
   
 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Attendance and Punctuality Policy 

 
 
 

 
 
 

Procedure Originator: ACA 

Approved By: MBO 

Review Interval: Annually 

Last Review Date: May 2026 

Next Review Date: May 2027 

Audience: Parents and students 

 
 
 
 



   
 

 

Here at The Orme Academy, we are committed to working together to ensure all children receive the best 
education possible.  Empowering learners for life, we want our students to achieve their best, rise to challenges 
and to enjoy their education. For this to happen children clearly need to be in school. This policy aims to make sure 
that everyone supporting our children realises that attendance matters, that being in school all day, every day is 
what is expected of children and that parents have assurance that we will work positively with them if issues arise. 
 
Responsibilities   

  

The Principal has overall responsibility for attendance at the Academy.  
 
The Assistant Principal and Designated Safeguarding Lead, coordinates and quality assures attendance and 
punctuality across the Academy. 
 
The Attendance Officer works alongside Heads of Year and Pastoral Support Officers to take responsibility for the 
day to day running of the Academy’s attendance system. Last, but by no means least, Form Tutors/teachers are 
legally required to complete attendance registers accurately and on time, liaise with parents where attendance is 
not regular and to inform their tutor group as to their performance in attendance league tables. 
 
Key information about the impact of good attendance   

Examination of national data and information from the Department for Education shows a strong link between 
average absence levels in schools and a child’s attainment:   

• 90% of children gain five or more good GCSE grades at schools with an average absence of 7.5 days or less 

per child   

 
• Only 31.3% of children gain five or more good GCSE grades with an average absence of more than 20 days 

per child   

 
• 5% of children with the highest attendance rates are 1.2 times more likely to achieve 5 or more GCSEs or 

equivalent at grades 4-9 including English and mathematics and around 1.7 times more likely to achieve 

the English Baccalaureate than children with average attendance. (source; The link between absence and 

attainment at KS2 and KS4 2013/14 academic year, DfE, 2014) 

 

Further research shows that young people who are absent from school without permission are most vulnerable 
to being drawn into crime and anti-social behaviour and more likely to be unemployed after leaving school.    

• A Youth Crime Survey in the last few years showed that 45% of young people in mainstream education 
who have committed an offence say they have been absent from school without their school’s approval   

• The survey also showed that 62% of 10–16-year-olds who have committed criminal or anti-social behaviour 

have also had periods of unauthorised absence   

 
Obviously, children who do not attend school regularly are less likely to achieve their target levels and/or GCSE 
grades.   

90% attendance might sound impressive, but actually …   

 



   
 

 

➢ If a child has 90% attendance over a school year, this means that 4 whole weeks’ worth of lessons have 
been missed     

➢ If 90% attendance is maintained over 5 years, half a school year will have been missed overall   
➢ Research suggests that 17 missed school days in a year = 1 GCSE grade DROP in achievement 

 

90% attendance is not impressive, we use this Attendance Ladder in school to make sure children realise that in 
Attendance terms, 90% represents a significant, persistent problem that needs to be avoided by staged 
interventions by the Pastoral Teams in each year.  

 

 

 

 

   

  

  

 

 

 

 

 

 

 

 
 
 

 
 
 
 
 
 
 

Rationale for promoting good attendance   

  

Promoting excellence in attendance and encouraging positive behaviours is the responsibility of the whole 
Academy community. The Orme Academy will promote the importance of positive behaviour and excellent 
attendance through the curriculum, PSHE and enrichment opportunities. Excellent attendance will be recognised 
appropriately. All children should be at school, on time, every day the Academy is open, unless the reason for the 
absence is unavoidable. We will ensure that parents are aware of attendance matters as they relate to their child 
and work with them to ensure good attendance and punctuality.  
  

All children are sometimes reluctant to attend school. Any problems that arise with attendance are best resolved 
between the Academy, the parents and the child. If a child is reluctant to attend, it is never better to cover up their 
absence or to give in to pressure to excuse them from attending. This gives the impression that attendance does 
not matter and may make things worse. Permitting absence from school without a good reason is an offence by 
the parent.   



