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1. Foreword 
Bedminster Down School is committed to providing high quality inclusive learning opportunities for all students. We 

believe that if students are to reach their full potential then excellent attendance is crucial. Any problems that 

impede full attendance will be identified and addressed as quickly as possible. 

The Academy Governance Committee, Principal and staff wish to ensure that every child at Bedminster Down School 

benefits from regular and punctual attendance at school and to ensure continuity in the learning process. To this end 

parent/carers will be informed of the school policy on attendance and punctuality and encouraged to understand 

the importance of good attendance and punctuality. Regular and punctual attendance is the legal responsibility of 

the parent/carer. 

It is the policy of Bedminster Down School to celebrate achievement. Full attendance, that is students attending 

every time that the school is open to them, is a critical factor in ensuring positive educational outcomes for our 

students. Our school will actively promote and encourage 100% for all our students. We recognise that 

parents/carers have a vital role to play and that there is a need to establish strong home–school links and 

communication systems that can be utilised whenever there is concern about attendance. 

If there are problems which affect a student’s attendance, then the student’s Head of House and/or Attendance 

Improvement Officer will investigate the matter and attempt to work in partnership with parents/carers and 

students to resolve those problems as quickly and efficiently as possible. We will adopt a clear focused approach 

aimed at returning the student to full attendance at all times. 

Students will have expectations regarding attendance and punctuality regularly addressed in tutor periods, 

assemblies and through the rewards systems so that the importance of good attendance is given a high profile 

within the school. The aim of this policy is to raise levels of achievement by ensuring high levels of attendance, 

punctuality and involvement in the school. 

2. National Guidance 
This policy was drawn up using a range of national documents including: 

 School Attendance - Guidance for maintained schools, independent school and local authorities July 2019: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/81820

4/School_attendance_July_2019.pdf 

 

 School Attendance parental responsibility measures – Statutory guidance for local authorities, school leaders, 

school staff, governing bodies and the police January 2015: 

 https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/58153

9/School_attendance_parental_responsibility_measures_statutory_guidance.pdf 

 Children missing education –Statutory guidance for local authorities September 2016 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/55041

6/Children_Missing_Education_-_statutory_guidance.pdf 

 Ofsted School inspection handbook 2018: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/73012

7/School_inspection_handbook_section_5_270718.pdf 

 Supporting pupils at school with medical conditions: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/80395

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

 Children Missing Education, Bristol City Council January 2018: 

https://www.bristol.gov.uk/documents/20182/34960/CME+Guidance+for+schools/2dc4792d-7d3f-8b57-

5aa8-3b305fda4cb8 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/818204/School_attendance_July_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/818204/School_attendance_July_2019.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/730127/School_inspection_handbook_section_5_270718.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/730127/School_inspection_handbook_section_5_270718.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.bristol.gov.uk/documents/20182/34960/CME+Guidance+for+schools/2dc4792d-7d3f-8b57-5aa8-3b305fda4cb8
https://www.bristol.gov.uk/documents/20182/34960/CME+Guidance+for+schools/2dc4792d-7d3f-8b57-5aa8-3b305fda4cb8


 

 

3. Rights and responsibilities 
Improving attendance at Bedminster Down School is the responsibility of everyone in the school community – 

students, parents and all staff. 

i) Students 

All students are expected to attend school and all of their lessons regularly and punctually. Students who experience 

attendance difficulties will be offered prompt and appropriate support, initially from their tutor and, if the need 

should arise, from their House Team. 

ii) Parents/Carers 

Parents are legally responsible for ensuring that their child attends school regularly, punctually, properly dressed and 

equipped and in a fit condition to learn. If a child is prevented for any reason from attending, or is late, parents are 

requested to notify the school as soon as possible – by phone call, on 01173532800. A parent is required to advise 

Bedminster Down School  for each day of each absence. A student’s absence from school must be considered as 

unauthorised until an explanation satisfactory to the school is forthcoming from the parent. Parents will be informed 

promptly of any concerns which may arise over a child’s attendance. Parents whose child’s attendance is a cause for 

concern will be contacted by our Pastoral Team. Parents should avoid, making medical/dental appointments for their 

child during school hours. 

iii) School  Staff 

Staff will endeavour to encourage good attendance and punctuality through personal example. Attendance is the 

responsibility of all school staff (not just teaching and pastoral staff). The School will employ a range of strategies to 

encourage good attendance and punctuality and will investigate promptly all absenteeism firmly and consistently. 

4. Threshold for Parent contact: 
Action will be taken to engage with parents (such as invitation to a meeting, written communication and/or a home 
visit. (See also the ‘Engaging with Parents and Carers’ section)  

 Where there are a number of broken or incomplete weeks over two terms e.g. Autumn, Spring and Summer. 
A broken week is one where there is at least one late or absence mark in the register.  

 Where attendance is below 94.5% over a term  

 Where there have been repeat late or O code marks with or without other attendance concerns.  

5. Monitoring Attendance 
Bedminster Down School works in partnership with SOL Attendance Consultancy Ltd. Based on current attendance 
figures each child is placed in one of the following groups below. Each student is regularly updated by their tutor of 
their Attendance Group. 
Bedminster Down School works in partnership with SOL Attendance Consultancy Ltd. Based on current attendance 
figures each child is placed in one of the following groups below. Each student is regularly updated by their tutor of 
their Attendance Group. 
 
Group 1: No Concern - Green Group 
The child attends for 97% - 100% of the time. 
 
Group 2: Concern - Yellow Group 
The child attends for 95% - 96.9% of the time. 
 
 



Group 3: Risk of Underachievement – Amber Group 
The child attends for 93% - 94.9% of the time. 
 
Group 4: Severe Risk of Underachievement – Pink Group 
The child attends for 90% - 92.9% of the time. 
 
Group 5: Extreme Risk of Underachievement – Red Group 
The child attends for 0% - 89.9% of the time. 
 
All groupings are presented to students as an attendance diamond. An example of the attendance diamond poster 
can be found in Appendix 1. 
 
Every students’ weekly attendance percentage and allocated group is monitored on a central tracker. 

