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Attendance Policy 

 

Trinity C of E School 

 

TRINITAS ACADEMY TRUST 

 

This policy supports the Trinitas Principles as outlined below;   

 

We will share responsibility for all of the children in all of the schools.  

 

We will recruit high quality staff because the quality of Trinity School is 

determined by the quality of those who work within it.  

 

We will value our staff by respecting their professional competence, through 

robust monitoring, challenge, and support and by rewarding them for their 

contribution to Trinitas Academy Trust. 

  

We will ensure outstanding achievement for children and staff by being 

strategic, aspirational and not afraid to innovate.  

 

We will teach our children through a curriculum that engages and motivates 

them, celebrates success, meets their individual needs and prepares them for 

the future.  

 

We will provide the best possible learning environment, which is inspiring for 

both pupils and staff.  
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We will ensure that the systems within the Trust and the organisation of the 

Trust are coherent, robust and offer best value for money. 

 

We will be wholly committed to promoting the Anglican Ethos of the Trust by 

being distinctive yet inclusive. 

 

We will hold true to our values and aspirations, without compromise. 
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Policy statement 

 

All children of compulsory school age have the right to an efficient full-time education, regardless 

of age, aptitude, ability and any special needs s/he may have. Regular school attendance is 

essential if a pupil is to make the most of the educational opportunity available to them.  

Trinity C of E School takes seriously its responsibility to monitor and promote the regular 
attendance of all its pupils. It acknowledges that irregular attendance seriously disrupts continuity 
of learning, undermines educational progress, can lead to underachievement and low attainment 
and impedes the child’s ability to develop social, ethical and emotional intelligence.  
The following policy outlines the good practice undertaken at Trinity C of E School in accordance 
with the DfE statutory guidance for local authorities Children Missing Education – September 
2016. 

 
Aims 
 
The policy will aim to raise and maintain levels of attendance by:  
 

 Promoting children’s welfare and safeguarding  

 Supporting pupils and their parents/carers throughout the school; to reach the highest 
possible levels of attendance and punctuality 

 Ensuring that all pupils have full and equal access to the best education that we can offer 
in order to increase learning 

 Enabling pupils to progress smoothly, confidently and with continuity through the school 

 Making parents/carers aware of their legal responsibilities 

 Ensuring that attendance is monitored effectively and reasons for absences are recorded 
promptly and consistently. 

 
This policy has been developed in consultation with Governors, Teachers, Education Welfare Services 
and pupils, parents and carers. It seeks to ensure that all parties involved in the practicalities of 
school attendance are aware and informed of attendance matters in school and to outline the 
school’s commitment to attendance matters. It details the responsibilities of individuals and groups 
involved and the procedures in place to promote and monitor pupil attendance.  
 
Any absence affects the pattern of a child’s schooling; regular absence will seriously affect a child’s 
learning. Any child’s absence or late arrival disrupts teaching routines and so may affect the learning 
of others in the same class.  
 

     Excellent attendance is important because: 

 There is a direct link between under-achievement and poor attendance 

 Regular attendees make better progress, both socially and academically 

 Regular attendees find school routines and schoolwork easier to cope with 

 Regular attendees are more likely to find learning  satisfying and to develop social, ethical 
and emotional intelligence. 

 
 

 

Linked policies include: Child Protection Policy, Health and Safety Policy, Policy for Managing 

Behaviour including anti-bullying and anti-racism strategy, Online-safety Policy, First Aid Policy, 

Medical Policy.  
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Parental Responsibility 

The term ‘parent’ throughout this policy represents one parent, both parents or carer(s) with whom 
the child resides. Parents have a legal obligation to ensure their children receive a full time 
education. This is achieved by regular attendance at school. Punctuality is also stressed as lateness 
impacts on learning, not only for the individual, but the class as a whole. Punctuality is an important 
life skill. It is also polite.  

When a pupil is unwell, parents should contact the school before 8.40am on the first day of absence 
to inform the school of the reason for absence. Should a period of absence be longer than one day, 
parents should provide further explanation before a child’s return to school.  