   
 

 

  

This Attendance Policy includes procedural referral agreements that are designed to promote and safeguard the 
welfare of pupils.  
  
  

Registration  

  

Schools are required by law to take an attendance register twice a day and this shows whether the student is 
present, engaged in an approved educational activity off-site, or absent. If a student of compulsory school age is 
absent, every half-day absence from school has to be classified by the school as either AUTHORISED or 
UNAUTHORISED. Only school can authorise the absence, not parents. This is why information about the cause of 
each absence is always required.  
  

Authorised absences are mornings or afternoons away from school for a good reason like illness, medical 
appointments or other unavoidable cause.   
  

Unauthorised absences are those which the school does not consider reasonable and for which no  
“leave” has been given. This includes:   

• parents keeping children off from school unnecessarily   

• truancy before or during the school day   

• absences which have never been properly explained   

• children who arrive to school after the close of the register  

• school refusal  

• holidays taken during term time that have not been authorised by the Principal.  

  

When completing the register, school follow the DFE school attendance guidance to determine which relevant 
code to use;  
Working together to improve school attendance (applies from 19 August 2024) (publishing.service.gov.uk) 
  

The register will be taken twice a day, at the start of the morning and the afternoon.   
  

Morning registration;  

  

The morning register is taken at the start of Learning Session 1a. 
  
AM registration is at 8:40am and arrival after 8:40am is recorded as L (late before registers closed).  
 
Arriving after 9.10am is recorded as U (late after registers closed).  

 
If your child arrives late to school without a parent/carer call, email or note explaining the circumstances, your 
child will be marked with an L, if between 8.40am and 9am, or a U code if after 9.10am.  
 
The U code has a negative effect on your child’s percentage attendance; each U code decreases your child’s 
present percentage. 
 
After 10 U codes within a 12-week period, parents/carers will be issued with a 20-day notice period, following 
which, if there is no significant improvement a Fixed Penalty Notice from the Local Authority will be issued.  This is 
in line with Staffordshire County Council's Code of Conduct 
  

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://www.staffordshire.gov.uk/Education/Education-welfare/Documents/Code-of-Conduct-From-1.1.2018.pdf


   
 

 

8:35am

•PSOs challenge students arriving 
after 8.40am. This is a part of the 
morning gate duty for the PSO.

Break

•Students detained with member 
of SLT at break time or lunchtime 
on the day that they are late.

Next time

•If lateness persists, contact made 
with home to enquire why a 
student is late again.

 
A penalty notice is an out of court settlement which is intended to change behaviour without the need for criminal 
prosecution. If repeated penalty notices are being issued and they are not working to change behaviour they are 
unlikely to be most appropriate tool.  
 
Therefore, 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. 
 
Afternoon registration;  

 
The afternoon register is taken at the start of Learning Session 2b. 
  

Punctuality 

If lateness is a cause for concern, the following procedures will be followed;  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Children who are late in the morning, will be kept behind at either break or lunch to make up the time 

missed. These children will have already been identified by the Pastoral Support Officer as late on arrival 

in school. 

2. Parents will receive a phone call, at this stage, informing of the concern.  

3. Parents will receive a letter if lateness still persists. 

4. The Academy Attendance Support Officer will contact parents to further discuss and offer support and 

advice to improve persistently poor punctuality. “Persistently” means at least 10 sessions of unauthorised 

late arrival over a period of 12 school weeks, excluding holidays. These late episodes do not need to be 

consecutive.   

5. Parents will be invited to a meeting with the Attendance Support Officer.  This discussion held will be 

documented and an action plan to improve school attendance will be devised with parents and the student 

during the meeting. A review date will be set if needed.  



   
 

 

6. If no improvement is evidenced, The Orme Academy will follow Staffordshire County Councils Code of 

Conduct for issuing penalty notices for persistent lateness.  More information can be found at;  

Attendance - Staffordshire County Council 

  

Absence  

  

Parents whose children are experiencing difficulties should contact the Academy at an early stage and work 
together with the staff in resolving any problems. This is nearly always successful.  
 

