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1. Introduction

This policy applies to all academies within Meridian Trust and it follows the
Department of Education (DfE) Statutory Guidance on Working Together to
Improve School Attendance ethos of building strong relationships with families,
ensuring a support first approach, promoting the benefits of attending school,
recognising absence as a symptom of barriers that cause absence and only
using enforcement as a last resort.

We recognise that every child has a right to an education and research shows
children who attend regularly have a much higher chance of achieving in line
with, or above their potential. This reinforces that absence can disrupt learning,
teaching routines, knowledge and development, and it can prevent both
engagement and enjoyment - every moment matters!

We believe following this policy helps us all to keep children safe, healthy, and
able to participate in their education and their community, which supports well-
being, learning, achievement and transition into adulthood. The policy also
ensures we follow the law and legal responsibilities that preserve every child’s
right to education.

This policy relates to all children of all ages within our academies however,
where enforcement is mentioned, this only relates to compulsory school age
children (see section 4 of this policy for a definition of this).

This policy should be read in conjunction with the Policy Annexes A-D and the
legislation and guidance documents referred to in Section 4 of this policy.

Aims & Responsibilities

The aims of this policy are to clarify procedures and actions for staff to work
together with families to improve attendance and manage student absence
within adaptive and inclusive practices (e.g., SEND Access, Plan, Do, Review
(APDR) and Therapeutic Thinking ‘Respectful Relationships’ practice) alongside
clarifying the laws, guidance, duties and responsibilities regarding attendance.

The Trust is committed to ensuring that attendance is positively promoted and
seen as a safeguarding priority and that our academy staff are trained to feel
confident to support every child in feeling safe, welcome and included in their
learning environment. We will ensure that processes are in place to provide
strategic leadership in attendance improvement and quality assure all areas of
attendance across the trust. This will enable the sharing of good practice and


https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
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ensure our academies are consistent in their approach and compliance with
the law. We will use data to identify where support may be required and drive
improvements forward in a supportive but outcome focused way.

We aim to support children to have the highest attendance and punctuality
possible through developing environments that children want to attend
because they feel they belong. To achieve this, all staff, inclusive of Academy
Councils (governing bodies), Headteachers/Principals, Leadership Teams,
Teachers and Support Staff:

Make sure that attendance is everyone’s responsibility ensuring all staff
are trained to understand their role, which includes contributing to a
welcoming, supportive and inclusive environment.

Have an identified Senior Attendance Champion to lead on attendance
and implement interventions to improve whole school and individual
attendance levels (individual academy details are in Annex C of the
policy).

Have clear expectations and effective day-to-day systems to promote
attendance, take accurate morning and afternoon registers and follow up
on absence. Also ensuring where a child has a Social Worker or Youth
Offending Officer, they are informed of all absence.

Prevent children becoming persistently absent (see Section 3 for
definitions) by identifying barriers that cause absence early through
rigorous monitoring and analysis of data, followed up by connecting with
children and parents, and exploring issues through conversations and
supportive meetings where required.

Work collaboratively with children and families and external practitioners
in a child centric way to make reasonable adjustments where appropriate
and provide targeted support for individuals, families and/or vulnerable
groups. This will include sharing information within ‘early help’ and ‘family
plan’ practices to support keeping children safe.

Ensure children and families have information, advice, praise and support
to achieve the highest levels of attendance and punctuality as possible.
This starts with tutor/teacher conversations, postoroI/house/ottendonce
teams discussions and where needed, support meetings to discuss and
plan support that may be required.

Follow their statutory duties in considering if legal action (enforcement) or
intensive support is appropriate. This may be where support has been
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exhausted, safeguarding concerns exist (especially where a child's
attendance is 50% or Iess), or if an absence has been taken for the
purposes of ‘recreation or leisure’, always following their Local Authority
Code of Conduct.

The Trust Attendance Engagement Framework

The barriers to accessing education are wide and complex, both within and
beyond the school gates, including but not limited to, physical and mental
health, trauma, socio-economic circumstances and learning needs. Some
pupils find it harder than others to attend school e.g.,, young carers, those with
medical or health needs, additional learning needs, social or family needs etc.
Meridian Trust's Attendance Engagement Framework (Annex A) has been
developed to support both staff and families in early recognition of when
support may be required, enabling a collaborative approach to identifying and
removing barriers that cause absence. This contributes to helping students feel
safe, engaged with their learning, and to want to be in school every day.

Our framework intentionally links with the SEND (Special Educational Needs and
Disabilities) APDR (Assess, Plan, Do, Review) process that supports the
identification of barriers to learning. Additionally, this ensures staff understand
that poor attendance can be a direct symptom of potential unmet need. As our
staff are already familiar with the terminology and processes of therapeutic
thinking as part of our Respectful Relationships practice, this also helps
everyone to utilise the tools available within their attendance work, alongside
the work they do to support SEND and APDR processes.

Our framework consists of four principles:

Principle 1 - Notice & Connect (APDR Assess) - staff are encouraged to NOTICE
if attendance expectations are not being met, or there are patterns or trends
indicating support may be required and CONNECT with information and people
to gather information.