The Tracker is a simple tracking system using data extracted from SIMS to support staff in managing attendance 

improvement. The Tracker uses Excel and allows analysis of cumulative attendance data by school, year, house, tutor 

group, gender, SEN, FSM, PP, LAC, EAL status and ethnicity. The Tracker allows ease of access to the information as 

all data is contained within one tracking system. Staff can then use the information to target and take appropriate 

action to improve attendance. 

6. Stages of Intervention 
We use the Tracker to track student attendance week by week and to inform us of the appropriate interventions we 

should make.  

The typical process of escalating interventions is outlined below: 

Level Step When Action taken 

 
 
1 
Tutors 

0 Every 
Monday 
tutor time 
 

Tutor Conversation with student  
Every student is shown their current attendance using the Sol tracker. 
Students with Green and Golden arrows to celebrated by tutors 
All students with a 1 or more week fall = Tutor Conversation  

1 Between 
Monday and 
Friday 
morning 
briefing 

Tutor contact with parents 1 via E-mail: 

 2 week successive fall = Tutor Conversation + Tutor Email to parents/carers ( 
See Appendix B for template email) 

 Or 2 broken weeks in a term 

2 
Tutors 
 

2 Between 
Monday and 
Friday 
morning 
briefing 

Tutor contact with parents 2 via telephone: 

 3 week successive fall = Tutor Conversation + Tutor Phone Call to 
parents/carers 

 Or 3 broken weeks in a term 
 



3 
AHOH 

3 4 weeks of 
successive 
fall in 
attendance 
for illness or 
unauthorise
d absence. 
4 broken 
weeks in a 
term. 

AHOH/Student attendance meeting and letter 1: 

 AHOH meet with student to identify and resolve any barriers. 

 Attendance contract drawn up by AHOH identifying targets and outlining 
support that will be put in place  

 Letter 1 and contract sent out by AHOH by E-mail 

 AHOH phones parents to raise concerns and sets three week monitoring 
period  
 

4 
AHOH 

4 3 weeks 
after 
AHOH/stud
ent 
attendance 
meeting 

AHOH/Student attendance review meeting: 

 AHOH meets with HOH prior to meeting to decide whether student 
continues with contract (Improved but still concerns), comes off contract 
(Fully improved no concerns), moves up a stage (No or little  improvement) 

 If a student continues with the contract it must be escalated if still not fully 
improved by second review (AHOH phones parents to raise concerns and 
sets three week monitoring period) 

 AHOH meet with student and reviews contract and discusses next steps 
respectively. 

 Parents notified by phone call of outcome  

5 
HOH 

5 If student 
has failed 
with 
attendance 
contract set 
up by AHOH 

Letter 2 and HOH/Student/parent attendance meeting 

 Parental meeting set up to create new attendance contract identifying 
targets and outlining support that will be put in place 

 3 week monitoring period set 

 If parents fail to show meeting still takes place with student and contract 
sent home and recorded on SIMS 

 Parents must be notified in letter 2 that no further absence will be 
authorised and FPN will be issued at 4 days + ( HOH emails this along with 
contract to parents) 

 logs on tracker date of intervention and date of review  

 Contract and letter2  added to linked documents for that student 

6. 
HOH 

6 3 weeks 
after 
HOH/Parent
/student 
attendance 
meeting 
 
 

HOH/Student/parent attendance review meeting 

 HOH reviews attendance contract prior to meeting to decide whether 
student continues with contract (Improved but still concerns), comes off 
contract (Fully improved no concerns), moves up a stage (No or little  
improvement) 

 If a student fully improves the HOH contacts parents to notify them and 
meets with student to congratulate them 

 If a student continues with the contract it must be escalated if still not fully 
improved by second review (HOH phones parents to raise concerns and sets 
three week monitoring period) – HOH must meet with the student only 

 If there is no improvement FPN must be issued if applicable and parents 
must be issued a letter 3 (HOH to notify AO to issue FPN): 

 

4 AO 
 
 

7 Failing HOH 
contract 
 

AO commences prosecution process: 

 Initial assessment and action plan and targets drawn up – Emailed to 
parents and added to linked docs 

 AO to put support in place if required/requested 

 3 week Monitoring period 

 Review meeting where attendance and targets are reviewed. 

 3 week monitoring period 



 Further unauthorised absences, a Parenting Contract for Attendance (PCA) is 
drawn up. 

 3 week Monitoring period  

 PCA Review and possibly amend/add targets 

 3 week Monitoring period 

 PCA Review and possibly amend/add target 

 If continued unauthorised absences, a witness statement is written and 
presented to court for a prosecution. 

*We have every wish to avoid involvement with legal processes and do what is reasonably possible to involve 

parents. Where parents do not engage with this important process, this will be noted and used as evidence in legal 

proceedings. 

7. Roles and Responsibilities  
In order for this policy to be successful, every member of staff must make attendance a high priority and convey to 

the students the importance of the education being provided. 

Role Responsibility 

Governors  To ensure that the school has in place a whole school attendance policy 

 To receive regular reports from the Principal in respect of attendance data 

 To monitor the effectiveness of the whole school policy 

Prinicpal  To oversee the whole policy 

 To have particular regard to the equalities aspects of the policy 

 To report to Academy Governance Committee on attendance issues on a termly basis 

 These tasks maybe delegated to the Assistant Principal (Student Support) or other 
member of SLT. 

Assistant 
Principal -
AP(Attendance) 

 To liaise with Curriculum Leaders and Heads of House  

 To oversee the collation and analysis of attendance data 

 To produce an attendance profile for the whole school 

 To report to the school’s SLT on attendance matters and trends 

 To ensure liaison with our Attendance Officer. 

 To collate attendance data for each House 

 To oversee the registration process and ensure that registers are completed accurately 
and on time 

 To ensure a tracking process is in place for vulnerable students. 

Heads of House –
HOH (with 
support from 
Assistant Head of 
House-AHOH) 

 To ensure that reasons for absence are coded in the register and follow-up any 
unexplained non-attendance.  