If a child is absent from school, we ask parents to:  
• Contact the Academy by 8.40am on the first morning of absence either by telephone (Child Absence Line 

– 01782 742902 or email studentabsence@toa.set.org).  Parents/Carers should advise us at this point as 
to the reasons for absence and also how long they expect the child to be absent from school.  If this unclear, 
keep in regular contact with us to update us on the situation.  

• Information needs to be shared with the Academy to explain the reason for absence. This evidence can be 

in the form of a phone call, e-mail or letter in the first instance, along with any supporting medical evidence 

(appointment letter, copy of medication/prescription). 

• Reply promptly to any request or inquiry concerning an absence  

  

If parents do not contact the Academy on the morning of the first day of absence, a member of the administration 
staff will try to contact them to find out the reason for absence. This ensures that the parent is aware their child is 
not in school enabling the parent, where necessary, to establish that their child is safe.  
  

If a child is expected to be absent from school for a period of more than a week, parent/carers should contact the 
Academy to let the Academy know and to clarify how to access work on Showbie (if the child is physically well 
enough).  
  

A reason for a period of absence is always required. The Academy will contact parents who have not offered a 
reason and after a two week period, if no suitable reason has been provided, will mark the absence as 
unauthorised.  
  

 

Children Missing in Education  

 

Schools have a duty by law to refer any absence of 20 days or more to Staffordshire County Council’s Children 
Missing in Education department where they have been unable to make contact with the parent/child or have 
general concerns about the absence.  
  

In order to avoid any referrals, parents are requested to inform the Academy if they are moving house/area or 
country and to provide a forwarding address, contact number and the name of new school if known.   
  

 

Medical Absence  

  

Schools have the responsibility to decide whether an absence can be authorised on medical grounds. In a few cases 
parents may be asked to provide evidence that their child is too unwell to attend school by providing a note from 
a medical professional. If the Academy has concerns about the level of medical absence that a student has incurred 
they will contact the parents/carers to discuss it further and to find out whether their GP or other health 
professional has been contacted.  

https://www.staffordshire.gov.uk/education/Education-welfare/Attendance.aspx


   
 

 

  

If attendance does not improve the Academy may request parents seek a note of explanation from the relevant 
health professional or may involve the school nurse. If despite the request for the note of explanation, no note is 
forthcoming, the Academy may not be able to authorise absences unless satisfactory medical evidence is provided 
to support the pupil’s inability to attend school.  
  

Long term medical absence  

  

The Academy follows the procedures set out by Staffordshire County Council “Children who are missing 
Education due to Health/Medical Needs” More information can be found at; Staffordshire Connects | Children 
who are Missing Education due to Health/Medical Needs - Protocol and Good Practice Guidance 

Medical and Dental Appointments  

We expect parents to make medical and dental appointments for their children before or after school or during 
the school holidays whenever possible. If this is not possible then confirmation of the appointment will be required 
prior to authorising the absence. Children are expected to attend the Academy prior to the appointment and 
parents expected to return their children to the Academy following the appointment whenever possible.   

Requests for leave of absence  

  

Leave of absence requests, including holiday leave requests, may only be granted in exceptional circumstances.   
If a parent wishes to request leave for their child for any reason they must apply in advance and in writing using 
the leave of absence request form which can be obtained from the Attendance Office.  Where a child does not 
reside with both parents, it is the responsibility of the parent making the request to inform the other parent. The 
Academy will send a reply to both parents.   
 
If a request for leave has not been received and we have reason to believe a student is on holiday, a letter will be 
sent to parents requesting medical evidence.  If no medical evidence can be provided the absence may be coded 
as unauthorised and a penalty notice request sent to the Local Authority.  Parents will also be requested to attend 
a meeting with the Education Welfare Officer.  
  

The Local Authority has a duty to ensure that you fulfil your statutory responsibilities in relation to school 

attendance of your child. You may be invited to answer questions under caution in accordance with the Police and 

Criminal Evidence Act 1984. The Local Authority will then decide whether to take legal action against you which 

could mean applying for an Educational Supervision Order, issuing you with a penalty notice - which is a fixed 

penalty fine or prosecuting you under Section 444 of the Education Act 1996.  Since August 2024, the fine for 

school absences across the country is £80 if paid within 21 days, or £160 if paid within 28 days.  