Principle 2 - Explore & Understand (APDR Assess) — staff are then encouraged
to discuss what they are observing/seeing or hearing and EXPLORE what might
be happening to UNDERSTAND what the root cause of the concern, challenge or
struggle might be and consider what support might help.
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Principle 3 — Support & Action (APDR Plan & Do) - staff are encouraged to
collaborate with families and external practitioners to plan relevant SUPPORT
and when agreed, put that support into ACTION.

Principle 4 — Review & Decide (APDR Review) — staff then monitor progress and
REVIEW to evaluate the impact of the support that is in place, consider new or
adapted support and DECIDE the next actions required.

Our framework is in line with the DfE’s statutory guidance which states schools
should Expect, Monitor, Listen and Understand, Facilitate Support, Formalise
Support and Enforce which is what happens within our process; enforcement
only being considered as a last resort.

We believe that our framework will support processes and ‘curious thinking’
around helping every child aspire to attend every day, on time and be ready to
learn. Where this is prevented by an exceptional cause/reason, we want
children and families to feel able to talk to us about what the challenges or
worries dre so that we can discuss what support might help prevent and reduce
absence. We believe this approach supports us to avoid families being
subjected to legal enforcement wherever possible and it achieves the best
outcomes for children and families.

Parent/Carer/Family Responsibilities

The trust recognises that parents/carers are key partners in securing good
attendance and we want to maintain clear and respectful commmunication. The
term ‘Parent/Carer’ is used to address those with responsibilities for education
and attendance matters and identifying those with legal responsibilities for a
child’s ‘daily care’, and therefore attendance; the definition of a parent is:

‘Parents’ are determined as per Section 576 of the Education Act 1996 which
defines a parent as:
e the natural parents of a child, whether they are married or not;
e anyone who although not a natural parent, has parental responsibility for
a child;
e any person who has care of a child or young person i.e., lives with and
looks after the child.

Parents/carers have a legal duty to ensure their child receives education, and
where a child has been enrolled in a school, they must ensure the child has
regular attendance — this means every day the school is open, except if a
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statutory reason for absence applies. This also applies where appropriate
alternative education is in place (e.g, where there are barriers to physically
attending school or as part of meeting additional needs etc.).

Parents/carers play a vital role in encouraging their child’s attendance,
developing their attitude to learning, and working collaboratively with the
academy, so it is important they:

 Ensure their contact information is kept up to date (especially for cases of
emergency).

« Notify the academy (wherever possible, prior to the morning register time
in Annex C) on the first day of absence and daily thereafter or as agreed,
if their child needs to be absent due to illness etc.

e Promptly discuss any barriers, worries or challenges their child has.

e Work in partnership with staff in the exploration and planning of support.

e Engage in any agreed support.

e Arrange appointments involving the child wherever possible, outside of
the school day and where this is not possible, work with the registration
points to avoid an absence being recorded (we understand that some
medical appointments have limited flexibility).

If a planned period of exceptional term-time leave of absence (ETTLA) is
unavoidable, it must be requested in advance (the DfE state that absence
cannot be authorised retrospectively), and there must be clear exceptional
circumstances requiring the absence (please see Annex B for the ETTLA Request
Form).

2. safeguarding and LA Responsibilities

All schools/academies and Local Authorities have a continuing responsibility to
manage and improve attendance across their community to safeguard the
welfare of all students. Attendance is an essential foundation in the positive
outcomes and safeguarding of children and all concerns about a child's
attendance will be explored promptly to fulfil this duty.

Unexplained or extended absences will trigger safeguarding procedures,
including home visits and communication with relevant agencies. These visits
will be risk assessed and normally take place between day 1 and 5 of initial
absence. Where illness is reported and/or long-term absence occurs, we will
aim to do ‘keeping in touch’ home visits regularly (generally we aim for every 10
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school days but professional judgement will be made). Most visits will be face
to face at the family home but on occasion can be by virtual means where
agreed. We will work with Children’s Social Care if required to acquire intense
support and all staff have access to a trained Designated Safeguarding Lead to
support this process.

The above is reinforced in the statutory guidance documents Working Together
to Improve School Attendance 2026, Working Together to Safeguard Children
2026 and Keeping Children Safe in Education 2026 (KCSiE) which states:

“Children being absent from education for prolonged periods and/or on repeat
occasions can act as a vital warning sign to a range of safeguarding issues
including neglect, child sexual and child criminal exploitation - particularly
county lines. It is important the school or college’s response to persistently
absent pupils, and children missing education (CME) supports identifying such
abuse, and in the case of absent pupils, helps prevent the risk of them
becoming a child missing education in the future.”

Local Authorities (LA) have an additional statutory duty to ensure all children in
their area are accessing appropriate education. They will provide our
academies with support, information and guidance by meeting with the Senior
Attendance Champion regularly to support reduction of absence, improvement
of attendance interventions, and ensure that children who are unable to attend
school due to health or additional needs can access education appropriately
(section 19 Education Act 1996). They will also process legal action in line with
their statutory enforcement duties if absence cases meet the threshold to do so.

3. Absence

A ‘school day’ has two sessions; each half-day (AM or PM) equals one session
and one whole day equals two sessions. Absences from school must be
classified by the school as either AUTHORISED or UNAUTHORISED and we must
record this on the official register which is a legal document. We will always
need to seek information from parents/carers about absences so that we can
accurately record the reason for absence.

