
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attendance 
Policy 
Academic Year 2021 / 2022 



 

Rationale 

• The school bases its attendance policy on the guidelines as set out by the ERW 
Consortium 

• Whilst the legal responsibility for regular school attendance rests with the 
parents, the school shares with them and the local authority (LA), responsibility 
for encouraging good attendance and improving poor attendance 

• The school is required by law to maintain specific records and to produce 
specified information on the attendance of pupils 

• Statutory obligation apart, the school is committed to improvements in 
attendance standards as a direct stimulus to raising pupil achievement 

• Poor attendance is destructive of educational achievement, undermines the 
well-being of each pupil and demoralises staff 

• The LA has a statutory duty to ensure that a child for whom they are 
responsible is receiving suitable education and if a registered pupil at school, 
this means attending school regularly and on time 

 

Aims 

The aims of this policy on attendance and punctuality are to maximise pupil attendance 

by encouraging parents to enable their children to take full advantage of their 

educational opportunities by regular and punctual attendance at school and: 

 

• To establish and maintain a high level of attendance 
• Raise the profile of attendance and make it a priority for staff, pupils, parents 

and governors 
• Ensure attendance procedures are effective and consistent 
• Ensure the marking of registers is completed accurately, consistently, reliably 

and within agreed timescales.  Attendance data will be used to provide an 
effective monitoring system, to inform practice and target resources 

• Develop a systematic approach to gathering, analysing and acting upon 
attendance data in order to target attendance-related issues. 

• To identify pupils and groups of pupils whose absence is giving cause for 
concern and to target resources to work towards the resolution of any 
difficulties being experienced. 

• To promote an effective whole-school approach to the management of 
attendance where each member of the school community (including staff, 
governors, parents and pupils) is aware of their roles and responsibilities and 
makes an effective contribution. 

 

 

 

 

 



 

Objectives 

• To promote good attendance as this is vital to educational achievement. 
• To convey clearly to parents and pupils that: 

o Regular attendance is essential 
o Unauthorised absence and persistent lateness is not acceptable; 
o Only the Headteacher in the context of the law can approve absence; 
o Parental condoned, unjustifiable absence will be investigated and will be 

recorded as unauthorised absence. 
• To keep records of attendance which: 

o Clearly distinguish between authorised and unauthorised absence by 
pupils; 

o Provide accurate information on actual attendance to enable 
monitoring and evaluation of school attendance rates through 
centrally held statistics; 

• To build on existing good practice that fosters a positive attitude to good 
attendance by: 

o Responding rapidly to pupil absence; 
o Recognising pupils who maintain ‘excellent’, ‘good’ and 

‘improving’ attendance records 
• To be sensitive to situations where regular attendance patterns are 

disrupted by external factors such as family bereavement. 
 

Statutory Responsibilities 

The legal framework governing attendance is set by the Education Acts and their 

associated regulations (which relate to schools and Pupil Referral Units). 

Section 7 of the Education Act 1996 states that “… the parent of every child of 

compulsory school age shall cause him/her to receive full time education suitable to 

his/her age, aptitude and ability and to any special education needs he/she may have, 

either by regular attendance at school or otherwise …” 

Section 444 further states “… the parent of a child of compulsory school age registered 

at school and failing to attend regularly is guilty of an offence punishable by law…” 

Compulsory school age means that children and young people should attend school 

from the start of the first term commencing after their fifth birthday and are of 

compulsory school age until after the last Friday in June of the school year in which 

they have their 16th birthday. 

An offence is not committed if it can be demonstrated that: 

• The pupil was absent with leave (authorised absence) 
• The pupil was ill or prevented from attending by an unavoidable cause; 
• The absence occurred on a day set aside for religious observance by the 

religious body to which the pupil/parent belongs; 
• The school is not within the prescribed walking distance of the child’s home and 

suitable transport arrangements have not been made by the LA.  The law 



 

relating to walking distance effectively is defined as two miles for pupils under 
eight and three miles for all other pupils.  Distance will be measured by nearest 
available walking route; 

 

Absence from the centres will be authorised if it is for the following reasons: 

• Sickness 
• Unavoidable medical or dental appointments 
• Days of religious observance 
• Exceptional family circumstances 

 

Absence from school will not be authorised for: 

• Shopping 
• Haircuts 
• Missed bus 
• Overslept 
• No uniform 
• Looking after brothers, sisters or unwell parents 
• Minding the house 
• Birthdays 
• Holidays/day trips taken in term time. 