  

In the case of repeated fines, if a parent receives a second fine for the same child within any three-year period, 

this will be charged at the higher rate of £160. 

  

Fines per parent will be capped to two fines within any three-year period. Once this limit has been reached, other 

action like a parenting order or prosecution will be considered.  If you’re prosecuted and attend court because 

your child hasn’t been attending school, you could get a fine of up to £2,500 or up to 3 months imprisonment. 

  

 

 

https://www.staffordshireconnects.info/kb5/staffordshire/directory/document.page?id=OUaRq8yAfhw
https://www.staffordshireconnects.info/kb5/staffordshire/directory/document.page?id=OUaRq8yAfhw


   
 

 

1st day

•Attendance Officer makes contact home 
before 10.00am to ask the reason for the 
absence. This contact is repeated later in 
the day if there is no contact made.

2nd day

•Further contact with parents /carers via 
phone call. If the student does not 
attend on the 3rd day a home visit is 
requested. 

Next time

•Letter issued and sent, alerting parents 
that Attendance may be becoming an 
issue. NB this is prior to the First and 
Second letters from VIP Education

Rewarding good school attendance  

  

At The Orme Academy we value rewards above sanctions and with that in mind attempt to recognise achievement 
of strong attendance and punctuality as appropriate.  
  

✓ Good attendance is recognised on a weekly basis by the pastoral team 

✓ Best attenders receive ACE points, praise and recognition.   
✓ Attendance postcards and letters are issued 

✓ Attendance Assemblies see students rewarded with praise, treats and rewards.  

✓ Strong attendance over a longer period of time is rewarded with rewards trips.  
 

As with everything we do, reward and recognition are crucial to maintain high levels of motivation. In summary 
we do however need to alert students, teachers and parents to the negative impact upon education that high 
levels of absence can have. This flow chart, designed to accompany the one earlier in the policy intends to keep us 
all aware of the procedures and people involved in promoting good attendance. 
 
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Monitoring attendance and lateness in order to achieve Good Attendance  

  
The Academy aims to achieve at least 96% attendance each year.  To help with this, we monitor attendance 
regularly. The Academy has established a system for monitoring attendance and lateness, the purpose and aims 
of which are as follows:  

• Improving the overall percentage of attendance and improve students’ punctuality at school.  
• Making attendance and punctuality a high priority for all those associated with the Academy including 

students, parents, staff and members of the Academy Council. Attendance matters! 
• Students with attendance above 95% will have their attendance monitored by their form tutor 
• Students with attendance between 90% and 95% will have interventions from the Form Tutor and 

Attendance officer. 
• Students who have attendance that falls below 90% will be considered as persistent absentees and their 

attendance will be tracked by their Head of Year and the Designated Safeguarding Lead as attendance as 
low as this is a major cause for concern. 



   
 

 

• Providing support, advice and guidance to parents and students  

• Developing a systematic approach to gathering and analysing attendance and punctuality related data.  

• Developing and implementing an effective system of communication between school and home.  

• Rewarding good attendance and punctuality.  

• Working effectively with the Local Authority and other agencies that support attendance and punctuality. 

• Promoting excellent attendance for any students who are from disadvantaged backgrounds, children in 

care and children who are themselves carers. 

• Responding to the mental health needs that present as non-attendance. 

• Reacting to the consequences of the COVID-19 crisis and its impact on attendance. 

• Ensuring attendance matters are explained to students with SEND so that their need is not a barrier to 

accessing their education. 

  

Our Attendance Support Officer regularly monitors children’s attendance that fall below the Academy’s annual 
attendance target. Where there appears to be a particular problem with attendance, the following procedures are 
applied;  
  

• A letter is sent to parents informing them of a decline in school attendance and the need for this to improve 

due to the impact on the student’s education  

• If school attendance continues to decline, a further concern letter is sent to parents  

• If still no improvement seen, parents and students will be invited into a meeting with the Education 

Welfare Officer to discuss the concerns and to offer support around any possible barriers or problems at 

home or at school which may be contributing to poor school attendance.  The discussion held will be 

documented and an action plan to improve school attendance will be devised with parents and students 

during the meeting and a review date set if needed.  