The government brought in national thresholds for determining when absence
levels become a concern, at which point supportive action should be
considered and if no support is required, enforcement action must be
considered. These thresholds refer to absence levels overall and they can be
authorised or unauthorised (see below for definitions). These thresholds are:


https://assets.publishing.service.gov.uk/media/69fb1c28d0e316a40f269a5b/Working_together_to_safeguard_children_2026_a_guide_to_multi_agency_working.pdf
https://assets.publishing.service.gov.uk/media/69fb1c28d0e316a40f269a5b/Working_together_to_safeguard_children_2026_a_guide_to_multi_agency_working.pdf
https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
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Persistent Absence (PA) — a level of 10% or above absence’ (also often referred
to as ‘90% or below attendance’) and can be calculated as an overall (yeqr to
date) figure or for a specific period of 10 rolling school weeks. The PA threshold
is equal to missing 10 sessions within a rolling period of 10 school weeks or 38
sessions within an academic year (equivalent to 1 day or more per fortnight
across a full school year).

Severe absence (SA) — a level of '60% or above absence’ is extremely concerning
and guidance recommends that these children may need more intensive
support across a range of services which is likely to involve a whole family plan.
This is equal to missing 50 sessions within a rolling period of 10 school weeks or
190 sessions within an academic year.

The national threshold is also used for considering if legal action is required and
part of that decision is the type of absence that has occurred. For absence to
be considered for enforcement/legal action the absence must be a minimum
of 10 unauthorised absences within the rolling 10 school-week period. Please see
Section 4 of this policy for more details.

Unauthorised absence is where the Headteacher/Principal (or their designated
staff member) does not consider it reasonable to be absent due to either the
reason given, or the overall level of concern surrounding the child’s absence
level or pattern. It might also be due to a child arriving late after the register has
closed or a parent/carer not requesting a planned absence in advance (i.e. an
‘Exceptional Term Time Leave of Absence’ request form has not been completed
in advance). NB. the DfE “does not consider a need or desire for a holiday or
other absence for the purpose of leisure and recreation” to be an exceptional
circumstance. Please note that unauthorised absence can potentially lead to
legal action being considered/taken.

Authorised absence may be for illness, medical/dental appointments (which
unavoidably fall within the school day), specific days of religious observance,
emergencies or any other exceptional circumstance that is deemed
unavoidable. It is the Headteacher/Principal who decides if an absence is
authorised as per the DfE Guidance. Where possible, it is always helpful and
advisable for parents/carers to share supportive information to help them and
the academy work together using relevant information that aids the decision-
making process. This also helps to ensure absence is recorded accurately and
ensures the most appropriate support can be put into place quickly where
needed.
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SEND, Medical & lliness Absence (including EBSA - Emotionally Based School
Avoidance)

These absence reasons require robust partnership working. Although iliness is
a reason that can generally be authorised based on parental information, the
DfE have made it clear in the 2026 updated statutory guidance that “where there
is genuine and reasonable doubt about the authenticity of the illness”, or “when
supporting children with prolonged or repeated patterns of illness”, supportive
information can be requested “to better understand the child’s health needs
and put support or reasonable adjustments in place”.

It is important to understand that local authority processes almost always
require academies to provide extra evidence to access external support that
children and families may require due to reasons that fall into these categories
of absence.

Our academies will not routinely request ‘evidence’ and we will not be ‘rigid’
about the type of evidence required; we will work collaboratively with everyone
involved to achieve the best outcome for the child. Generally, ‘medical
evidence’ will only be sought to clarify absences based on the length or
frequency of the absence, to gain clarity around a medical or SEND need that
may need support, as part of an Attendance Contract (used to support the
information gathering process where Student Support Plans have not worked to
improve a child’s attendance level despite support) or where consideration for
legal intervention i.e, where a Warning Letter has been issued, although
professional judgement will be used in whether this needs to be enforced.

An absence ‘concern’ may be where absences have:

e become frequent

e a pattern/trend to them has become obvious

e reached the national threshold for PA overall or within 10 school weeks

e reached the national threshold for considering legal action due to
absence being unauthorised overall or within 10 school weeks

EBSA is a term often used to describe absence “that is rooted in emotional,
mental health or wellbeing issues” (Anna Freud). Itis a growing area of research
and development and as a trust, our Attendance Engagement Framework
supports the exploration of all types of absence, including EBSA-related
absence.



/ XN HPN
Meridian Trust Attendance Policy written to align with the DfE Working Together & ' M e rld Idn
. . . 3
to Improve Attendance statutory guidance & safeguarding practices. A Tru St

4. The Law, National Framework for Penalty Notices and Legal
Interventions

Legislation and Guidance

This policy is underpinned by various pieces of legislation and statutory
guidance documents. We also follow non-statutory guidance documents too
wherever possible to ensure we utilise best practice recommendations.
Children are supported ‘in law’ by the Children’s Act 1989 & 2014 and the new
Children’s Wellbeing and Schools Act 2026. Attendance is underpinned by
various laws the main one being the Education Act 1996 and amendments.
Section 7 of the act states that:

“The parent of every child of compulsory school age shall cause him to
receive efficient full-time education suitable—

(a)to his age, ability and aptitude, and

(b)to any special educational needs he may have,

either by regular attendance at school or otherwise.”