 To reinforce good practice at meetings  

 To raise the profile of attendance at appropriate times  
(e.g. assemblies)  

 Meet with and inform Parent/Carers regarding attendance and punctuality matters  

 Meet regularly with their allocated SLT line manager on matters of problematic 
attendance  

 To liaise with the AO on a regular basis  

 To organise the reintegration of long-term absentees  

 Reward students who have excellent attendance  

Attendance 
Officer –AO 

 Meet regularly with AP (Attendance) on matters of problematic attendance  

 Meet with and inform Parent/Carers regarding attendance and punctuality matters  

 To instigate formal action such as Attendance Planning Meetings, Penalty Notices and 
Court action in the event of persistent and continually poor attendance  

 

Attendance 
Admin -AA 

 Liaise with Heads of House over any absences which do not warrant authorising or any 
absence that is cause for concern  

 Where the school is concerned regarding a student’s attendance rate liaise with Heads 
of House re: Parent/Carers who have not contacted school informing of the absence of 



their child on the day of absence  

 Provide an accurate and up to date record of attendance across the school  

 Liaise with Assistant Principal (Attendance) in the early identification of problematic 
attendance and punctuality issues  

 To liaise with the AIO on a weekly basis  
 

Tutors/Teachers  Keep an accurate record of tutor/teaching group attendance by marking the register 
accurately and promptly for each lesson and Tutor session 

 Monitor patterns of attendance and punctuality in tutor group and follow procedures 
where underperformance is highlighted  

 Following up non-attendance as part of our Safeguarding Procedures 

Parents/Carers  Ensure that children leave for school on time 

 Ensure children attend school regularly and punctually 

 Contact the school on every day of absence 

 Provide explanation to school for all absence on or before the day of proposed absence 

 Not to take holidays during term time 

 Endeavour, where possible, to make appointments for child out of school hours 

 Support the school in all matters to ensure a punctual and regular attendance 
 

8. Attendance registration:  
We have a legal duty to register all students in the attendance register in the morning and afternoon. We will code 

according to national guidelines. Where there is a pattern of absence and no clear supporting evidence of acceptable 

reasons for absence we will mark these as unauthorised. (See ‘Health and Attendance’) 

9. Punctuality:  
Our policy is that we will allow a student who is late arriving by up to 20 minutes from the start of registration to be 
marked as "Late" in the attendance register. We believe that a student arriving late will not receive the best 
outcomes. Arriving late can be unsettling for the student and may cause classroom disruption. Persistently late 
students will be dealt with in line with our Behaviour Policy.  
Students arriving after 20 minutes from the start of attendance registration will be marked as (O) in the register. This 

has a meaning of an absence which is unauthorised. A pattern of unauthorised absence O code will lead to formal 

action for non-school attendance and possible Penalty Notice fine. 

10. Health and Attendance:  
Where illness is a clear reason for a pattern of absence then we will we will put in place an Individual Health Care 
Plan in line with the DFE statutory guidance on supporting pupils at school with medical conditions 2015: 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/8039
56/supporting-pupils-at-school-with-medical-conditions.pdf 
 
We will require supporting information (for example repeat prescription information, medical appointment cards 
and/or information from other health professionals).  
Where there are occasional (e.g. 1 or 2 a year) absences such as for sickness and diarrhoea there is no requirement 

for medical supporting information. For repeat absences we will follow government guidance and agree to absences 

where there is appropriate medical supporting information. 

11. Absences which are not agreed by the school (Unauthorised):  
The 1996 Education Act requires parents and carers to ensure children attend school regularly and punctually. 

Where patterns of absence or broken weeks have been identified and where there are unauthorised absences we 

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


will seek to engage with parents-carers and the young person. Where efforts to address attendance have not lead to 

a reduction in unauthorised absence consideration will be given to a formal legal process. 

12. Penalty Notices:  
In cases where parents or carers take their child on holiday during term time we will follow the Code of Conduct and 

request that a Penalty Notice is issued by the local authority where applicable. Where all or almost all unauthorised 

absence marks are O coded (late after registration) we will first seek to engage with parents -carer and student. If O 

code absences persist we will request a Penalty Notice in line with the Code. 

13. Engaging with parents and carers:  
We believe regular attendance is so important in ensuring the best outcomes for our students that we will review 

our attendance performance several times during each term. We will regularly look at the students where there is a 

pattern of absence. Where a child has a pattern of Broken Weeks we will contact parents and may arrange to meet 

and review progress. There is clear national evidence that children who are on Free School Meals attend less that 

students as a whole. We will ensure that support to ensure attendance of all students who are on FSM is prioritized. 

14. Safeguarding and First Day Call:  
We will regularly request updates of parent-carer contact information. Adults who have day-to-day care of a student 

are legally responsible for ensuring regular attendance. We will contact parents/carers on the first day of 

unexplained absence. Where absences are of concern and all attempts to engage have failed we will refer to the 

First Response Team (social services) for further investigation. 

15. Special arrangements:  
We view our school as a `community’. We value all students equally and will work with parents, carers and students 

to ensure best outcomes. There may be occasions when special arrangements are in place to support the attendance 

of young people who are more vulnerable. For example young people who have been ill may be placed on a phased 

return provided there is agreement from all parties. If any student is being supported through special arrangements 

with other schools we will ensure that agreements are in place with all parties including parents and that attendance 

is marked in the register properly. 

16. Absence for Sporting Activity  
Absence may be granted for students taking part in activities under the aegis of a national sporting body e.g. the 

Football Association, British Gymnastics Association, Amateur Swimming Association, Women’s or Men’s Rugby 

Football Union, England & Wales Cricket Board etc. Evidence may be required to clarify the level of participation 

before absence is authorised. 

17. Celebrating Success:  
We will acknowledge excellence in attendance progress by where individuals have outstanding attendance. Full 

details how we celebrate success can be found in our Rewards Policy. 

18. Holidays / Extended Leave 
It is for the Principal to determine if a request to take children out of school on a holiday is reasonable. Parents are 

strongly urged to avoid taking holidays in term time and must consider the possible consequences of doing so. 

Parents do not have the right to take their children out of school for holidays. 