• If school attendance does not improve, the Academy may follow Staffordshire County Councils Code of 

Conduct for issuing penalty notice.  More information can be found at;  
Attendance - Staffordshire County Council 
  

Circumstances where a Penalty Notice may be issued  

  

Parents/carers have the legal responsibility to ensure that their children attend school regularly and on time, 
properly dressed, with the correct equipment and ready to learn. Parents may be prosecuted if a child does not 
attend school regularly and punctually. This will be done under the 1996 Education Act, Section 444. It aims to 
ensure that parents carry out their duty to secure suitable education for their children. If a child is in the care of 
foster carers or in a residential home, it is important that the carers recognise their parenting role where 
attendance to school is concerned. They will be supported by close co-operation between the Academy, education 
welfare services and social services where such a child’s attendance is irregular.  
  

Penalty Notices may be considered appropriate if one of the following criteria is met:   
  

• There is unauthorised persistent absence. “Persistent” means at least 20 sessions of unauthorised absence 

over a period of twelve school weeks, excluding holidays. These absences do not need to be consecutive.   

• There is a period of absence not authorised by the Principal or in excess of the period authorised by the 

Principal.(e.g. family holiday)   

• Persistent late arrival at school, i.e. after the register has closed. “Persistent” means at least 10 sessions of 

unauthorised late arrival over a period of 12 school weeks, excluding holidays. These late episodes do not 

need to be consecutive.   

https://www.staffordshire.gov.uk/Education/Education-welfare/Attendance.aspx


   
 

 

• The presence of a suspended child in a public place at any time during Academy hours during that 

suspension. A suspended child is one who has been suspended from the Academy for a given period under 

the Education and Inspections Act 2006.   

• A Penalty Notice will not be issued in respect of children in the care of the LA with whom other 

interventions will be used.   

  

A session is equivalent to half a day in school.  
  

Other conditions   

• There will be no limit on the times a Penalty Notice for unauthorised leave of absence can be used in an 

academic year.   

• In cases where there is more than one child in a family with unauthorised absences, Penalty Notices may 

be issued for more than one child   

• Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised persistent absence / 

lateness will be restricted to one notice/ warning per parent of a student per academic year.   

 
As part of this process the parent(s) will first be issued with a 20-day notice period, clearly advising that if 
unauthorised absence / lateness occurs in this 20 day period, a Penalty Notice may be issued. This is to allow the 
parents a further period to address their child’s irregular attendance by working with the Academy or other 
agencies. It is part of a scaled approach and affords the parents an opportunity to avoid receiving a penalty notice. 
This is seen as good practice and integral to a proportionate response.   
  

Therefore, the process is as follows:   
• The Academy completes and signs a penalty notice request form.   

• The Academy provides the students attendance registration certificate signed by the Principal – or their 

nominated Vice-Principal or Assistant Principal – confirming that non-attendance / lateness during the 

period was unauthorised.   

• The Academy provides an assessment and plan which demonstrates that the use of a Penalty Notice is 

now the appropriate action to improve the child’s school attendance / punctuality.   

• The local authority issues a 20-day Warning Notice to the parent(s) advising them of the possibility of a 

Penalty Notice being issued and that the child must have no unauthorised absence / lateness during the 

set period.   

• If there are unauthorised absences / lateness in the period and after due consideration of the facts of the 

case with the Academy, issue a Penalty Notice through the post.   

   

Please note:   
Where the Penalty Notice is requested from a school in response to a leave of absence (holiday) related 
unauthorised absence or is in relation to an offence under section 103 of the Education and Inspections Act 2006, 
the formal warning letter and 20-day improvement period will not apply.   
 
All Penalty Notices are entered onto a database maintained by Families First to ensure that no duplicate Penalty 
Notices are issued.   
 
Use of a Penalty Notice or formal warning of a Penalty Notice for unauthorised persistent absence / lateness will 
be restricted to one notice/ warning per parent of a student per academic year.  
  