Section 444 of the above law details the definition of an ‘offence’ as “failure to
secure regular attendance at school of registered pupil”.

A child is of compulsory school age from the term after their 4t birthday until
the last Friday in June of their 16t year.

A child is of non-compulsory school age before and after the above dates/ages
and they are normally learning within EYFS (Early Years Foundation Stage
(Nursery & Reception) and ‘Post-16' (6t Form) learning environments. Although
there is no legislation to enforce attendance of non-compulsory school age
children, guidance reinforces that attendance should be encouraged, absence
should be reported by parents/carers, and absence should be followed up as
per compulsory school age children to fulfil safeguarding duties.

The use of Penalty Notices as a legal intervention are under The Education
(Penalty Notices) (England) Regulations 2007 and amendments and The Anit-
Social Behaviour Act 2003. Where a Local Authority deems an investigation into
whether an offence has been committed is required this will be done using the
Police and Criminal Evidence Act 1984 (PACE).

The responsibilities around admission, attendance registers, deletion from roll
and exceptional leave of absence are governed by The School Attendance



https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/2026/21/contents
https://www.legislation.gov.uk/ukpga/1996/56/section/444
http://www.legislation.gov.uk/uksi/2007/1867/contents/made
http://www.legislation.gov.uk/uksi/2007/1867/contents/made
https://www.legislation.gov.uk/ukpga/2003/38/contents
https://www.legislation.gov.uk/ukpga/2003/38/contents
https://www.legislation.gov.uk/ukpga/1984/60/contents
https://www.legislation.gov.uk/uksi/2024/208/contents/made
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(Pupil Regulations) (England) Regulations 2024. Legislation surrounding the
employment and attendance of children involved in performances, modelling,
and other activities outside of regular school hours feeds into the attendance
laws and guidance from the Children and Young Persons Act and the Children
(Performances) Regulations 1968.

This policy should be read alongside all of the above legislation and the
statutory guidance documents on working together to improve school
attendance, children missing education, supporting pupils at school with
medical conditions, education for children with health needs who cannot attend
school, suspensions and exclusions, alternative provision, and Keeping Children
Safe in Education. Additional pieces of legislation and guidance that should be
read alongside for EYFS (Nursery/Reception children) and Post 16 (Sixth Form)
are Early Years Foundation Statutory Framework 2026, and the Participation of
Young People in Education, Employment or Training (which is underpinned by
the Education and Skills Act 2008).

Registration and Punctuality

Under Regulation 8 of the School Attendance (Pupil Registration) (England)
Regulations 2024 all academies must keep accurate admission and
attendance registers electronically and they must be kept for 6 years.

On admitting a pupil to their roll, in accordance with regulation 13(1) to (3) all
schools must make a return to the LA within 5 days of the student starting when
the start is outside of the normal admission round (e.g., Reception or Year 7).

A legal registration must also be taken twice during the academy day; at a
morning session and afternoon session (both of which must not be open for
longer than 30 minutes); this is for both compulsory and non-compulsory
school age students. The afternoon registration used for DfE data purposes is
the session that occurs after the last significant break.

Regulation 10 of the above regulations stipulates that the contents of the
attendance register must be kept in accordance with the coding detailed in the
statutory guidance.

Working Together to Improve School Attendance Statutory Guidance states that
academies must report data to their Local Authority and the DfE. DfE data is
automatically reported daily which is why ensuring registers are marked
accurately is so important. The data reported to the LA is in respect of admission
and leavers from roll (within 5 days when outside of standard transition times),


https://www.legislation.gov.uk/uksi/2024/208/contents/made
https://www.legislation.gov.uk/ukpga/2008/23/contents
https://www.legislation.gov.uk/uksi/1968/1728/contents/made
https://www.legislation.gov.uk/uksi/1968/1728/contents/made
https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
https://assets.publishing.service.gov.uk/media/6a4f9ec6a6586e258d371bd0/Working_together_to_improve_school_attendance_2026.pdf
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/education-for-children-with-health-needs-who-cannot-attend-school
https://www.gov.uk/government/publications/school-suspensions-and-permanent-exclusions
https://www.gov.uk/government/publications/alternative-provision
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://assets.publishing.service.gov.uk/media/6a5105d61228eb26a4cab7af/Early_years_foundation_stage_statutory_framework_-_school-based_and_groups_2026.pdf
https://assets.publishing.service.gov.uk/media/660e971663b7f8001fde187f/Participation_of_young_people_in_education__employment_or_training.pdf
https://assets.publishing.service.gov.uk/media/660e971663b7f8001fde187f/Participation_of_young_people_in_education__employment_or_training.pdf
https://www.legislation.gov.uk/ukpga/2008/25/contents

/ XN HPN
Meridian Trust Attendance Policy written to align with the DfE Working Together & ' M e rld Idn
. . . s
to Improve Attendance statutory guidance & safeguarding practices. A Tru St

all students who have 10 consecutive days coded as unauthorised (O and/or G
coded) absence, and all students who have 15 consecutive or cumulative (some
authorities require just the consecutive to be reported) days of absence due to
illness (I coded) recorded.

The National Framework for Penalty Notices and Legal Interventions

Prevention of absence is a key ethos of our policy and process, however, where
the support first approach has been exhausted or more intense support is
required to safeguard a child’s attendance, we have a duty to consider if legal
action is necessary.