Parents must request in advance any time out of school for a holiday on the appropriate form and with an 

accompanying letter addressed to the Principal. It is not possible to seek authorisation retrospectively. The Principal 



will judge each request on a case by case basis. Parents should assume, however, that other than ‘special’ or 

‘exceptional’ requests – most requests are likely to be rejected. 

Should parents wish to appeal they should contact the Principal who will review and determine if the request is 

reasonable. The Principal will, according to the guidance, use discretion ‘sparingly’. Equally, it is advised that there 

should be ‘no blanket bans’. Therefore, the following, according to the guidance, could be considered reasonable 

justification for the use of the Principal’s discretion: 

 Forces Personnel on leave from a foreign posting (if the time out of school is reasonable). 

Parents’ employment restrictions (these are limited to the rosters for uniformed public servants and the armed 

forces); any other requests for the Principal’s discretion will require evidence from an employer. Such evidence will 

not entitle parents to take holidays in term time but will be considered – if granted, this should be considered as a 

one-off and not be repeated. 

Significant family events or circumstances - these will be considered on an individual basis and would need to be 

obviously ‘one-off’ and the students’ attendance pattern will be taken into consideration. 

However, the following, according to the guidance, would not be considered reasonable: 

• Relatives coming to visit, including those from abroad. 

• Cheaper holidays in England and abroad during term time. 

• Family day trips (e.g. for birthday treats, festivals, sporting events or shopping). 

• Visiting family/friends who have different half terms or holidays. 

• Restricted parental working schedules. 

If the School does not authorise an absence but the child is still absent, then the absence will be recorded as 

unauthorised, which may lead to a Penalty Notice being issued. It is important to note that staff of the School may 

check on absence especially if they suspect or are informed that it is suspected a family is actually on holiday but 

claim absence is due to other reasons. 

19. Removal from Roll 
There are strict grounds as to when schools may remove pupils from their admissions register. These are outlined in 

Regulation 8 of the Education (Pupil Registration) Regulations 2006. Regulation 12(6) states that when a school has 

decided to delete a pupil’s name from their admission roll they must notify their Local Authority as soon as the 

ground for removal is met and no later than the time at which the pupil’s name is removed from the register. 

If the pupil has left the school without explanation and there are concerns about the pupil’s welfare we will contact 

the First Response Team (social services) immediately. 

If there are concerns that a pupil may be at risk of Child Sexual Exploitation (CSE), Female Genital Mutilation (FGM) 

or radicalisation we will contact the First Response Team (social services) immediately. 

If the school is told that a pupil is leaving to attend another school, staff at the school of departure will establish the 

pupil’s new address, the name and address of the new school and the date the pupil will start there. Once the school 

has confirmation that the child has started at the new school they will update SIMs. Whenever a pupil leaves a 

school a Common Transfer File (CTF) must be completed. 

If the school is concerned about any aspect of a transfer or if a pupil has “disappeared” the matter will be drawn 

without delay to the attention of the First Reponse Team immediately. Please see further information in Children 

Missing Education Guidance from Bristol City Council: 

https://www.bristol.gov.uk/documents/20182/34960/CME+Guidance+for+schools/2dc4792d-7d3f-8b57-5aa8-

3b305fda4cb8 

https://www.bristol.gov.uk/documents/20182/34960/CME+Guidance+for+schools/2dc4792d-7d3f-8b57-5aa8-3b305fda4cb8
https://www.bristol.gov.uk/documents/20182/34960/CME+Guidance+for+schools/2dc4792d-7d3f-8b57-5aa8-3b305fda4cb8


20. Part-time time-tables 
All pupils of compulsory school age are entitled to a full-time education. In exceptional circumstances there may be a 

need for a part time timetable to meet an individual pupil’s needs and this decision is made by the Principal in 

consultation with external agencies. A part time timetable is time limited and must not be treated as a long term 

solution and can only be made with parental agreement. This will be reviewed every two weeks within the time 

limited period. The school will mark the sessions where the pupil is not expected to attend as authorised absence. 

(Code C). 

21. Review:  
We will review the attendance policy every two years and when national changes in legislation require us to do so. 



Appendix 1: Attendance Diamond Poster 

 



Appendix 2: Penalty Notice Guidance 

What is a Penalty Notice? 
Under existing legislation, parents/carers commit an offence if a child fails to attend regularly and the absences are 

classed as unauthorised (those for which the school cannot or has not given permission). Depending on 

circumstances such cases may result in prosecution under Section 444 of the Education Act 1996. 

The Anti-Social Behaviour Act 2003 introduced the Penalty Notice as an alternative to prosecution. A Penalty Notice 

does not require an appearance in Court but still aims to secure an improvement in attendance. 

Why is it being used? 

Reducing absence from school is a key priority nationally and locally because missing school damages a student’s 

attainment levels, disrupts school routines and the learning of others and can leave a student vulnerable to anti-

social behaviour and youth crime. 

Above all, missing school seriously affects children’s longer term life opportunities. 

How much will it be? 

£60 - If payment is made within 28 days. £120 - if paid after this but within 42 days. 

How will they be issued? 

By post, to the parents/carers home address. 

When will they be used? 

A penalty notice may be issued in circumstances where the parent is judged capable of securing their child’s regular 

attendance but is not willing to take responsibility for doing so, for example where the parent has failed to engage 

with any voluntary or supportive measures proposed. 

Penalty notices will usually be issued where a student has 10 or more unauthorised absences in the 100 sessions 

prior to the request for a penalty notice to be issued. 

 

Bedminster Down School will ask that the Local Authority to issue a penalty notice for a first offence in exceptional 

circumstances. This could be where the unauthorised absence was for an extended period and/or condoned by the 

parent, for example: 

 One-off instances of unauthorised absence such as holidays taken during term time without the school’s 

permission. Where a student has accrued more than ten or more consecutive unauthorised absences for the 

purpose of a holiday and where overall attendance is 95% or below for that academic year. 

 Following a truancy sweep, enquiries show that the school has recorded the student's absence for that 

session as unauthorised. 

 In cases where students are persistently late for school after the register has closed for ten sessions or more 

during a school term. 