  

Payment of Penalty Notices:   

  



   
 

 

Arrangements for payment will be detailed on the Penalty Notice.  
   

Since August 2024, the fine for school absences across the country is £80 if paid within 21 days, or £160 if paid 
within 28 days.  
  
In the case of repeated fines, if a parent receives a second fine for the same child within any three-year period, 
this will be charged at the higher rate of £160. 
  
Fines per parent will be capped to two fines within any three-year period. Once this limit has been reached, other 
action like a parenting order or prosecution will be considered.  If you’re prosecuted and attend court because 
your child hasn’t been attending school, you could get a fine of up to £2,500 or up to 3 months imprisonment. 
 
 The County Council retains any revenue from Penalty Notices to cover enforcement costs (collection or 
prosecuting in the event of non-payment).   
  
Non-payment of Penalty Notices:   
 
Non-payment of a Penalty Notice will result in the withdrawal of the Penalty Notice and will trigger the fast track 
prosecution process under the provisions of section 444(1) of the Education Act 1996.  
  

Elective Home Education   

 

If the Academy receives written notification from parents that they wish to home educate their child then we will 
inform the Local Authority of the decision to remove the child’s name from the admissions register. Whilst the 
Academy will not seek to prevent parents from choosing to electively home educate their child, neither will they 
seek to encourage them to do this – particularly as a way of avoiding exclusion or due to a poor attendance record. 
Prior to making a decision to Elective Home Educate, Parents are requested to contact Staffordshire County 
Councils Elective Home Education department;  
Elective home education - Home - Staffordshire County Council 

  

Summary  

  
It is vital to a child’s progress that they attend school as often as possible and that they are on time. There are 
strong and proven links between attendance and educational achievement. Attendance of less than 95% 
(equivalent to 9.5 days or more absence in a school year) has been shown to compromise a child’s attainment. An 
attendance of 90% is equivalent to missing 19 days or nearly 4 weeks from school in a year. Only 10% of students 
who are persistently absent from school achieve  5 grade 9-4 GCSEs.  
  

Impact of absence:  
90% attendance = 19 days off school   
85% attendance = 29 days off school (a whole half term!)   
80% attendance = 38 days off school   
70% attendance = 57 days off school (a whole term!)  

  

Impact of lateness:  
Over a school year –   

5 minutes late every day = 3 days absent   
15 minutes late every day = 10 days absent   
30 minutes late every day = 19 days absent  

  

https://www.staffordshire.gov.uk/Education/Elective-home-education/Home.aspx


   
 

 

If parents have any concerns relating to attendance or lateness that they wish to discuss, they should contact the 
Attendance Officer in the first instance. Academy staff are committed to working with parents as the best way to 
ensure as high a level of attendance as possible. Equally, parents have a duty to make sure that their children 
attend.   
  

  

  



   
 

 

Appendix 1:  Absence Codes – Reference guide   

The following codes may be useful to you as parents if we do send you a copy of your child’s registration certificate 
for you to verify or when accessing Insight:   

NB: Each day is divided into two sessions (am and pm) so two marks are recorded for each day (one for the morning 
and one for the afternoon).  Different codes are used on Insight for the PARS lesson registration system.  These 
are explained on Insight.  
  

Registration Codes from 19/8/24   

Code Summary Rational Classification of 
code 

/ Present AM The session is a morning session and the pupil is present at 
the school when the attendance register begins to be 
taken. 

Attending 

\ Present PM The session is an afternoon session and the pupil is present 
at the school when the attendance register begins to be 
taken. 

Attending 

L Late in registration 
time 

The pupil is absent from the school when the attendance 
register begins to be taken but attends before the taking of 
the register has ended. 

Attending  

K Local Authority 
alternative 
provision 

The pupil is attending a place, other than the school or 
another school at which they are a registered pupil, for 
educational provision arranged by a local authority under 
section 19(1) of the 1996 Act(12) or section 42(2) or 61(1) 
of the 2014 Act. 

Attending an 
approved 
educational 
activity 

V Educational Visit The pupil is attending a place, other than the school or 
another school at which they are a registered pupil, for an 
educational visit or trip arranged by or on behalf of the 
proprietor and supervised by a member of school staff. 