Where the ‘national threshold’ of 10 sessions of absence in a rolling 10 school
weeks (PA) also meets the threshold for the National Framework for Penalty
Notices - 10 unauthorised sessions in a rolling 10 school weeks - schools must
consider if support is required or if legal action is more appropriate. An example
of where support is not required, so legal action would normally be automatic,
is a period of absence due to an unauthorised exceptional term time leave of
absence, or if the reason given for absence is a ‘holiday’, ‘recreation/leisure’ or
similar.

A school week means any week in which there is at least one school session.
The 10 sessions can be made up of one continuous period or sporadic absences
across a 10 school-week period or less. It can include arriving late after the
register has closed which is coded as a U code and means the child is recorded
as absent for the whole session due to lateness (although for fire purposes they
will have been signed into the building to show they are there physically after
registration). The absence period can also span different terms or school years,

e.g.

e 4 sessions of holiday taken in term time plus 6 sessions of arriving late
after the register closes all within 10 school weeks

o 10 sessions of holiday in one week

e 6 sessions of unauthorised absence taken in 1 week and 1 per week for the
next 4 weeks.

e 2 sessions of unauthorised absence in the Summer Term and a further 8
within the Autumn Term.

If the level of absence continues to be a concern despite support (where support
was deemed required) the DfE Statutory Guidance states that schools must ask
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these questions in REVIEWING AND DECIDING the most appropriate course of

action:

i. Issupport appropriate in this case?

O

If yes, schools are expected to continue with the existing support
without a penalty notice BUT if that support is not working or is not
being engaged with, they should issue a notice to Improve. A
penalty notice can be issued if either of the above have not worked.
If no, for example a holiday in term time, a penalty notice should be
issued subject to the other conditions below.

i. Is a penalty notice the best available tool to improve attendance and
change parental behaviour for this family, or would further support or one
of the other legal interventions (e.g, family court order) be more
appropriate?

iii. Isissuing a penalty notice in this case appropriate after considering any
obligations under the Equality Act 2010 such as where a pupil has a
disability?

Where the answers to the above demonstrates that action is required, statutory
guidance states the academy should request their Local Authority to issue a
Penalty Notice. However, prior to do so, our academies will always ensure that:

o

attendance concerns have been clearly NOTICED and
communicated;

barriers have been EXPLORED

SUPPORT has been offered and actioned;

actions have been REVIEWED;

intervention DECIDED upon is proportionate.

Penalty Notices are not always an appropriate action. Guidance states that
support must be considered first (with exception to unagreed Term Time Leave
of Absence which does not require support) and the full range of legal
interventions should be used rather than relying on penalty notices. These can
include Attendance Contracts, prosecution in the Magistrates’ Court under
Section 444(1) or (la) of the Education Act 1996 for failing to ensure a child of
compulsory school age regularly attends their education, or Parenting or
Education Supervision Orders through the Family Court system as an alternative
to prosecution.
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Where a Penalty Notice or Legal Action is being considered we will always
ensure parents/carers have been made aware of concerns and warned prior to
any action taken. This is not only fair and in line with statutory guidance but also
gives the opportunity for attendance to be improved to prevent action.

5. Day to Day Processes

Registration and Punctuality

We will ensure that all register marks used are in accordance with the DfE
Statutory Guidance (see Section 4). Once the registration has closed, if contact
has been made by the parent/carer and a reason for absence is given, this will
be recorded on the register as either an ‘authorised’ or ‘unauthorised’ absence
code as appropriate, alongside a relevant ‘comment’ to detail the information
received. We will ensure families know if an absence will be recorded as
unauthorised so that discussion can take place.

Any child arriving after the school day has started/register opening but before
the register closes (see Annex C for times of your academy), will be deemed as
‘late’ and therefore will be coded as ‘L’ on the register. Poor punctuality will be
followed up in discussion with the child and may result in an appropriate
consequence (e.g., time repayment) if reasons are persistently unacceptable.

Any child arriving after the register has closed for an unauthorised reason will
be marked as ‘unauthorised late’ and coded as ‘U’ on the register. A ‘U code’ is
a statistical absence for the whole session due to missing the legal registration
period and counts towards the National Framework Threshold of 10
unauthorised sessions within a rolling 10 school-week period which can be
included in any future legal action.

Where a student arrives late after the register has closed but for a specific
authorised reason, their register will be marked using the statutory coding for
authorised absence (e.g, an M for hospital appt, a C for Exceptional
Circumstances, C2 if arriving for an agreed part-time timetable). Please note,
these codes affect a child’'s attendance level negatively, but they would not be
included in any future legal action.

When a child arrives late to school it is important they ‘sign in” when arriving
outside of registration times for safeguarding and fire regulation purposes.

If students are attending an alternative appropriate provision for education,
Parent/Carers are required to notify the provision of the absence. The academy
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will have daily arrangements with the provision to obtain the registration
information so that the official register can be maintained accurately.

All unexplained absence requires the academy to follow up to consider if the
absence is due to authorised or unauthorised reasons or if the child is potentially
deemed a ‘child missing education” which would require a referral to the Local
Authority. Whilst absence reasons are established, an ‘N’ code can be used but
must be removed from the register within 5 days of being entered and replaced
with an appropriate absence code (See Annex D).