 In cases where an excluded student is found in a public place during school hours without a justifiable reason 

during the first 5 school days of an exclusion, whether fixed period or permanently from a maintained 

school, academy or a free school. 

Penalty notices may be issued to any or all parents/carers as defined by section 576 of the Education Act 1996. 

Parents/carers will not be issued with more than 2 separate penalty notices per child in any twelve-month period. 

Bedminster Down School does not take the decision to instigate legal action lightly and would far rather work with 

parents/carers to improve attendance without having to resort to its enforcement powers. Attendance is of such 

importance to all of us however that these powers will be used if this will help in securing a child’s education. 



Is a Warning Given? 

Normally yes. You should receive a written warning of the possibility of a Notice being issued, which will tell you the 

extent of your child’s absences and give you 15 school days in which to effect an improvement. In that time your 

child must have no unauthorised absences from school. In some circumstances a penalty notice may be issued 

without a warning being issued. 

There is no limit to the number of times formal warning of possible Penalty Notice issue may be made in any 

particular case. 

Is there an appeal process? 

There is no statutory right of appeal once a notice has been issued, but on receipt of a warning you can make 

representation should you wish. 

How do I pay? 

Details of payment arrangements will be included on the Penalty Notice. You need to be aware that payment in part 

or by instalment is not an option with Penalty Notices. 

What happens if I do not pay? 

You have up to 42 days from receipt to pay the Penalty Notice in full. If full payment is not received within this 

timescale the Authority is required under the Act to commence proceedings in the Magistrates court for the original 

offence of poor attendance by your child. 

If proven, this can result in fines of up to £2,500 and/or a range of disposals such as Caring Orders, Community 

Sentences or imprisonment depending upon circumstances. 

Can I be prosecuted if I pay the Penalty Notice but my child is still missing school?  

Not for the period included in the Penalty Notice – payment discharges your liability in this respect. However it may 

be the case that a prosecution might be considered for further periods of poor attendance not covered by the 

Notice, depending upon the circumstances. If this is an issue, it is vital that you work closely with your child’s school 

and support agencies. 

 

Can I get help if my child is not attending regularly?  

Yes, your child’s school will give you advice and support if you need help with your child’s attendance. It is very 

important that you speak with the school at the earliest opportunity if you have any worries at all about securing 

your child’s attendance. 

Appendix 3: Covid 19 implications 

In March when the coronavirus (COVID-19) outbreak was increasing, the government made it clear that no parent 
would be penalised or sanctioned for their child’s non-attendance at school. 

Now the circumstances have changed and it is vital for all children to return to school to minimise as far as possible 
the longer-term impact of the pandemic on children’s education, wellbeing and wider development. 

Missing out on more time in the classroom risks pupils falling further behind. Those with higher overall absence tend 
to achieve less well at school. School attendance will therefore be mandatory again from the beginning of the autumn 
term. This means from that point, the usual rules on school attendance will apply, including: 

 parents’ duty to secure that their child attends regularly at school where the child is a registered pupil at 
school and they are of compulsory school age; 

 schools’ responsibilities to record attendance and follow up absence 

 the availability to issue sanctions, including fixed penalty notices in line with local authorities’ codes of conduct 



However, we recognise the fact that for many students and parents returning to school fully after nearly 6 months 
away is a daunting prospect and we are working hard to develop clear plans of support at a whole school and 
individual level for those that need it. 

Pupils who are shielding or self-isolating 

Much more about coronavirus (COVID-19) than in March and so in future there will be far fewer children and young 
people advised to shield by the government whenever community transmission rates are high. Therefore, the majority 
of pupils will be able to return to school.  

However we acknowledge the fact that: 

 a small number of pupils will still be unable to attend in line with public health advice because they are self-
isolating and have had symptoms or a positive test result themselves; or because they are a close contact of 
someone who has coronavirus (COVID-19) 

 shielding advice for all adults and children will be paused on the 1st August, subject to a continued decline in 
the rates of community transmission of coronavirus (COVID-19). This means that even the small number of 
pupils who were previously on the shielded patient list can also return to school, as can those who have family 
members who have been shielding.  

Where a pupil is unable to attend school because they are complying with clinical and/or public health advice, the 
school will immediately offer them access to remote education, where the school will continue to monitor engagement 
as was done in terms 5 and 6 in the academic year 2019/20 

If you do have any specific concerns regarding your child’s attendance in September please do not hesitate to contact 
your child’s house team and we will continue to offer help, support and guidance to ensure your child is able to attend 
regularly in September. 

Appendix 4 - COVID- 19 – Interim Attendance Guidance  

Addendum to the Attendance Policy for Academic Year 2020-21 

Setting Name: Bedminster Down School 

Policy owner: Mr Jonathan Van Eker 

Date: 1/9/2020 

Date shared with staff: 1/9/2020 
  
 

This document has been developed to reflect changes in practice as a result of the COVID -19 (Coronavirus) 

outbreak.  

It is important that all staff and volunteers are aware of the new policy and are kept up to date as it is revised. The 

revised policy should continue to be made available publicly. 

 

Background 
 
This addendum has been produced in line with Department of Education (DfE) guidance Addendum: recording 
attendance in relation to coronavirus (COVID-19) during the 2020 to 2021 academic year August 2020. 
 
It replaces temporary guidance documents on recording attendance during the COVID-19 outbreak. 
 
This Addendum outlines: 
 

 Attendance Expectations 

 Attendance Coding  

 Circumstances for non-attendance related to COVID-19 during academic year 2020-21 

 Further Key Information 

https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2020-to-2021-academic-year
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2020-to-2021-academic-year


 
The addendum should also be read in line with DfE guidance School Attendance: main guidance August 2020 and 
Bedminster Down School Attendance Policy. It should also be read in conjunction with the wider guidance document 
which gives advice on other usual attendance duties and processes that remain in force. 

Attendance Expectations 

From the beginning of the Academic Year 2020 pupil attendance will be mandatory and the usual rules on 
attendance will apply, including: 

 parents’ duty to ensure that their child of compulsory school age attends regularly at the school where the 
child is a registered pupil 

 schools’ responsibilities to record attendance and follow up absence 
 the ability to issue sanctions, including fixed penalty notices, in line with local authorities’ codes of conduct. 