Attending an 
approved 
educational 
activity 

P Approved sporting 
activity 

The pupil is attending a place for an approved educational 
activity that is a sporting activity. 

Attending an 
approved 
educational 
activity 

w Work Experience The pupil is attending a place for an approved educational 
activity that is work experience provided under 
arrangements made by a local authority or the proprietor 
as part of the pupil’s education. 

Attending an 
approved 
educational 
activity 

B School alternative 
provision 

The pupil is attending a place for any other approved 
educational activity within paragraph (11) of The School 
Attendance (Pupil Registration) (England) Regulations 2024 

Attending an 
approved 
educational 
activity 

M Medical 
Appointment 

The pupil is absent with leave for the purpose of attending 
a medical or dental appointment. 

Authorised 
absence 

J1 Interview The pupil is absent with leave for the purpose of attending 
an interview for employment or for admission to another 
educational institution. 

Authorised 
absence 

S Study Leave The pupil is absent with leave for the purpose of studying 
for a public examination.  Study Leave 

Authorised 
absence 



   
 

 

X Not required to 
attend 

The pupil is not of compulsory school age and is absent 
with leave because their timetable does not require them 
to attend 

Not a possible 
attendance 

D Dual Registered The pupil is absent with leave for the purpose of attending 
another school at which they are a registered pupil. Dual 
Registered. 

Not a possible 
attendance 

C Exceptional 
circumstances 

The pupil is absent with leave for any other purpose Authorised 
absence 

C1 Regulated 
performance 

The pupil is absent with leave for the purpose of 
participating in a regulated performance or undertaking 
regulated employment abroad 

Authorised 
absence 

C2 Part-time 
timetable 

The pupil is of compulsory school age and is absent with 
leave because, in accordance with an agreement between 
a parent who they normally live with and the proprietor 
that the pupil should temporarily be educated on a part-
time basis, their timetable does not require them to attend. 

Authorised 
absence 

T Traveller The pupil is a mobile (i.e. Gypsy, Roma, Travelling) child, 
their parent is travelling in the course of their trade or 
business and the pupil is travelling with that parent.  

Authorised 
absence 

R Religious 
observance 

The day is exclusively set apart for religious observance by 
the religious body to which a parent of the pupil belongs. 

Authorised 
absence 

I Sickness The pupil is unable to attend because of sickness. Authorised 
absence 

Q Local Authority 
failed to make 
access 
arrangements 

The pupil is unable to attend because of a lack of access 
arrangements for them within paragraph (12) or (13). Local 
authority failed to make access arrangements. 

Not a possible 
attendance 

Y1 Normal Transport 
failed 

The pupil is unable to attend because the school is not 
within walking distance of the pupil’s home and the 
transport to and from school that is normally provided for 
the pupil by the proprietor or a local authority is not 
available. 

Not a possible 
attendance 

Y2 Travel disruption 
due to emergency 

The pupil is unable to attend because of widespread 
disruption to travel caused by a local, national or 
international emergency. 

Not a possible 
attendance 

Y3 Partial school 
closure 

Part of the school premises is unavoidably out of use and 
the pupil is one of those who the proprietor thinks cannot 
practicably be accommodated in those parts of the 
premises that remain in use. 

Not a possible 
attendance 

Y4 Whole school 
closure 

Whole school site unexpectedly closed.  Not a possible 
attendance 

Y5 Child in custody The pupil is unable to attend because they are in criminal 
justice detention.  

Not a possible 
attendance 

Y6 Public health 
guidance 

Unable to attend in accordance with Public Health 
guidance or Law 

Not a possible 
attendance 



   
 

 

Y7 Other unavoidable 
cause 

The pupil is unable to attend because of any other 
unavoidable cause 

Not a possible 
attendance 

E Excluded or 
suspended 

The pupil is excluded or suspended from the school for any 
other reason. 

Authorised 
absence 

G Family Holiday The pupil is absent without leave for the purpose of a 
holiday. 

Unauthorised 
absence 

N Not yet known The circumstances of the pupil’s absence have not yet been 
established. 