 

Parents are asked to make all medical and dental appointments outside of school hours 

wherever possible. 

 

Unauthorised absence of an individual pupil, which brings the pupil’s attendance to 

below 90% in any one term, or when unauthorised absence is due to a family holiday 

taken in term time, the Education (Penalty Notice) (Wales) Regulations gives the 

school the ability to request that the Local Authority (Education Welfare Service) 

consider issuing a Penalty Notice to a parent(s)/day to day carer of the named pupil.  

This request, when made, will be in accordance with conditions laid down in ERW’s 

Code of Conduct. 

 

Schools are required under the Education (Pupil Registration) (Wales) Regulations 

2010 to take an attendance register twice a day: at the start of the first session and 

once during the second session.  The accuracy of the register is importance to support 

any statutory interventions that may be required.  It should be noted that it is an 

offence not to maintain accurate registers. 

 

 



 

Statutory Framework Section 444 – 1996 Education Act 

“A pupil is required to attend regularly at the school where they are registered as a pupil. 

The school is obliged by law to differentiate between authorised and unauthorised absence … 

Only if the school is satisfied as to the validity of the explanation offered by the letter or 

message will the absence be authorised”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

PUPIL ABSENCE 

PRACTICE AND PROCEDURES 

 

Clear systems and procedures will govern response to all pupil absence.  The school 

will follow the ‘Procedures for Non Attendance’ flowchart as agreed by the ERW 

Consortium.  

The school adheres to the descriptors received from ERW. 

95 – 100%  

attendance 

Best chance of success Your child is taking full advantage of every 

learning opportunity. 

90-95% 

attendance 

At least 2 weeks of 

learning missed 

Satisfactory.  Your child may have to spend 

time catching up with work.  

85 – 90% 

attendance 

At least 4 weeks of 

learning missed 

Your child may be at risk of underachieving 

and may need extra support form you to 

catch up with work. 

80 – 85% 

attendance 

At least 5 ½ weeks 

Of learning missed 

Your child’s poor attendance has a 

significant impact on learning.  

Below 80% 

attendance  

At least 7 ½ weeks 

of learning missed 

Your child is missing out on a broad and 

balanced education. You are at risk of 

prosecution.  

 

The school encourages good attendance and punctuality by; 

• Creating a caring and nurturing environment whereby pupil’s feels safe and 

appreciated as young adults; 

• Ensuring that attendance and punctuality are recognised within the whole 

school reward system, e.g. prizes/gift vouchers.  Attendance levels considered 

before a pupil is eligible for merit trips and trips abroad, lunchtime detentions 

for lateness; 

• Developing positive relationships with parents/carers and external agencies 

working with family/pupil; 

• Monitoring and evaluating the early intervention strategies adopted by the 

school; 



 

• Working closely with multi agency colleagues and the Education Inclusion 

Service to improve attendance and punctuality; 

• Monitoring attendance data and trends and reporting this information termly to 

the Governing Body.   

Specific Actions 

• The school will make its policy on attendance clear to parents and pupils 

through: the initial transition meeting to admission and also in Years 8/9 option 

choice meetings. 

• The school will also communicate the importance of attendance to parents and 

pupils through assemblies, the school prospectus, newsletters and the school 

website. 

• If the pupil is registered as a Care and Support child  and/or is on the Child 

Protection register and absent from school without reason, then the school 

should contact Social Services as soon as possible. 

• Ensure that all staff are aware of the registration procedures, registration 

regulations and education law relating to school attendance. 

• Complete school registers at the start of the morning session and afternoon 

sessions. 

• Stress to parents and carers the importance of contacting the school as early as 

possible on the first day of absence. 

• Promote positive staff attitudes to pupils returning after absence. 

• Consult with all members of the school’s community and Education Inclusion 

Service in developing and maintaining the whole school attendance policy. 

• Ensure regular evaluation of attendance by Governing Body. 

• Work towards ensuring all pupils are supported and valued and so want to 

attend school.  

 

RIGHTS AND RESPONSIBILITIES 

There is a collegiate approach to tackling absenteeism and poor punctuality. 

School 

• Ysgol Cwm Brombil expects pupils to attend school regularly and punctually.  

The school will encourage, reward and highlight good attendance and 

investigate all absenteeism.  

• Ysgol Cwm Brombil will work closely with pupils, parents and all relevant 

educational bodies should attendance and punctuality give cause for concern. 

 

 



 

 

Pupils 

• Pupils will attend school regularly and on time.  

• Pupil issues relating to attendance and punctuality will be listened to and 

resolved through discussion. 