If no contact is received, for the purposes of keeping the child safe, it must be
assumed that the child is on their way to school and if they do not arrive, the
absence will be followed up by 10am. This may be by telephone, email, or text.

If the absence highlights a concern, due to reason given, frequency or patten of
absence, or no contact received, we will assess if another action is required e.g.,
a conversation, a home visit, an email, or letter to advise of the concern and offer
support or a meeting may be arranged. If it is suspected that term time leave
has been taken without requesting it, a home visit may to be done and a
warning letter will be issued to request evidence that it is not for that purpose.

During or after an absence we will ensure verbal reasons given for absence are
recorded on the database, but it is helpful if parent/carers confirm the reason
for the absence in a written format.

Absence Exploration

All absence will trigger a communication (text, email, letter, discussion, meeting
etc.) as a form of preventative action. This is within our Attendance Engagement
Framework Principle 1 Notice & Connect.

Where the above demonstrates that exploration of patterns, trends, absence
reasons or wider concerns require a more detailed discussion, this will happen
under Principle 2 Explore and Understand. This involves raising awareness of
the 'risk of persistent absence (PA)’ by email or letter and informal discussions
to explore causes for absence e.g., EBSA (Emotionally Based School Avoidance)
tools, Respectful Relationships Portal Tools, mentoring tools etc. These early
discussions are vital to understand barriers for the child, preventing further
absence and to ensure support is truly ‘early’.

Where the exploration shows that a meeting would be beneficial to discuss and
plan support more formally this will be done as part of Principle 3 Support and
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Action which can be done via a Student Support Plan (SSP) or an Attendance
Contract Plan (ACP). These can be done within a standalone meeting where no
other targeted support meetings are already taking place but as we are
conscious that parents/carers and staff may already be meeting to support the
child, to preserve time, these may be done within other meetings already being
held (e.g., meetings for early help ‘team around the family’, behaviour, SEND
support, safeguarding/welfare meetings or academic support). This limits the
number of meetings required and provides ‘whole child” support more
effectively, also ensuring attendance is not discussed or considered in isolation
as per statutory guidance. Families will always receive a copy of any notes and
agreed plan of action.

Any support used will aim to help reduce the underlying causes of absence,
rebuild confidence, strengthen relationships, reduce emotional distress and/or
anxiety, increase engagement with learning and friends and support a
successful return to regular attendance wherever possible.

NB. An Attendance Contract is not a punitive action, it is a supportive, nurturing,
voluntary process to provide clear actionable goals to improve attendance. The
plan can last approx. 3-12 months with regular reviews (maximum 6 weekly),
and it can be ended by either the academy or the parent/carer whenever it is
not helping or not wanted.

Part of the above process will then be to consider our Principle 4 Review and
Decide to ensure that support is impactful, still appropriate, and whether the
agreed plan continues, is adapted or if different support is required. As support
is normally effective at improving attendance, this cycle will keep repeating until
barriers are resolved. However, If the support is proving ineffective, has been
exhausted, it is felt more intense support via ‘family help’ is required, or that the
threshold for considering legal action has been met, the decision may be to
issue a Notice to Improve Warning Letter. This letter does not mean legal action
is certain, it notifies parents that improvement is essential and that if no
improvement is seen immediately, legal action may be considered. If legal
action is going to happen, a letter will be sent to parents/carers to advise that a
referral is being made to the LA to process the action.

Children Missing Education (CME)

Child Missing Education (CME) is where a child’s whereabouts becomes
unknown (address no longer confirmed), and the school does not have reason
to believe the child is absent due to illness or unavoidable causes.
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A CME child is a serious safeguarding concern and if there is reason to believe a
child is in immediate danger or at risk of harm, a referral to Children’s’ Social
Care (or the Police if appropriate) will be considered.

We will follow our statutory duties regarding CME reasonable enquiries and
reporting to the Local Authority as per statutory guidances (see Section 4 of this
policy for guidance details). All removals from roll will be done legally and we
will use the National School to School (S2S) DfE Portal to a child’s record to be
accessible where no destination has been obtained.

Elective Home Education (EHE)

A parent/carer's duty to ensure their child is educated is normally fulfilled
through enrolling in a school/academy and attending that school however, they
have a right to choose how they educate their child. If a parent/carer decides
that they wish to take full responsibility for educating their child (this includes all
costs associated with doing so) and the child is registered at a
school/academy, this will involve withdrawing/de-registering their child by
informing the school/academy of their intension to take responsibility for their
child’'s education. We ask for this to be done in writing (email is sufficient) to
administer the process as easily as possible.

There are legal responsibilities that must be fulfilled regarding EHE which is
monitored by the LA. We are unable to encourage or discourage a decision to
EHE and as an education establishment, we would hold the view that school is
the best place for most children. However, where a parent advises they are
thinking of/or taking this route, we will ensure we give parents/carers the
appropriate information to make an informed decision and we will offer the
opportunity to discuss the decision with the Principal/Headteacher prior to
commencing any removal from roll, in line with best practice. Following this, we
will then fulfil our duty to report the intended removal to the LA (under regulation
13(4) to (8) of the School Attendance (Pupil Registration) (England) Regulations
2024) and Parents/carers will receive written notification when the removal has
taken place.