Unauthorised 
absence 

O No reason or 
unsatisfactory 
reason 

No reason for absence is established or the school is not 
satisfied that the reason given is one that would be 
recorded using one of the codes classified as authorised. 

Unauthorised 
absence 

U Late after 
registration close 

Arrived in school after the registration closed Unauthorised 
absence 

Z Not on admission 
register 

Prospective pupil not on admission register Administration 
Code, not 
collected 

# Planned school 
closure 

Planned whole school closure Administration 
Code, not 
collected 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
 

 

Appendix 2: A Star Attendance Solutions 
 
The Academy uses A Star Attendance Solutions to support the monitoring of attendance.  The systems procedures 
are as follows: 
 

Working together to improve school attendance (published February 2024) makes it clear 
that all parties; including schools, trusts, governing bodies, and local authorities should 
place a strong emphasis on maintaining high levels of school attendance.   
All students are expected to attend every session.  Where a student’s attendance falls 
below the attendance threshold of 92%, our attendance procedures will be instigated 
according to the Staged response below: 

Agreed Stage Attendance Intervention Levels  

Stage  Criteria 

Stage 1 1. Student currently has an attendance percentage of 92% or below. 

2. Student has had an absence (coded I, O, U, G) in the previous 10 school days.  

 

Stage 2 1. Student currently has an attendance percentage of 92% or below. 

2. Student has absence (coded I, O, U, G) in the previous 10 school days and has 
previously been issued Stage 1. 

 

Stage 3 1. Student has unauthorised absences (O, U, G) in the previous 10 school days 
and has previously been issued Stage 2.  

 

Stage 4 1. Student has unauthorised absences (O, U, G) in the previous 20 school days 
and has previously been issued Stage 3.  

 

 

 

 

 

 

 



   
 

 

As we strive for all students to have good attendance, our escalation route is as follows: 

Stage 1 

Where the student has met the criteria for Stage 1; the students attendance falling below 92% and 
having an absence in the previous 10 days.  A letter will be sent home to parents/carers and the 
student’s attendance will be monitored for the next 10 school days.  

The student may be moved to Stage 2 if they have further absence and meet Stage 2 criteria.  If 
deemed appropriate Stage 2 may be initiated before the end of the 10 day monitoring period. 

Should the student attend every session and have no further absence, Stage 2 will not be initiated.  

Stage 2 

If the student’s attendance continues to be below 92% and they have subsequent absences, a 
Stage 2 letter will be sent to parents/carers requesting medical evidence for any future absence to 
be authorised. Alongside the Stage 2 letter, parents/carers will also be issued with a feedback form.  

The student will be monitored for the next 10 school days.  The student may be moved to Stage 3 if 
improvement criteria is not met.  If deemed appropriate Stage 3 may be initiated before the end of 
the 10 day monitoring period.   

Should the student attend every session and have no further absence, Stage 3 will not be initiated.  

Stage 3 

At Stage 3, parents/carers will be issued with a letter along with an Attendance Action Plan.  The 
student’s attendance will be monitored for 20 school days.  However, if the pupil has further 
instances of unauthorised absence within the monitoring period, the student may be escalated to 
Stage 4.  

If no further unauthorised absences are recorded within the monitoring period, the student will 
remain at Stage 3. 

For student that have not had unauthorised absences during the 20 school days monitoring period, 
the student will be de-escalated to Stage 1 and the above criteria for the suggested Stages will be 
followed.   

Stage 4 

If a student’s attendance remains a concern and they continue to have unauthorised absences, 
they may be escalated to Stage 4.  At Stage 4, a student may be referred to the Local Authority and 
legal proceedings may commence.  The Local Authority could take action that could include, but 
not be limited to, issuing parental contracts, issuing fixed penalty notices, pursuing prosecution 
towards potential educational supervision orders or other court sanctions.  
 
 



   
 

 

 
If there are any concerns, please do not hesitate to contact Mrs Paterson, Attendance Officer on 01782 742902. 
 
We hope you will support the school in its commitment to ensuring good attendance.  It is not only essential for 
students at school if they are to succeed but, additionally, for their future working life. 
 
 
 
 
 
 