• Pupils have the right to access their attendance and punctuality records and 

thereby monitor their own attendance record. 

• The school sets pupils a minimum target of 95% attendance. 

Parents 

• Parents are responsible for ensuring their child’s regular and punctual 

attendance. 

• Parents will ensure pupils are in full school uniform, fully equipped and in a fit 

condition to learn. 

• Parents are responsible for informing the school at once for the reason for any 

absence (by letter, phone call or personal visit).  

• Parents can expect the school to keep them fully informed of their child’s 

attendance. 

 

REGISTRATION PROCEDURES 

Keeping the Registers 

The register is a legal document and must be kept accurately.  The register may be 

requested in a court of law as evidence in a prosecution for non- attendance.  It will 

also be used for end of term reports, records of achievement and reference requests 

and information for other schools, LA’s and external agencies. (See Appendix 1) 

• No pupil should be marked present unless actually in attendance at school or 

other agreed educational activity. 

• The register should not have missing marks. 

• When a pupil arrives late but the register is still open, the pupils should be 

marked as late but counted as present for the session. 

• When a pupil misses registration, she/he should be marked as an unauthorised 

absence, unless a medical letter/phone call by parent is received and deemed to 

be genuine. 

• Pupils should not have access to the register. 

• The Headteacher is the only person who can authorise that a pupil be removed 

from the register – this is done in partnership with the Education Inclusion 

Service. 



 

• In addition to twice daily registration a class register is taken for every lesson 

throughout the day.  These are checked by the Attendance Support 

Officer/Head of Year to identify possible truancy. 

• If truanting, parents/carers are informed ASAP.  

Lateness 

A pupil’s punctuality is a legal requirement and the parent of a pupil who is 

persistently late is guilty of an offence.  The law treats persistent lateness in the 

same way as irregular attendance and parents can be prosecuted if persistent late 

arrival is not resolved.  The school places latecomers into a lunchtime detention if 

late twice in one week.  

 

Holidays 

Headteachers have the discretionary power to grant leave for the purpose of a 

family holiday or trips.  However, the ERW Consortium is strongly advising that any 

holidays or day trips in term time should be unauthorised and that there should be 

no exceptions to this policy.  The school adheres to this and family holidays during 

term time will not be authorised. 

 

Completing the Register (SIMS) 

1. The register is a legal document to be available for inspection at any time.  

Registers must be returned to the school office in the Upper and Lower School 

and promptly at the end of morning registration. 

2. Daily attendance registers are the responsibility for the teachers.  Registers are 

to be marked for each lesson. 

3. If a pupil arrives late for registration they must sign the late book in the office. 

All pupils are to be questioned as to why they are late.  Persistent offenders will 

be dealt with by a lunchtime detention. 

4. Registers are read and totalled daily and absence lists are produced, plus 

attendance print out.  These form an integral part of the schools attendance 

monitoring procedure.  Class registers for every lesson are also taken by all staff 

who notify A.S.O. of any post registration truancy. 

5. When pupils are absent there is a strict procedure which must be followed.  

6. The A.S.O. will make first day contact to ascertain why the child is absent. 

7. If a child is absent for 3 or more days in any one period then the ASO will 

attempt to make contact either by telephone or E.W.O. visit. 

8. If no satisfactory explanation is forthcoming the A.S.O. will request the 

intervention of the Education Welfare Officer, who will visit the house to 

discuss the matter with the parents. 



 

9. Each Year Tutor meets with the E.W.O. at least once a week on a timetabled 

formal basis to check the daily attendance registers. 

10. Pupils who return after periods of absence will be interviewed on their return to 

school by a senior member of staff of Head of Year.  If no satisfactory 

explanation is received, parents are contacted. 

11. Parents may be invited to attend a meeting at school to discuss the attendance 

of their child if it is deemed necessary after consultation between the Head of 

School, Year Tutor and E.W.O.  

12. The E.W.O. has statutory powers to ensure full attendance at school and these 

may need to be used in individual cases as necessary.  

AUTHORISED ABSENCE 

 Notification of appointments to see the dentist, doctor or hospital must be given in 

advance with an appointment card if possible.  The reason for absence will be 

recorded.  However, it is recommended for these appointments to be made out of 

school hours. 

Home tuition, PRU’s, courses (educational and sporting) are the responsibility of the 

school and marks will be entered by the appropriate member of staff. 