Permission for any other absences, must be requested in writing to the Principal in advance by a 
parent.  

Parents/carers will: 
 ensure regular school attendance and be aware of their legal responsibilities  
 ensure that their child arrives at school punctually and prepared for the school day 
 ensure that they contact the school daily of any absence or if they are aware in advance, 

whenever their child is unable to attend school 
 

Pupils will: 
 attend school every day 
 attend school punctually 
 attend appropriately prepared for the day 

 
Rewards:  

 Excellent attendance without poor punctuality is recognised as part of the school’s rewards 
system. 
 

The school will: 

 Provide a welcoming atmosphere in which pupils feel safe and secure. 
 Keep regular and accurate records of AM and PM attendance and punctuality, monitor 

individual child’s attendance and punctuality. 

 Examine its present attendance figures and set attendance/absence targets for the following 
academic year. These will reflect both national and Bexley attendance targets. 

 Contact parents when a pupil fails to attend and where no message has been received to 
explain the absence. 

 Follow up all unexplained absences to obtain explanations from parents. Although parents 
may offer a reason, only the school can authorise the absence.  

 In the case of long term or frequent absence due to medical conditions, verifications from 
a GP or other relevant bodies may be requested. 

 Encourage good attendance and punctuality through a system of reward and recognition. 
 Meet weekly with the Education Welfare Officer (EWO) to monitor and support 

school attendance and punctuality. 
 Refer irregular or unjustified patterns of attendance to EWO. Failure by the family to 

comply with the planned support set by Education Welfare may result in further actions 
by the Local Authority, e.g. parental prosecution or an application for an Education 
Supervision Order. 

 Upload a pupil’s details to the Children Missing Education web page if appropriate to do so. 
 Notify Children’s Social Services if a pupil is on a Child Protection Plan and absent from school, 

whether or not a reason has been ascertained.   
 Contact Welfare Check if the pupil is a LAC and we have no reason for absence. 
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The Governors will: 

 Ensure compliance with The Education (Pupil Registration) (England) Regulations 2006, and 
any amendments as they arise. 

 Adopt a Trinity C of E School attendance policy and review it annually. 

 Ensure that they receive reports from the Principal regarding school attendance as part of 
Governors school monitoring procedures. 

 Provide information requested by the Secretary of State. This includes absence data that will 
be collected every term through the School Census.  

 
Procedures in the school 

 
Morning Registration: 8.40am (pupils should arrive on site by 8.30am at the 

latest) 
 L mark - arrival after registration has 
commenced 

8.40am – 8.55am 

U mark – arrival after registration closes 8.55am 
Afternoon registration: 2.05pm 
Absence procedures   Absence telephone line for parents 

Parent can email office 
First day calling if no contact made 
 

Signing in and out  Student Services  
Children leaving school in the day time Parent/carer to confirm in writing, or email or 

provide evidence via an appointment letter. Pupils 
can leave school premises without a parent/carer 
present as long as permission has been given by 
parent and the school authorise the absence. 

 
Notifying parents of poor 
attendance/punctuality  

Pastoral Team or Head of Year notify parents 

EWO visits to schools Weekly 
Children on the Child Protection Register DT is informed of absence and social services are 

alerted 

Promoting Regular Attendance and Punctuality 

 
In order to achieve regular attendance and punctuality, it is essential that a team approach is 
consistently undertaken; in other words, it is everybody’s responsibility – parents, pupils and all 
members of staff.  
Trinity C of E School will:  

 Provide parents with details of attendance in our newsletters.  

 Inform parents of their child’s attendance and level of punctuality via RAG rated letters 

 Contact parents should their child’s attendance fall below the school’s annual target for 
attendance  

 Inform parents of their child’s level of punctuality by informing them on the same day if 
their child arrives late for school.    

 Communicate with parents via telephone, school letter and EWO letters and meetings. 

