school to discuss the situation. Failure to improve from this point will lead to a 

referral to the Education Welfare Service.  Any further absences will be recorded as unauthorised unless 

medical evidence is provided. 

Parents of children who are repeatedly late will also be written to informing them of such.  If improvement 

is not seen further action may be taken. 

ACADEMY ATTENDANCE STRATEGY  

At Townville Academy we aim to encourage good attendance by ensuring that school is a place where: 

• children want to come; 

• children are treated with respect and feel valued; 

• needs are recognised and addressed; 

• all children can experience success within an enriched, relevant and diverse curriculum. 

We are committed to ensuring we support pupils to have the best opportunities in life.  

 

We also promote good attendance and punctuality through our Attendance HERO awards. 

Our Attendance HEROs are… 

Here 

Everyday 

Ready and 

On time.  



Children can be unduly upset or disadvantaged by both absence from school and late arrival.  We know 

from experience that children who attend regularly and arrive on time are amongst those which are most 

settled and happy. 

Each week in our Friday assembly we look at the percentage attendance of our school and share this with 

the children.  Each class is presented with a traffic light poster detailing their class attendance which will be 

displayed on the class door for the week ahead. 

Each term, we award certificates to those children who have attended school for more than 96% of the 

term.  Each child who receives an Attendance certificate is given an ‘Attendance Raffle Ticket’ which goes 

into our Grand Draw at the end of the year to win a selection of children’s goodies and a £40 voucher.  It is 

possible for children who attend more than 96% each term to have 3 raffle tickets in the Grand Draw. 

Children who have 100% in a term receive a special recognition award badge which they can wear to school 

each day. 

Why do children get certificates if their attendance is not 100%?  

We are not unrealistic, we acknowledge that on rare occasions children may fall ill. Awarding children who 

attend the vast majority of the time allows for this.  We believe 96% is a reasonable expectation for every 

child’s attendance. 

We believe the poor attendance of young children is rarely the choice of the child and yet ultimately it is 

they who suffer the most due to poor attendance.  The impact of poor attendance can be profound and 

stretches much further than ‘missed learning’.  Children with poor attendance are more likely to: 

- suffer with anxiety 

- have poor friendships 

- require external support 

- require additional intervention to attain expected standards. 

The good attendance of all pupils should be held in high regard by all parents, whilst school staff work hard 

to minimise the impact poor attendance has on the wider classroom and those children who do attend 

regularly. Undue time is taken to support children who have missed learning to ‘catch-up’ with their peers. 

Attendance star jar. 

Securing the regular daily attendance of every child in a class is a key priority as after a child’s absence, vital 

school resources have to be directed towards supporting a child’s missed learning.  To promote the 

collective endeavour which sees every child learning and striving together our attendance star’s recognise 

daily whole class attendance.  Once a ‘star jar’ is filled the class are able to select a reward from our 

attendance reward menu. 

 

SUPPORTING SEND PUPILS’ ATTENDANCE or THOSE WITH MENTAL OR PHYSICAL ILLNESS 

All Accomplish Multi Academy Trust academies will consider, in line with the requirements of the Equality 
Act 2010, and the DfE’s Working together to improve attendance (2024) the support for pupils with special 
educational needs and disabilities where it is deemed appropriate.  A reasonable adjustment is not the 
same as lowering expectations; it means that some pupils need additional support to ensure that they meet 
the high expectations required of all pupils.  
 
Where a pupil has an Educational Health Care Plan (EHCP), the academy will report a decline in attendance 
to the local authority or where barriers to attendance are identified. The local authority may then decide to 
review the EHCP and make amendments if appropriate. Please see further details on SEN support.    

https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.gov.uk/children-with-special-educational-needs/special-educational-needs-support
https://www.gov.uk/children-with-special-educational-needs/special-educational-needs-support


 
Pupils who are struggling with their mental or physical health are still expected to attend the academy who 
will make every effort to mitigate the barriers to the attendance. The Attendance Champion will work with 
the pupil (if appropriate), parents/carers and possibly external partners in creating an effective plan of 
support.  
 
PARTIAL TIMETABLES 
In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a school to 
provide a pupil with a temporary part-time timetable to meet their individual needs. For example, where a 
medical condition prevents a pupil from attending school.  
 
Partial timetables are agreed with parents/carers, are regularly reviewed and are a clear plan for the 
reintegration for the pupil to return to full time attendance.   
 
SUPPORT AND ADVICE  
 
Wakefield Local Authority offer further support to improve school attendance through the Wakefield 
Families Together service: Guide 
 

APPENDIX 1 

Code                                                     Definition 

/ \ Present.  / Morning     \ Afternoon  

L Late arrival before the register is closed. 

Attending a place other than the school   

K Attending education provision arranged by the local authority. 

V Attending an educational visit or trip. 

P Participating in a sporting activity. 

W Attending work experience. 

B Attending any other approved educational activity. 

D Dual registered at another school.  

Leave of Absence 

C1 Leave of absence for the purpose of participating in a regulated 

performance or undertaking regulated employment abroad. 

M Leave of absence for the purpose of attending a medical or dental 

appointment. 

J1 Leave of absence for the purpose of attending an interview for employment 

or for admission to another educational institution. 

S Leave of absence for the purpose of studying for a public examination.    

X Non-compulsory school age pupil not required to attend school. 

C2 Leave of absence for a compulsory school age pupil subject to a part-time 

timetable. 

C Leave of absence for exceptional circumstance. 

https://www.wakefieldfamiliestogether.co.uk/wp-content/uploads/2023/09/School-Attendance-Strategy-Summary-Leaflet.pdf


Absent - other authorised reasons   

T Parent travelling for occupational purposes. 

R Religious observance. 

I Illness (not medical or dental appointment) 

E Suspended or permanently excluded and no alternative provision made. 

Absent - unable to attend school because of unavoidable cause 

Q Unable to attend the school because of a lack of access arrangements.  

Y1 Unable to attend due to transport normally provided not being available.  

Y2 Unable to attend due to widespread disruption to travel. 

Y3 Unable to attend due to part of the school premises being closed. 

Y4 Unable to attend due to the whole school site being unexpectedly closed. 

Y5 Unable to attend as pupil is in criminal justice detention. 

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

Y7 Unable to attend because of any other unavoidable cause. 

Absent - unauthorised absence 

G Holiday not granted by the school. 

N Reason for absence not yet established. 

O Absent in other or unknown circumstances. 

U Arrived in school after registration closed. 

Administrative codes 

Z Prospective pupil not on admission register. 

# Planned whole school closure. 

 

APPENDIX 2  

Leave of Absence Form  

 

 

 

 

 

 

 

 

 

 

 

 



APPENDIX 3  

Absence Response Flow Chart 

 

 

 

 

Day 1 absence

Without reason

No attendance concerns

Phonecall from Admin to 
ascertain reason.

Response ascertained.

No response ascertained

Home visit

Letter requesting reason 
sent to home address.

Attendance concerns

Home visit

Reason Provided

No attendance concerns

No further action

Attendance concerns

Request for evidence

Possible home visit

Subsequent days of absence

Without reason

No attendance concerns

Home visit.

Attendance concerns

Further home visit

Letter of concern re lack of reason 
for absence.

Day 6

Parents/carers to be invited to a 
school meeting to develop a plan 

for the return to school.

Consider Police welfare check.

No improvement

Speak to EWS, consider CME, 
Police. 

Reasons known

No attendance concerns

Admin to monitor absence, daily 
phonecall to check in and 

encourage return

Attendance concerns

Ensure evidence obtained

Home visit

Consider discussion with 
EWO/Wider attendance team