UNAUTHORISED ABSENCE 

An absence will be deemed as unauthorised if there is no medical or other genuine 

reason why a child should have missed a vital session of their education.  Even if an 

absence is explained by a parental letter, if it is for frivolous reason it cannot be 

condoned and therefore cannot be authorised. 

 

MONITORING ATTENDANCE 

The Local Authority and Welsh Office publish school Performance Information Tables 

each year.  These include for each school the % of sessions missed in the year due to all 

absence and unauthorised absences.  Attendance information is also given on 

Governors Reports to parents. 

 

COLLECTION AND ANALYSIS OF DATA 

Practice 

Registers are monitored in the primary and secondary phase on a daily basis.  Print out 

of form and individual attendance is analysed by Heads of Year, Primary Leader and 

E.W.O.  Year group attendances are also closely monitored.  Relevant information 

regarding attendance is displayed on notice boards for pupils.  

 



 

ROLE OF THE DESIGNATED MEMBER OF STAFF 

Attendance is the responsibility of all staff.  There is, however, a designated member of 

staff for attendance matters and all staff are able to discuss individual pupil attendance 

with this person.  The Designated Member of Staff for Attendance is Mrs K. Key (Years 

F-6), Mrs. K Williams (Years 7-11). 

Both members of staff would: 

• monitors the school’s registers; 

• liaises with teaching staff, in particular Heads of Year; 

• meets with the LA Officer on a weekly basis; 

• refer to other agencies if appropriate; 

• refer to the school nurse if there are doubts about the validity of an illness; 

• oversee the use of standardised letters to parents addressing specific aspects of 

attendance and requiring parental response; 

• arrange for an attendance meeting in the case repeated, unexplained absences 

(school will consider inviting the named governor for attendance to such a 

meeting); 

ROLE OF THE FORM TUTOR 

The Form Tutor has a very important and vital role to play in combating truancy – it is 

you like the first line of ‘attack’.  The Form Tutor must make every effort to effect 

regular attendance – he/she is the first line of enquiry and he/she is in the best position 

to pick up early signs of non-attendance.  It is here that attendance expectations are 

emphasised from the outset. 

The Form teachers should speak with and counsel individuals whose attendance or 

punctuality give cause for concern.  Opportunities should be sought to praise high 

levels of attendance.  Positive comments should be made on reports.   

 

THE ROLE OF THE HEAD OF YEAR 

Running parallel to the above, the Head of Year, will look at the register print out and 

be aware of the regular patterns of non-attendance/truancy and support the Form 

Tutor in his/her work.   

The Head of Year is timetabled to meet formally with the E.W.O. on a weekly basis to 

discuss attendance and welfare issues and to determine appropriate courses of action.  

The Head of Year is likely to be in daily contact with the E.W.O.  At these meetings 

pupils are also interviewed/counselled and parents are contacted.  High levels of 

attendance should be acknowledged and praised.  Letters will be sent to parents 

acknowledging improved and /or 100% attendance.  

 



 

ROLE OF THE SLT 

The SLT oversee the whole attendance policy and practice.  There is a designated 

member of SLT who oversees attendance (see Role of Designated Member of Staff 

above).  

 

The SLT have a pivotal role in encouraging high levels of attendance in assemblies, 

newsletters to parents and in meetings with pupils returning to school after absence 

(see Role of Parents).  There is also a responsibility of the SLT to provide a curriculum, 

which will meet the needs of all pupils and therefore encourage attendance. 

 

THE ROLE OF THE E.W.O. 

The role of the E.W.O. is to get the pupils back into school, whatever the cause of 

absence.  The E.W.O. acts as an important link between the school, home and 

supplementary agencies.  The effectiveness of the E.W.O. is reflected in the support 

given to the pupil, parents and school and strengthens the links between us all.  The 

E.W.O. meets Heads of Year in the school on a weekly basis to – check pupil 

attendance, interview pupils and parents, contact home and plan strategies for support 

leading to improved attendance. (See Appendix 2) 

 

The E.W.O. in Ysgol Cwm Brombil is an integral part in promoting good attendance and 

procedures, fostering good liaison between all agencies involved with pupils who are 

non-attenders, and is part of the pastoral team who meets regularly under the 

guidance of the Senior Teachers. 

 

ROLE OF PARENTS 

Parents are legally responsible for ensuring that their children attend school regularly.  

It is important for us to work in partnership with parents if we wish to maintain high 

levels of pupil attendance.  Parents should be fully informed of their legal 

responsibilities, general attendance issues, their child’s level of attendance and our 

expectations and standards.  This will be achieved in a variety of ways: 

 

1. The school prospectus, issued to all new parents, contains a statement on the 

importance of attendance and what parents should do if their child is absent.  