Penalty notices should only be considered when all other options to improve attendance have been 
exhausted 

Attendance Coding   
 
Although school attendance is mandatory from the start of the autumn term, there are some circumstances where 
pupils cannot attend school due to coronavirus (COVID-19). 
 
A new category of non-attendance – ‘not attending in circumstances related to coronavirus (COVID-19)’ has been 
created and must only be used to record sessions that take place in the 2020 to 2021 academic year where a pupil 
does not attend because their travel to, or attendance at, school would be: 

 contrary to guidance relating to the incidence or transmission of coronavirus (COVID-19) from Public Health 
England (PHE) and/or the Department of Health and Social Care (DHSC)3  

 prohibited by any legislation (or instruments such as statutory directions) relating to the incidence or 
transmission of coronavirus (COVID-19) 

In line with the Secretary of State’s expectation that no parent will be penalised for following official public health 
advice for their child not to attend a given session, this new category of non-attendance will not count as an absence 
(authorised or unauthorised) for statistical purposes. 

Bedminster Down School  will be using the attendance and absence codes in use before the outbreak (See Appendix 
A) in addition to the new category of ‘not attending in circumstances related to coronavirus (COVID-19)’ as detailed 
below: 

 pupils not attending a session who meet the criteria for ‘not attending in circumstances related to 
coronavirus (COVID-19)’ should be recorded using code X4  

 schools should continue to use code X for non-compulsory school aged pupils who are not expected to 
attend a session, as they did before the outbreak 

Circumstances for non-attendance related to COVID-19 during academic year 2020-21 

 

Examples in which ‘not attending in circumstances related to coronavirus (COVID-19)’  

Bedminster Down School will follow the procedures detailed below when pupils who are required to self-isolate as 

they have symptoms or confirmed coronavirus (COVID-19): 

 Pupils who have symptoms should self-isolate and get a test. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2020-to-2021-academic-year#fn:3
https://www.gov.uk/government/publications/school-attendance/addendum-recording-attendance-in-relation-to-coronavirus-covid-19-during-the-2020-to-2021-academic-year#fn:4


 If a pupil tests negative and if they feel well and no longer have symptoms similar to coronavirus (COVID-19), 
they can stop self-isolating and return to school.  

 If the pupil remains unwell following the test (such as with a different illness), then they should be recorded 
as code I – illness, as would usually be the case.  

 Code X should only be used up until the time of the negative test result. Schools should not retrospectively 
change the attendance register due to a negative test result. 

 If a pupil tests positive, they should continue to self-isolate for at least 10 days from the onset of their 
symptoms.  

 They should only return to school if they do not have symptoms other than a cough or loss of sense of smell 
or taste (anosmia). This is because a cough or anosmia can last for several weeks once the infection has 
gone.  

 Code X should be used for the period of self-isolation until the test. After the pupil tests positive they should 
be recorded as code I (illness) until they are able to return to school. 

Bedminster Down School will follow the procedures detailed below when someone in the pupil’s household has 

symptoms: 

 The household should self-isolate and the member of their household should get a test. 

 If the member of the household tests negative, the pupil can stop self-isolating and can return to school. 
Code X should only be used up until the time of the negative test result when the pupil can return to school. 

 If the household member tests positive, the pupil should continue self-isolating for the full 14 days from 
when the member of their household first had symptoms. Code X should be used during this period. 

 In all cases of self-isolation, Bedminster Down School will ask parents to inform them immediately about the 
outcome of a test. However evidence of negative test results or other medical evidence will not be 
requested before admitting children or welcoming them back after a period of self-isolation. 

To support decision making reference should be made to relevant government guidance available here. 

Pupils who are required to self-isolate because they are a close contact of someone who 

has symptoms or confirmed coronavirus (COVID-19) 

Bedminster Down School will follow the procedures detailed below when pupils may not have symptoms themselves 

but may be required to self-isolate if they are a close contact of someone with coronavirus (COVID-19): 

 The NHS test and trace guidance states that a person should self-isolate for 14 days if they have had recent 

close contact with a person who has tested positive for coronavirus (COVID-19).  

 In the event of a confirmed coronavirus (COVID-19) case in the school community, the local health 

protection team will provide advice on who this applies to, advising them to self-isolate for 14 days since 

they were last in close contact with the person that has tested positive when they were infectious. 

  Code X should be used for these pupils during this period. 

To support decision making reference should be made to the relevant government guidance available here. 

 

Pupils who are required by legislation to self-isolate as part of a period of quarantine    

 Parents should plan their holidays within school breaks and avoid seeking permission to take their children 

out of school during term time.  

 Families should also consider that their child may need to self-isolate following trips overseas that require a 

period of quarantine. 

  If a pupil is required to be in quarantine on arrival in, or return to, the UK, code X should be used in the 

register. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-have-had-close-contact-with-someone-who-has-coronavirus
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection


To support decision making reference should be made to the relevant government guidance available here. 

Pupils who are clinically extremely vulnerable in a future local lockdown scenario only 

 Shielding advice for all adults and children paused on 1 August 2020. This means that even the small number 
of pupils who will remain on the shielded patient list can return to school, as can those who have family 
members who are shielding. 

 If in future, rates of the disease rise in local areas, children still on the shielding list (or family members still 
on the shielding list) from that area, and that area only, may be contacted by the government and advised to 
stay at home and shield during the period where rates remain high. 

 Families will receive a letter if they are required to shield again that parents will be able to share with 
Bedminster Down School 

 Non-attendance in accordance with guidance from PHE or the DHSC should be recorded as code X. 

 Bedminster Down School will contact parents of pupils who are shielding when measures in the local area 
are lifted and shielding is paused again, to set out the expectation that they can return to school.  

 Code X will not be used for sessions after the pupil has been advised to return to Bedminster Down School 

To support decision making reference should be made to the relevant government guidance available here. 

Further Key Information  
 

Local lockdown 

 If rates of the disease rise locally, Bedminster Down School may need to prevent some pupils from 
attending.  