Where a child is on a Special School roll, permission from the Local Authority
must be obtained prior to the removal from roll.

Flexi-schooling is an arrangement where a child is educated full time but only
part of their education in a school/academy. This can only be done with
agreement of the academy and Principals/Headteachers are not obliged to



/ XN HPN
Meridian Trust Attendance Policy written to align with the DfE Working Together & ' M e rld Idn
to Improve Attendance statutory guidance & safeguarding practices. A Tru St

offer such arrangements. Flexi-school must not be confused with part-time
timetables. If it is felt that the arrangement may harm the child’s academic
progress or welfare, it will not be agreed. Where it is rarely agreed, it will be
recorded as an authorised absence using a C code for the sessions that the
parent is taking responsibility for and are not attended; this contributes
negatively to a child’s overall absence level.

Requesting Exceptional Term Time Absence (ETTLA) incl. Religious
Observance

Absence during term time is actively discouraged. Where planned absence is
required, parents/carers must complete a request form (Exceptional Term Time
Absence Request Form Annex B) in advance of the absence taking place (we
request at least three weeks prior wherever possible, to enable the request to
be considered, administered and responded to).

If absence is not requested in advance, the absence will not be retrospectively
authorised as per DfE statutory guidance.

In accordance with The School Attendance (Pupil Registration) (England)
Regulations 2024, we are unable to authorise any period of absence unless it is
for exceptional circumstances, and in advance, as per the following extract from
those regulations:

“Leave of absence from a school maintained by a local authority or a special
school not maintained by a local authority may only be given by a person who
the school’s proprietor has authorised to do so (an “authorised person”) if—

(a) an appropriate person has asked for the leave in advance; and

(b) the authorised person thinks that leave should be given because of
the exceptional circumstances of the request.”

When requesting absence, parents/carers must detail and demonstrate what is
exceptional about the request, at the time of requesting the absence, or if
subsequently requested by the academy, to enable thorough consideration.

The Principal/Headteacher (or other designated/authorised senior leader) of
the academy will determine whether the request for leave meets “exceptional
circumstances” criteria and if authorised, how long the absence can be.
Parents/Carers may be required to attend a meeting to discuss the request in
more detail.
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Exceptional leave of absence will be coded as per the DfE Statutory Attendance
Codes.

If the absence requested (or unrequested in the case of ‘suspected’ leave of
absence) is below the national threshold of penalty notices or legal action (10
unauthorised sessions in a rolling 10 school weeks), meaning legal action for that
single period of absence is not appropriate, absence prior to the requested
period will be taken into account, and a period of 30 days monitoring will be put
in place. This means if further unauthorised absence occur legal action may be
considered for the whole period. NB: Where repeated single period absence
events occur that are below the national threshold detailed above, the LA have
the powers to issue legal action even if the absence does not meet the threshold
on each occasion.

If a child fails to return within 10 school days of any given expected return date it
may jeopardise the child’s school place. In these circumstances there is a duty
to report the child to the LA as a Child Missing Education (see Section 5 of this
policy for CME reporting details) and any removal will be done in line with
statutory guidance (see Section 4 of this policy).

Where leave of absence is stated as ‘for the purpose of religious observance’
the academy will follow the statutory guidance which states “As a general rule,
‘a day exclusively set apart for religious observance’ is a day when the pupil’s
parents would be expected by the religious body to which they belong to stay
away from their employment in order to record the occasion”. We will only
authorise one day as per statutory guidance which states “If a religious body
sets apart a single day for a religious observance and the parent applies for
more than one day, the school may only record one day”. We will generally
allow a maximum of three single day events within an academic year
(especially where this is advised by the academy’s Local Authority) but as there
is no legal limit to how many single days that can be allowed, this will be decided
on an individual basis and with situational context. If more than one day is
required on an individual event, they must be requested via submitting an
Exceptional Term Time Leave of Absence Request Form. Please note, evidence
from the religious body may be required.

Data Tracking & Monitoring

Attendance data of all students will be monitored and tracked to identify
patterns and overall levels of absence. This is to identify individuals or specific
groups of students who may need additional support to attend school, inform
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strategic planning of incentives or interventions, or to change policies or
practice to remove general barriers to accessing education.

Information will be distributed to Senior Leaders for strategic oversight and
planning. Additionally, to the academy’s learning and support teams e.g,
SENDCo, Inclusion, Behaviour, Attendance, Safeguarding, Curriculum, Pastoral
and House Teams and Tutors/Class Teachers, to raise awareness and
encourage discussions to plan in-school support. Conversations (academic or
welfare) will be held with students where appropriate (age allowing) to offer
direct support and encouragement as well as with parents/carers to raise their
awareness and be part of the support planning process as part of our
Attendance Engagement Framework. We will report data to the DfE and Local
Authorities as required (see Section 4 of this policy).

Promoting and Incentivising

We will promote the benefits of attending school positively within newsletters,
letters home, conversations, meetings and on noticeboards. We will provide
information to families and children on progress and the impact of attending
regularly.