 Recognise and celebrate good attendance and punctuality of individual and class 
achievements 

 
The attendance and punctuality patterns of all children are monitored daily. Non-attendance and 
poor punctuality are important issues that are taken seriously. However, the school acknowledges 
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that each case is different and so we actively seek to support parents to ensure regular pattern is 
maintained. Consideration is given to all factors affecting attendance and punctuality before deciding 
upon appropriate intervention strategy. In all cases, however, early intervention is essential to 
prevent the problem from developing further. It is therefore imperative that parents keep the school 
fully informed of any issues that may affect their child’s attendance and/or punctuality. We will work 
consistently towards a goal of 100% attendance and punctuality for all children.  
 

Registration 

See Appendix 1 

By law, schools must take a morning and afternoon register and record the attendance or absence of 
every pupil.  Each form tutor, or their nominated representative, is responsible for marking children 
present or absent in the register at morning and afternoon registration with either a (/ or N) code. 
They must not enter any other code - that must be done by a member of the pastoral team.  
Trinity School has an electronic register which is used at every start of lessons. The registers must be 
completed promptly at the start of every lesson to avoid discrepancies between classes.  
 
Late Registration 

 Pupils who arrive after the registers have closed (8.55am) must go to Student Services and 
sign in.  

 The Pastoral Team are responsible for maintaining the signing in/out book.  This must 
contain details of name, tutor group, time arrived/time departed, reason for lateness/early 
departure.  If a reason is unacceptable then parents will be contacted. 

 In accordance with current guidance, the attendance registers are closed at the assigned 
times. Any pupil who arrives after the registration period has commenced (8.40am), but 
before the registers are closed (8.55am), will be given a late mark (L) in the register (please 
check your child’s school’s procedures above). The (L) code is classed as a present mark, but 
displays that the pupil arrived late for school.   

 Any pupil who arrives after the registers have closed but before the end of the morning or 
afternoon session, will be given a late mark (U).  This code is classed as an unauthorised 
absence but displays that the pupil was physically present in school for part of the session.  

 The fact that the U code is classed as an unauthorised absence means that when it is used 
pupils are likely to be missing significant amounts of schooling; putting their educational 
progress at risk.  For this reason the use of this code will be considered as serious as any 
other unauthorised absence and will be closely monitored and will be referred to the EWO 
and consideration of the use of legal measures will be considered. 

 

Pupils Arriving Late to School or Leaving During the School Day 

During school hours, the school staff are legally in loco parentis and therefore must know where 
pupils are during the school day. 
 

 Whenever possible, parents should try to arrange medical and other appointments outside 
of school time.  

 Parents are requested to confirm in writing, email, text or call the school, the reason for 
any planned absence, the time of leaving, the expected return time. Evidence of any 
appointment attended will be asked for. 

 Pupils who are attending Trinity C of E School are allowed to travel without their parents, as 
long as they have a note or proof of appointment with them.  Parents are requested to 
confirm this in writing, email, text or call their child’s school, the reason for any planned 
absence, the time of leaving, the expected return time. Evidence of any appointment 
attended will be asked for. 
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 Pupils must be signed out when leaving the school and be signed back in on their return. 
 Where a pupil is being collected from the school, parents/carers are to report to the 

school reception before the pupil is allowed to leave the site. 
 When a pupil leaves the school site after the morning or afternoon register has been 

taken, the original mark must remain in the register and the signing in/out book should 
be referred to during an evacuation situation to ensure all pupils can be accounted for. 

 If a pupil leaves the school site without permission their parents will be contacted. Should 
the school be unable to make contact with the family it may be appropriate, in certain 
circumstances, to contact the Police and register the pupil as a missing person. 

 When a pupil leaves the school site after the morning or afternoon register has been taken, 
the original mark must remain in the register and the signing in/out book should be referred 
to during an evacuation situation to ensure all pupils can be accounted for. 

