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The governing board is responsible for: 

¶ Promoting the importance of school attendance across the schoolôs policies 
and ethos 

¶ Making sure school leaders fulfil expectations and statutory duties 

¶ Regularly reviewing and challenging attendance data 

¶ Monitoring attendance figures for the whole school 

¶ Making sure staff receive adequate training on attendance 

¶ Holding the headteacher to account for the implementation of this policy 

¶ The link governor responsible for attendance is Anthony Olsen and can be 
contacted via 0191 281 5821 and Anthony.olsen@percyhedley.org.uk  

 

6.2 The headteacher  

The headteacher/principal is responsible for:  

¶ Implementation of this policy at the school  

¶ Monitoring school-level absence data and reporting it to governors 

¶ Supporting staff with monitoring the attendance of individual pupils 

¶ Monitoring the impact of any implemented attendance strategies  

¶ Issuing fixed-penalty notices, where necessary 

¶ The Head Teacher is Martin Lonergan and can be contacted via 0191 281 
5821 and martin.lonergan@percyhedley.org.uk  

 

6.3 The designated senior leader responsible for attendance 

The designated senior leader is responsible for: 

¶ Leading attendance across the school 

¶ Offering a clear vision for attendance improvement 

¶ Evaluating and monitoring expectations and processes 

¶ Having an oversight of data analysis 

¶ Devising specific strategies to address areas of poor attendance identified 
through data 

¶ Arranging calls and meetings with parents to discuss attendance issues 

¶ Delivering targeted intervention and support to pupils and families  

mailto:Anthony.olsen@percyhedley.org.uk
mailto:martin.lonergan@percyhedley.org.uk
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The register for the first session will be taken at 0910 and will be kept open until 

0940. The register for the second session will be taken at 1.15pm and will be kept 

open until 1.3124.1
1 0 0 1 0 1 w 
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¶ Before the register has closed will be marked as late, using the appropriate code 

¶ After the register has closed will be marked as absent, using the appropriate code 

¶ The school will use the [U] code for arrivals after 30 minutes from the start of the 
session 

Where a pupil is transported to school by parents and there is a pattern of 
consistently late arrival school staff will discuss this with parents and seek to offer 
support to resolve it. The register closes at 9.40. Anyone who arrives after this time 
will be marked as unauthorised absence. This will have an impact on their overall 
attendance.  

7.5 Following up unexplained absence 

Where any pupil we expect to attend school does not attend, or stops attending, 
without reason, the school will: 

On the first day: 

1. A member of the class team will contact the office to check if a call and reason has 

been received. If no contact has been made a call to parents or carers will be made 

to seek an explanation. 

2. If no contact can be made by 12.00, the emergency contacts will be called. If no 

contact can be made with any emergency contacts by 1.30, staff will visit the home. 

They may knock on neighbours’ doors. If staff are unable to get a reply from the 

home the child will be reported as missing from education and a DSL will inform 

social services and the local authority.  

3. Identify whether the absence is approved or not. Identify the correct attendance 

code to use and input it as soon as the reason for absence is ascertained – this 

will be no later than 5 working days after the session 

4. Where a reason for absence is sought and given, the register will be amended to 

reflect this. However, a late arrival after the register has closed will be recorded as 

an unauthorised absence.  

5. Call the parent/carer on each day that the absence continues without explanation 

to ensure proper safeguarding action is taken where necessary. If absence 

continues, the school will consider involving an education welfare officer 
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The school considers each application for term-time absence individually, taking into 

account the specific facts, circumstances and relevant context behind the request.  

Any request should be submitted as soon as it is anticipated and, where possible, at 

least 2 weeks before the absence, and in accordance with any leave of absence 

request form, accessible via your childôs teacher or the main office. The headteacher 

may require evidence to support any request for a leave of absence.  

Valid reasons for authorised absence include: 

¶ Illness and medical/dental appointments. 

¶ Religious observance ï where the day is exclusively set apart for religious 
observance by the religious body to which the pupilôs parents belong.  If 
necessary, the school will seek advice from the parentsô religious body to confirm 
whether the day is set apart 

8.2 Extended Leave 

When a child is absent from school for an extended period (i.e 15 school days or 
more) parent/carer should advise the school of the temporary address 

8.3 Legal sanctions  

The school or local authority can fine parents for the unauthorised absence of their 
child from school, where the child is of compulsory school age. 
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Appendix 1: attendance codes  

The following registration is effective from the 19th of August 2024 - óWorking 

Together To Improve School Attendance 2024ô 

Code Definition Scenario 

/ Present (am) 
The pupil is present at morning 

registration 

\ Present (pm) 
The pupil is present at the afternoon 

registration 

L Late arrival 
The pupil arrives late before the 

register has closed 

B Off-site educational activity 

The pupil is at a supervised off-site 

educational activity approved by the 

school 

 

K 
Off-site educational activity 

The pupil is at a supervised off-site 

educational activity approved by the 

local authority  

D Dual registered 

The pupil is attending a session at 

another setting where they are also 

registered 

P Sporting activity 

The pupil is participating in a 

supervised sporting activity approved 

by the school 

V Educational trip or visit 

The pupil is on an educational 

visit/trip organised, or approved, by 

the school 

W Work experience 
The pupil is on a work experience 

placement 

 

https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
https://assets.publishing.service.gov.uk/media/65f1b048133c22b8eecd38f7/Working_together_to_improve_school_attendance__applies_from_19_August_2024_.pdf
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Code Definition Scenario 

Authorised absence 

C 
Authorised leave of 

absence 

The pupil has been granted a leave 

of absence due to exceptional 

circumstances 

C1 Leave of absence 

The pupil should be participating in a 

regulated performance or regulated 

employment abroad 

C2 
Leave of absence ï Part-

time timetable 

For compulsory school-age pupils 

who are on an agreed part-time 

timetable 

E 
Suspended or permanently 

excluded 

The pupil has been suspended or 

permanently excluded but no 

alternative provision has been made 

I Illness 
The school has been notified that a 

pupil will be absent due to illness 

J1 Leave of absence 

Pupil has an interview with a 

prospective employer/ admission to 

another educational institution 

M 
Medical/dental 

appointment 

The pupil is at a medical or dental 

appointment 

R Religious observance 
Pupil is taking part in a day of 

religious observance 

P
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T 
Parents travelling for 

occupational purposes 

The pupil is a mobile child due to the 

parent travelling from place to place 

for business/trade 

Q 

Unable to attend due to 

lack of access 

arrangements 

The pupil is unable to attend due to 

a lack of travel arrangements made 

by the local authority 

Y1 
Unable to attend due to 

lack of transport 

Where the school or local authority 

normally provides transport which is 

not available; and the school is 

beyond reasonable walking distance 

Y2 

Unable to attend due to 

widespread disruption to 

travel 

The pupil is unable to attend school 

because of widespread disruption to 

travel caused by a local, national or 

international emergency 

Y3 

Unable to attend due to 

part of the school premises 

being closed 

Part of the school premises is 

unavoidably out of use 

Y4 

Unable to attend due to 

the whole school being 

unexpectedly closed 

Where the whole school was 

planned to be open but remained 

closed unexpectedly 

Y5
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