This includes the request to telephone school on the first day of a child’s 

absence, the need to write an absence note on the child’s return to school and 

the request to notify school in advance of absences for medical appointment. 

 



 

2. Letters will be sent to parents informing them of any concerns over their child’s 

level of attendance or punctuality. 

 

3. General letters will be sent to all parents from time to time informing them of 

our expectations, our whole school target for attendance and other appropriate 

attendance issues. 

 

4. Parents will receive regular reports on their child’s attendance in percentage 

terms, the total number of absences and the number of unauthorised absences, 

with supporting explanatory notes. 

 

5. Parents will be informed of whole school levels of attendance and rates of 

authorised and unauthorised absence through the Governors Annual Report to 

Parents, School Prospectus and the School Performance Information Tables.  

 

6. Parents will receive a letter to acknowledge improved attendance and to 

recognise those pupils with an outstanding record of attendance maintained 

throughout the year.  

STRATEGIES USED TO IMPROVE SCHOOL ATTENDANCE 

In order to reach the school aim of 95% attendance, many strategies have been 

implemented. 

 

1. Rewards led attendance scheme – termly prizes of attendance 95% +. 

2. Class registers taken every lesson. 

3. Active E.W.O. – visits/willingness to prosecute. 

4. Lengthening of AM registration to deal with non-attenders.  No form 

registration PM – class registers collated onto SIMS.  Phone any PM 

absence AM presents. 

5. All children report to a SMT member on their return to school.  Parents 

contacted via phone or letter if necessary. 

6. Also makes first day contact and third day response if required. 

7. Weekly meeting between HoY, E.W.O. and pupils interviewed.  

8. Use of late book and detention for persistent latecomers 

9. Prominent display of attendance statistics – Year group notice boards, hall 

displays for parents evenings. 

10. Termly newsletters/reports emphasising the importance of full and regular 

attendance.  

11. Parents have information which translates % attendance into: 

a. days lost 

b. lessons missed 



 

12. Praise for high levels of attendance: 

a. letters sent home for improvement  

b. certificates to all pupils for 100% attendance per year 

13. Meetings with parents/EWO/HoY/AH. 

14. Help for absentees to catch up on missed work.  This may involve 

photocopying materials and offering assistance and explanation of work 

missed. 

15. Targeting EWO/HoY time to those pupils whose problems are less severe 

but who may be expected to respond better to increased attention. 

16. Targeting eFSM pupils’ attendance as part of narrowing the gap agenda. 

17. Attendance Panel (see Appendix 2).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 1 

GUIDELINES FOR REGISTRATION 

 

Form Registration 

1. Log on to SIMS and register – complete and save. 

2. In case of power or computer failure – register on the paper proforma that is 

kept in the form register folder.  Please ask the office for a replacement 

document as necessary.  

3. Use ‘preserve’ to amend codes and flag if necessary to deal with today.  

4. Enter late arrivals until 8.45 a.m. 

5. If a pupil does not appear at registration, please mark absent.  If the reason for 

absence is known, please enter – check folders for notes.  

6. The register remains open until 10.30 a.m. 

Maintenance of Registers 

If parents phone to give a reason for their child’s absence there is now a dedicated line 

which is accessed by the Attendance Officer and she will then code the reasons for 

absence. 

In addition, the Office will code the following: 

• Any absences that have been pre-arranged e.g. holidays 

• Sporting activities or trips if they are provided with accurate lists 

• Funerals 

• Medical appointments 

• Pupils who go home ill during the day 

If there are still unexplained absences on your Form Register you need to ask the pupil 

for a reason and a note and then you need to code the absence appropriately.  If a pupil 

is in school but involved in an activity they should be coded as present e.g. if you have 

seen the pupil at registration in the morning but they show up as absent for the rest of 

the day but you know they are rehearsing for the school show then you change the 

code to present.  If they have been involved in a sporting activity then you code a p, a v 

for a visit of trip and a j for an interview.  If you are in any doubt then check with the 

Head of Year or with the office. 

 

In order to help the process run more smoothly we need to get into the habit of clicking 

on History each day after we have marked the register.  This will show us the previous 

five days and will help us if pupils were in school on the previous afternoon.  If we need 

to clear older absences we need to click on Focus/Lesson Monitor/Edit Marks ant then 



 

select the relevant form.  We can then use the ‘Previous Week’ arrow to find the 

absence we need.  We can then use the ‘Preserve/Overwrite’ buttons to alter the 

codes.  