 
Monitoring the attendance of pupils who are educated off site    

At times some of our pupils will need to be educated off site. This will mean that the pupils are dual 
registered, their registration status will acknowledge this. The usual attendance procedures will be 
followed.  When a pupil is expected to attend the other establishment our registers will display the 
(D) code (Dual Registration).  As the Main School we retain responsibility for dual registered pupils. 
Therefore, the other establishment will be contacted regularly in order to ensure that this placement 
continues to be successful. When this is not the case, appropriate action will be taken. 
When pupils are Present at an Approved Off-Site Educational Activity school will decide which of 
the following codes is most suitable: 
Code B – Educated off site 

Code P – Supervised sporting activity 

Code V – Educational visit or trip 

The Principal is responsible for the pupil's education and wellbeing during these sessions.  Therefore, 
before any of these codes are used schools must ensure that the following criteria are met: 

 The activity is broadly educational in nature 
 it is suitable for the pupil's age and ability 
 it will complement the pupil's curriculum 
 it is taking place during the session for which the approved off-site educational  activity code 

is being used and 
 suitable supervision arrangements are in place 

 

Leave of Absence 

In line with the Government’s amendments to the 2006 regulations, holidays during term time will 
NOT be authorised.  
The Principal and Governors at Trinity C of E School have determined that: 

 In exceptional circumstances permission may be granted for a maximum of five days of 
leave providing your child has a good (98% or higher) attendance record over the 
previous three terms. 

 Where leave of absence in term time is due to exceptional circumstances, this must be 
requested in writing and submitted for consideration by the Principal on behalf of the 
school governors, no less than 2 weeks prior to the requested date. Consideration will then 
be given to the pupil's previous school attendance and that the time requested does not 
exceed five school days in any one academic year. 

 If leave is taken without prior authorisation by the school, it will be recorded as an 
unauthorised absence and the EWO will be notified. A (G) code will be entered on to the 
register. 

https://docs.google.com/document/d/1DxknYt80jv4zKPF6IE3nrciU7imZNFxmWCkxUyIoWuY/edit#heading=h.3whwml4
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 The school holiday dates and end of Key Stage Assessment as well as dates for all 
national exams are published a year in advance and leave of absence will not be 
authorised during these examination periods.  

 The school reserves the right to fine families for unauthorised holidays, in line with the 
Bexley Council statutory guidelines. 

 
Appendix 1 has a list of absence codes. 
  
Persistent Absence 

Both local and central government pay particular attention to reducing the number of pupils who fall 
into the persistent absence category (PA).  A pupil becomes a persistent absentee when their 
attendance falls below 90% at any point during the school year; whether the absences are 
authorised or unauthorised. When attendance nears this level, children miss significant amounts of 
schooling, meaning that their educational progress is put at risk. We need the full support of parents 
to ensure that attendance does not reach this level.  However, if for any reason a child's attendance 
does fall into this category it remains the parent’s legal responsibility to improve the situation.  
Families will be supported in this via the school's robust systems for managing PA.  Due to the 
seriousness of PA status, all PA cases will be referred to the EWO. Furthermore, absence data for 
individual pupils who are classed as persistent absentees are reported to the Department for 
Education, along with whole school absence figures. 
 
The school operates the Fast Track to Attendance policy in line with the Bexley Council statutory 
guidelines. Pupils with attendance below 90% will be considered for this intervention in order to 
ensure attendance improves and is sustainable. The Education welfare Officer and legal team 
manage this process in conjunction of the school.  
 
Children Missing Education 
What is meant by the term 'Missing Education'? 
A compulsory school-age child who is not on the roll of a school, not placed in alternative 
provision by a local authority, and who is not receiving a suitable education at home. 
 
Taking a pupil off roll and casual leavers  
 
No pupil shall be taken off roll until the school is satisfied that they are safe and accounted for. This 
will mean that we have confirmation of them starting a new school or educational establishment. 
Where it is not possible to verify where a child is, then the EWO will be informed and children 
missing from education is also notified. A pupil will only be taken off roll once the local authority 
gives authorisation until such notice we will enter the (O) code for unauthorised absence.  
Where a parent has elected to home-school their child, the local authority in which the child lives is 
informed and a pupil will only be taken off roll once they give authorisation. The parent must notify 
the school of their intentions in writing to home educate. 
 