 Bedminster Down School will follow PHE or DHSC guidance on what measures are necessary in the event of 
local lockdown.  

 Where attendance is to be limited to certain groups, ‘not attending in circumstances related to coronavirus 
(COVID-19)’ - code X – will be used for pupils who are asked not to attend. 

Remote Education  

 If a pupil is not attending Bedminster Down School due to circumstances related to coronavirus (COVID-19), 
Bedminster Down School will offer them access to remote education (this may be online or via other means). 
Bedminster Down School will keep a record of, and monitor engagement with this activity; however this will 
not need to be tracked in the attendance register. 

 

Data Collection 

Collection of school attendance data as part of the school census will resume in January 2021, collecting data for the 
autumn term 2020. Subject to the necessary legislation being made, from January 2021, the census will collect 
attendance codes in addition to absence codes. 

Further information will follow on what, if any, additional attendance data will be required during the 2020 to 2021 
academic year to monitor the impact of coronavirus (COVID-19) and support the government’s planning. 

  

https://www.gov.uk/government/publications/coronavirus-covid-19-how-to-self-isolate-when-you-travel-to-the-uk/coronavirus-covid-19-how-to-self-isolate-when-you-travel-to-the-uk
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19


Appendix A 
 
Contents of Attendance Register in line with Department for Education Guidance available here   

Schools must take the attendance register at the start of the first session of each school day and once during the 
second session. On each occasion they must record whether every pupil is: 

• Present; 

• Attending an approved educational activity; 

• Absent; 

• Unable to attend due to exceptional circumstances; or, 

• Not attending in circumstances relating to coronavirus (COVID-19)11 

The school should follow up any absences to: 

• Ascertain the reason; 

• Ensure the proper safeguarding action is taken; 

• Identify whether the absence is approved or not; and, 

• Identify the correct code to use before entering it on to the school’s electronic register, or management 
information system which is used to download data to the School Census. 

Boarding Schools 

Boarding schools without day-pupils are not required to keep an attendance register. Schools with a mixture of day-
pupils and boarders must keep an attendance register for the day-pupils. 

Absence and Attendance Codes 

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

Present at School 

Pupils must not be marked present if they were not in school during registration. If a pupil were to leave the school 
premises after registration they would still be counted as present for statistical purposes. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/907535/School_attendance_guidance_for_2020_to_2021_academic_year.pdf


Registration Code / \: Present in school / = am \ = pm 

Present in school during registration. 

Code L: Late arrival before the register has closed 

Schools should have a policy on how long registers should be kept open; this should be for a reasonable length of 

time but not that registers are to be kept open for the whole session. A pupil arriving after the register has closed 

should be marked absent with code U, or with another absence code if that is more appropriate. 

Present at an Approved Off-Site Educational Activity 

An approved educational activity is where a pupil is taking part in supervised educational activity such as field trips, 

educational visits, work experience or alternative provision. Pupils can only be recorded as receiving off-site 

educational activity if the activity meets the requirements prescribed in regulation 6(4) of the Education (Pupil 

Registration) (England) Regulations 2006. The activity must be of an educational nature approved by the school and 

supervised by someone authorised by the school. The activity must take place during the session for which the mark 

is recorded. 

Attendance codes for when pupils are present at approved off-site educational activity are as follows: 

Code B: Off-site educational activity 

This code should be used when pupils are present at an off-site educational activity that has been approved by the 

school. Ultimately schools are responsible for the safeguarding and welfare of pupils educated off-site. Therefore by 

using code B, schools are certifying that the education is supervised and measures have been taken to safeguard 

pupils. This code should not be used for any unsupervised educational activity or where a pupil is at home doing 

school work. Schools should ensure that they have in place arrangements whereby the provider of the alternative 

activity notifies the school of any absences by individual pupils. The school should record the pupil’s absence using 

the relevant absence code. 

Code D: Dual Registered - at another educational establishment 

This code is not counted as a possible attendance in the School Census. The law allows for dual registration of pupils 

at more than one school. This code is used to indicate that the pupil was not expected to attend the session in 

question because they were scheduled to attend the other school at which they are registered. 

The main examples of dual registration are pupils who are attending a pupil referral unit, a hospital school or a 

special school on a temporary basis. It can also be used when the pupil is known to be registered at another school 

during the session in question. 

Each school should only record the pupil’s attendance and absence for those sessions that the pupil is scheduled to 

attend their school. Schools should ensure that they have in place arrangements whereby all unexplained and 

unexpected absence is followed up in a timely manner. 



Code J: At an interview with prospective employers, or another educational establishment 

This code should be used to record time spent in interviews with prospective employers or another educational 

establishment. Schools should be satisfied that the interview is linked to employment prospects, further education 

or transfer to another educational establishment. 

Code P: Participating in a supervised sporting activity 

This code should be used to record the sessions when a pupil is taking part in a sporting activity that has been 

approved by the school and supervised by someone authorised by the school. 

Code V: Educational visit or trip 

This code should be used for attendance at an organised trip or visit, including residential trips organised by the 

school, or attendance at a supervised trip of a strictly educational nature arranged by an organisation approved by 

the school. 

Code W: Work experience 

Work experience is for pupils in the final two years of compulsory education. Schools should ensure that they have in 

place arrangements whereby the work experience placement provider notifies the school of any absences by 

individual pupils. Any absence should be recorded using the relevant code. 

Authorised Absence from School 

Authorised absence’ means that the school has either given approval in advance for a pupil of compulsory school age 

to be away, or has accepted an explanation offered afterwards as justification for absence. 

Absence codes when pupils are not present in school are as follows: 

Code C: Leave of absence authorised by the school 

Only exceptional circumstances warrant an authorised leave of absence. Schools should consider each application 

individually taking into account the specific facts and circumstances and relevant background context behind the 

request. 

Code E: Excluded but no alternative provision made 

If no alternative provision is made for a pupil to continue their education whilst they are excluded but still on the 

admission register, they should be marked absent in the attendance register using Code E. Alternative provision 

must be arranged for each excluded pupil from the sixth consecutive day of any fixed period or permanent exclusion. 