 

I am sure that many of you know this already but it may be helpful to others.   

 

Office Registration 

1. Log on to SIMS and register – left click on make register. 

2. Register late arrivals from 8.45 a.m.  Pupils registered after 8.45 a.m. but by 

10.30 a.m., will be given a ‘late – present’ mark.  Those who arrive after    10.30 

a.m. will receive a ‘late – absent’ unauthorised mark.  

3. Pupils arriving with letters, appointment cards and other notes will be 

registered appropriately and the note will be placed in the register folder. 

4. Clear any paper registrations that are outstanding from previous days. 

5. Register phone messages. 

6. Register extended absences. 

7. Register pupils leaving school. 

8. First day response returns. 

9.  Print emergency registers. 

10. Print fire registers at 9.00 a.m. and 2.15 p.m. 

Lesson Registration 

1. Log on to SIMS and register lesson. 

2. In case of power or computer failure – register on paper. 

Attendance Checks 

1. A pupil who is late twice or more in any one week, without a genuine reason, will 

be placed in lunchtime detention on Friday of the first available week. 

2. Attendance officer and EWO to access pupil data. 

3. Heads of Year and Heads of Schools to access pupil data. 

4. Careers Officer to access pupil data. 

5. Pupil attendance data to appear on pupil reports.  

 

 

 

 

 



 

 

APPENDIX 2 

 

ATTENDANCE PANEL 

 

Panel Members 

The Attendance Panel consists of the Assistant Headteacher, Education Welfare 

Officer, Head of Year, Attendance Support Officer and the Senior Healthcare Worker. 

 

Invitations 

Invitations are sent to parents/carers and the pupil inviting them to attend a meeting 

to discuss their child’s attendance.  The letter informs parents who will be present at 

the meeting, the reason for holding the meeting and that the meeting will take place 

even in their absence. (Letter AP1) 

 

Background 

Attendance Panels are arranged when there has been no improvement in a pupil’s 

attendance despite intervention from school and the E.W.O. 

 

Structure of Meeting 

At the meeting the Chair/Assistant Headteacher will: 

• welcome the parent/carer and pupil and thank them for coming; 

• introduce themselves and the other panel members; 

• explain the reasons for holding the meeting; 

• express schools concerns over the pupil attendance; 

• both school and the E.W.O. will give a report on their involvement; 

• give parents/pupils the opportunity to explain the reasons for poor 

attendance; 

• invite panel members to explore any ways in which they can support 

parents/pupils to improve their attendance 

• implement an action plan together with attendance targets 

• E.W.O. to explain to parents that legal proceedings will commence if 

attendance does improve 

• E.W.O. to issue parents with an appropriate letter, pre final warning or 

other relevant letter 



 

Post Meeting 

E.W.O. will monitor pupil’s attendance for next few weeks progressing to the next 

stage of court actions as appropriate. 

 

For Information 

It is beneficial to invite several families along to make good use of the panels’ time.  It is 

also suggested that you allow between 20/30 minutes for each family.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ATTENDANCE PANEL ACTION PLAN  

Pupils Name Year 

 

Parents/Carers Name D.O.B. 

 

 

 

Address Telephone Contact Details 

 

 

 

 

Parents explanation for irregular attendance 

 

Actions to be implemented 

 

Referrals to other Agencies 

 

Attendance Target’s  Percentage to be Achieved 

Week  1  

Week  2  

Week 3   

Week 4  

3 Month Target  

 

Signed:…………………………………………………    (Chair)  Date: ……………………………………. 

 

 

 



 

REGISTRATION CODES 
 
/ Present (AM) 
\ Present (PM) 
B Off Site Education 
C Other Authorised Absence 
D Dual Registered i.e. present at another school or PRU 
E Excluded (No alternative provision made) 
G Family Holiday (Not Agreed) 
I Illness 
J Interview 
L Late (Before register closed) 
M Medical / Dental Appointment 
N No reason yet provided for absence 
O Unauthorised Absence (Not covered by other codes) 
P Approved Sporting Activity 
R Religious Observance 
S Study Leave 
T Traveller Absence 
U Late (After registration closed) 
V Educational Visit or Trip 
W Work Experience 

Y Partial or Enforced Closure 
X Non-Compulsory school age absence 
# School closed to pupils 
Z Pupils not yet on roll 

 

 

 

 

MONITORING AND EVALUATION OF POLICY 

 

This policy will be reviewed annually. 

 

 



 

 