The statutory guidance can be seen here 
https://www.gov.uk/government/publications/children-missing-education  

1. Parent has informed you that they are moving and that they have already obtained a 
place at a new school. The new school should be contacted to check that the pupil has 
started. If confirmation is obtained from the new school the pupil may be removed 
from roll. Upload information to 
https://mybexley.firmstep.com/service/Children_missing_education   

2. You should continue to contact the new school for confirmation that the pupil has 
started. If this has not been obtained within 10 days you should upload to 
https://mybexley.firmstep.com/service/Children_missing_education  with relevant 
information. 

https://www.gov.uk/government/publications/children-missing-education
https://mybexley.firmstep.com/service/Children_missing_education
https://mybexley.firmstep.com/service/Children_missing_education
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3. Parent has informed you that they are moving a long distance away but within this 
country and do not yet have a place for the child a new school You should obtain the 
new address; parents contact details and details of any new schools applied for. This 
information should be uploaded to      
https://mybexley.firmstep.com/service/Children_missing_education  You may choose 
to keep the pupil on roll until you obtain information from the new school, but as long 
as you have taken all reasonable steps to ensure as much information as possible is 
passed on you may remove the pupil from roll. 

4. Parent has informed you they are moving abroad As much information as possible 
must be obtained from the parents- new address, contact details, new school, details 
of parental workplace etc. This information should be uploaded to 
https://mybexley.firmstep.com/service/Children_missing_education The pupil can 
then be removed from roll. 

5. For children who have moved abroad or somewhere in the country and we have no 
onwards details, schools would need to keep them on roll and may be asked to refer to 
social care and/or police. Once these referrals have been done and they receive 
confirmation of referral from SCS, they can be removed from roll. 

6. Pupils who do not attend school for 10 days or more and you have not been informed 
of the reason by the parent, the EWO who will do a home visit and advise on what the 
next steps should be. 

7. Parent has informed you they no longer require the place for their child, are not 
moving, and do not have a place at a new school. You may not remove a pupil from roll 
unless you receive confirmation from the parent declaring Home Education.  

8. If a letter declaring Home Education is received you must complete the appropriate 
form and send it to Bexley’s Home Education Advisor. If the pupil lives in Greenwich 
you need to complete the Greenwich referral form 

 
Excluded pupils 
  
Pupils found in a public place during the first 5 days of a fixed-term or permanent exclusion will be 
subject to Section 103 subsections 2 and 3 and Section 105 of the Education and Inspections Act 
2006, which stipulates that it is the responsibility of parents to ensure that their children are not in a 
public place during the first five days of their exclusion, during school hours of a school day, 
including lunch and break times, without reasonable justification.   
There may be reasonable justification for a parent/carer to have not ensured the pupil is not in a 
public place, and the circumstances of each case will be considered.  
In the instance where a pupil is found in a public place during fixed-term or permanent exclusion, a 
Penalty Notice can be issued even though the absences during the exclusion may be regarded as 
authorised. 
Following this time a pupil would either return to school or be offered alternative provision by the 
school or a Pupil Referral Unit.  
Failure of a parent /carer to return a child from a Fixed-Term Exclusion 
If a parent/carer is given clear notice and an appointment time for the return of their child after a 
fixed-term exclusion and they do not attend the appointment and the child has accrued at least 10 
sessions of absence, a Penalty Notice may be applied for, for failing to secure regular attendance.  
 
Attendance and Welfare Checks 

Pupils should attend school every day. However, if your child is absent, it is your responsibility to 

contact the school and explain why they are not attending. If no contact is made we will call you and 

the emergency numbers on the contact sheet you provided. We will also use parent mail if you are 

registered with us.   

If there continues to be no contact, we may ask the Local Authority’s Educational Welfare Officer or 
the police for further assistance and they may decide to do a Welfare Check and visit your home 

https://mybexley.firmstep.com/service/Children_missing_education
https://mybexley.firmstep.com/service/Children_missing_education
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address.  
 
Prosecutions by local authorities 
If a child of compulsory school age fails to attend regularly at a school at which they are registered, 

or at a place where alternative provision is provided for them, the parents may be guilty of an 

offence and can be prosecuted by the local authority.  

Only local authorities can prosecute parents and they must fund all associated costs. Local 

authorities should consider the Attorney General’s Guidelines for Crown Prosecutors in all 

prosecution cases.  