Where alternative provision is made they should be marked using the appropriate attendance code. 



Code H: Holiday authorised by the school 

Head teachers should not grant leave of absence unless there are exceptional circumstances. The application must 

be made in advance and the head teacher must be satisfied that there are exceptional circumstances based on the 

individual facts and circumstances of the case which warrant the leave. Where a leave of absence is granted, the 

head teacher will determine the number of days a pupil can be away from school. A leave of absence is granted 

entirely at the head teacher’s discretion. 

Code I: Illness (not medical or dental appointments) 

Schools should advise parents to notify them on the first day the child is unable to attend due to illness. Schools 

should authorise absences due to illness unless they have genuine cause for concern about the veracity of an illness. 

If the authenticity of illness is in doubt, schools can request parents to provide medical evidence to support illness. 

Schools can record the absence as unauthorised if not satisfied of the authenticity of the illness but should advise 

parents of their intention. Schools are advised not to request medical evidence unnecessarily. Medical evidence can 

take the form of prescriptions, appointment cards, etc. rather than doctors’ notes. 

Code M: Medical or dental appointments 

Missing registration for a medical or dental appointment is counted as an authorised absence. Schools should, 

however, encourage parents to make appointments out of school hours. Where this is not possible, the pupil should 

only be out of school for the minimum amount of time necessary for the appointment. 

Code R: Religious observance 

Schools must treat absence as authorised when it is due to religious observance. The day must be exclusively set 

apart for religious observance by the religious body to which the parents belong. Where necessary, schools should 

seek advice from the parents’ religious body about whether it has set the day apart for religious observance. 

Code S: Study leave 

Schools must record study leave as authorised absence. Study leave should be used sparingly and only granted to 

Year 11 pupils during public examinations. Provision should still be made available for those pupils who want to 

continue to come into school to revise. 

Code T: Gypsy, Roma and Traveller absence 

A number of different groups are covered by the generic term Traveller – Roma, English and Welsh Gypsies, Irish and 

Scottish Travellers, Showmen (fairground people) and Circus people, Bargees (occupational boat dwellers) and New 

Travellers. 

This code should be used when Traveller families are known to be travelling for occupational purposes and have 

agreed this with the school but it is not known whether the pupil is attending educational provision. It should not be 

used for any other types of absence by these groups. 



To help ensure continuity of education for Traveller children it is expected that the child should attend school 

elsewhere when their family is travelling and be dual registered at that school and the main school. Children from 

these groups whose families do not travel are expected to register at a school and attend as normal. They are 

subject to the same rules as other children in terms of the requirement to attend school regularly once registered at 

a school. 

Unauthorised Absence from School 

Unauthorised absence is where a school is not satisfied with the reasons given for the absence. Absence codes are 

as follows: 

Code G: Holiday not authorised by the school or in excess of the period determined by the head teacher. 

If a school does not authorise a leave of absence for the purpose of a holiday but the parents still take the child out 

of school, or the child is kept away for longer than was agreed, the absence is unauthorised. The regulations do not 

allow schools to give retrospective approval. If the parents did not apply for leave of absence in advance, the 

absence must be recorded as unauthorised. 

Code N: Reason for absence not yet provided 

Schools should follow up all unexplained and unexpected absences in a timely manner. Every effort should be made 

to establish the reason for a pupil’s absence. When the reason for the pupil’s absence has been established the 

register should be amended. This code should not be left on a pupil’s attendance record indefinitely; if no reason for 

absence is provided after a reasonable amount of time it should be replaced with code O (absent from school 

without authorisation). 

Code O: Absent from school without authorisation 

If the school is not satisfied with the reason given for absence they should record it as unauthorised. 

Code U: Arrived in school after registration closed 

Schools should actively discourage late arrival, be alert to patterns of late arrival and seek an explanation from the 

parent. 

Not attending in circumstances relating to coronavirus (COVID-19) 

For the school year 2020 to 2021, a new category has been added to record instances when a pupil is ‘not attending 

in circumstances relating to coronavirus (COVID-19)’. See this addendum for further information, including advice on 

the application of code X. 

Code X: not attending in circumstances relating to coronavirus (COVID-19) 

(This code is not counted as an absence in the school census) 



This code is used to record sessions where the pupil’s travel to or presence at school would conflict with: 

guidance relating to the incidence or transmission of coronavirus (COVID-19) from Public Health England or the 

Department of Health and Social Care or 

 any legislation (or instruments such as statutory directions) relating to the incidence or transmission of 

coronavirus (COVID-19). 

 And their equivalents in Scotland, Wales and Northern Ireland if a pupil attending a school in England resides 

there. 

Schools should also continue to use code X to record when a pupil not of compulsory school age is not expected to 

attend as detailed below. 

Administrative Codes 

The following codes are not counted as a possible attendance in the School Census. 

Code X: Not required to be in school 

This code is used to record sessions that non-compulsory school age children are not expected to attend. 

Code Y: Unable to attend due to exceptional circumstances 

This code can be used where a pupil is unable to attend because: 

• The school site, or part of it, is closed due to an unavoidable cause; or 

• The transport provided by the school or a local authority is not available and where the pupil’s home is not within 

walking distance; or 

• A local or national emergency has resulted in widespread disruption to travel which has prevented the pupil from 

attending school. 

This code can also be used where a pupil is unable to attend because: 

• The pupil is in custody; detained for a period of less than four months. If the school has evidence from the place of 

custody that the pupil is attending educational activities then they can record those sessions as code B (present at 

approved educational activity). 

This code is collected in the School Census for statistical purposes. 

 



Code Z: Pupil not on admission register 

This code is available to enable schools to set up registers in advance of pupils joining the school to ease 

administration burdens. Schools must put pupils on the admission register from the first day that the school has 

agreed, or been notified, that the pupil will attend the school. 

Code #: Planned whole or partial school closure 

This code should be used for whole or partial school closures that are known or planned in advance such as: 

between terms; half terms; occasional days (for example, bank holidays); weekends (where it is required by the 

management information system); up to five non-educational days to be used for curriculum planning/training; and 

use of schools as polling stations. 

 

 

 