Local authorities must conduct all investigations in accordance with the Police and Criminal Evidence 

(PACE) Act 1984. Local authorities have the power to prosecute parents who fail to comply with a 

school attendance order (section 443 of the Education Act 1996) or fail to ensure their child’s regular 

attendance at a school (section 444 of the Education Act 1996)6 . Section 444 has two separate but 

linked offences: Section 444(1): where a parent fails to secure the child’s regular attendance; and 

section 444(1A) where a parent knows that the child is failing to attend school regularly, and fails to 

ensure the child does so. 

Section 444ZA7 applies the offence to where parents fail to secure the regular attendance of their 

child at a place where the local authority or governing body has arranged alternative provision.  

There are statutory defences for parents to use under the 1996 Act. 

Keeping Children Safe 

We will refer to our Child Protection Policy and procedures when there are any concerns of 

safeguarding that has been identified when monitoring attendance of pupils. 
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Appendix 1 

DfE ATTENDANCE CODES:  

DESCRIPTION AND MEANINGS 

 

Code Meaning Guidance  
/ Present (AM)         

\ Present (PM)         

B Approved Education Activity  Educated off site (not Dual reg.) 

C 
 
Authorised absence 

Other authorised circumstances. Only 
exceptional occasions warrant leave of 
absence. Schools should consider each request. 

D 
Approved Education Activity  When a pupil is dually registered at two 

schools, and for the session in question, they 
are not required to attend your school.  

E 

 
 
Authorised absence 

Excluded (no alternative provision made) A 
pupil who is excluded for a fixed period remains 
on the school roll but cannot attend the school. 
Also used when a permanent exclusion is given 
& before the Discipline Committee meet. 

G 

 
 
Unauthorised absence 

Family holiday (not agreed or days in excess) 
To be used if a school does not agree absence 
and the pupil still goes on holiday or a 
parent/carer keeps a child away for longer than 
was agreed (extra time will be recorded as a 
‘G’) 

H 
 
Authorised absence 

Extended family holiday (agreed) If the school 
agrees for a family holiday of more than 10 
days in exceptional circumstances.    

I Authorised absence Illness (not med/dental appointments) 

J Approved Education  Activity Interview 

L Present Late (before registers closed) 

M Authorised absence Medical/Dental appointments 

N 

 
 
Unauthorised absence 

No reason yet provided for absence. Schools 
should ensure they have systems and 
procedures in place to follow up these 
absences and establish the reason for absence. 
Ideally within a 3 day timescale. 

O 

 
 
 
 
 
Unauthorised absence 

Unauthorised Abs (not covered by other code) 
Includes pupil absence with parent/carer. 
Include pupil absence with parent/carer 
knowledge even though this code is counted as 
truancy. Examples include: 
- Day off for a birthday 
- Shopping 
- Haircut 
- Waiting for a repair person 
- Absent without parent/carer’s knowledge   

P Approved Sporting Activity Approved sporting activity 

R 

 
Authorised absence 

Religious observance. Absence to take part in 
any day set aside exclusively for religious for 
religious observance by the religious body to 
which the parent/carer belongs, including 
religious festivals. 
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S Authorised absence Study leave 

T 

 
Authorised absence 

Traveller absence. While the Traveller is away, 
the base school holds the place open and 
records absence as authorised using the code 
’T’.   

U 

 
Unauthorised absence 

Late (after registers closed) this code is used 
when the pupil arrives after the agreed time 
that registers have closed. If a pupil arrives late 
due to a medical appointment, ‘M’ should be 
used. 

V Approved Education Activity Educational visit or trip 

W Approved Education Activity Work experience 

X Not counted in possible attendance Non-compulsory school age absence 

Y 
 
Not counted in possible attendance 

Unable to attend due to exceptional 
circumstances. For example, school closed 
because of heavy snow.  

Z Not counted in possible attendance Pupil not on roll 

# Not counted in possible attendance Planned whole or partial school closure.  

       -  All should attend / No mark recorded  

 

 