Rewards and incentives will be used to recognise effort in improving attendance,
achieving specific goals in attendance and recognising sustainable
improvements. We will aim to ensure our strategies are achievable, inclusive,
and supportive of intrinsic/internal motivation wherever possible, ensuring
careful use of extrinsic/external motivation (based on research that identifies
‘overuse’ as creating unhelpful effects). We will use strategies and interventions
in a targeted way e.g., not just focus on certificates, we will use a range of ways
to be inclusive of all including tutor group/class recognition, house
competitions, whole school activities, pupil voice activities, celebrations,
postcards, phone calls, letters of praise, lunch queue passes etc.
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6. Supporting Documents - Annexes

These annexes are subject to change without official ratification of the whole
policy as they will need to be altered locally to link with each Local Authority as
appropriate:

Annex A — The Attendance Engagement Framework
Annex B — Exceptional Term Time Leave of Absence Request Form
Annex C - Academy Contact Information & Registration Information

Annex D — DfE Statutory Attendance Code Overview

Annex A - The Attendance Engagement Framework:

Meridian Attendance Engagement Framework

Knowing, valuing and supporting our students to enable improved attendance and Achievement for All Meridian

Trust

Ny

Notice and Connect

Explore and Understand

Support and Action Review and Decide Formal Action

Notice patterns and trends in
absence and lateness data,
changes in behaviour, health or
learning, for individuals and groups.

Be aware of national thresholds for
persistent absence (10 half days in a
rolling 10 school weeks).

Be curious and follow up on
absences early. Gather and connect
information. Build relationships. Act
on safegarding concerns.

Promote the importance and
benefits of attending school.
Develop a culture of belonging to
attend, learn and achieve.

"“::‘jgg.‘:“f SEND Assess Plan Do Review Respectful Relationships @

Explore patterns and triggers with
curiosity. Be aware of ETTLA
(exceptional term time leave or
absence).

Link and discuss with all school
areas. Use the SEND APDR (usess.
plan, do, review) cycle.

Check in with children (tutor or
pastoral}. Check in with parents [
carers, including a home visit if
needed.

Actively listen to understand the
whole picture, including the root
causes.

Work with others to consider if
support for a specific area or from a
specific person may be beneficial.

Consider what else might help (e.g
adjustments, EHA, referrals,
menitoring ete).

Collaborate and create a support
plan (e.g. an attendance
planfcontract or a multi-agency
support plan).

Put support and [ or reasonable
adjustments in place, with specific
goals.

Review progress made: strengths
and success; areas of change;
acknowledgement required; and
support to continue or be adapted.

Identify remaining concerns: no
change; support needs adapting
including intensive support; or legal
action threshold may be met.

Reflect on what has worked, what
hasn't, and why. Celebrate
successes. Decide next staps.

Discuss remaining concerns from a
‘whole child’ perspective and share
information around concerns.

Prepare to take formal action if no
progress has been made, intensive
support is required, or an offence
may have been committed.

Explain the formal process but
continue supportive discussions to
prevent enforcement of legal action.

Before action for ongoing absence
give a Notice to Improve Warning to
prevent further absence.

Request a Penalty Notice Warning
for ETTLA. Discuss concerns and
options with the Local Authority.

Achievement
for All
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wﬁf-ildiﬂn EXCEPTIONAL TERM TIME LEAVE of ABSENCE (ETTLA) REQUEST
FORM & PRE-REQUEST INFORMATION
Child"s Name: Date of Birth:
Ona farmm par chilld
Ciass/House[Tutor Group: Year Group:

AParent|carer is defined under Section 878 of the Education Act 1888 as: the natural parent of a child, whether they ane married or not; anyone who
althaugh nott a notural panent, has parental responsibility (PR) for a chilld; any person who has care of a child or young parson by Bving with tham.

Adult applying for the ETTLA &

thus ‘allowing’ abssnca: First Mame: Surnanme:
Golng away Do you lwe with ineof
with the child?® the child?® Address & Contoct Ho:
Yos | Ho vas | Ho Postcode
Ermail &ddross: ——
Languwage:

Where there are legal, court-ordered or safeguarding restrictions relating to anocther parent/carer, please notify the academy.

Other Adult with PR (oz per

. First Mame: Surnane:
description abowve):
Going away Do you live with T Line of
with the child?® the child?® Address & Contact Mao:
Yoo | Ho Yas [ Ho Postoode
Written
Email Address:
Language:
_'“:mﬂm“ o pew First Mame: Surnanme:
description above):
Goling away Do you live with 1= Line of
with the child?® the child?® Address & Contact Ma!
Yoz | No Yoz [ Mo Poste ode
Written
Ermall Address:
Language:

Sibling(s) Name(s) (or other children in same For figison under “Working Together to Sofeguord Childran®
household) & Year Group(s), House,

Form/Class & Scheol{s):

Information provided on this form will be processed in occordance with the Trust Privacy Motice, available on the Trust webasite.
Firstdate of Lost date of The date the child will be physically
absence: absence: back in school is:

Purpose of Absence: Please detoil below specific regsons for the absence and what is exceptional about the circumstance. You may
also attoch o seporate longer explanation if you wish. Flease attach all svidence or supportive information that demonstrates wivy
the absence is exceptional, especially why the obsence cannot be taken during any school holiday pericd during the year.

ME. Evidence can inchade, booking details, fight documenits, booking cancallation details, certificates, oppt etters otc, but submission of evidence doos
not msan the request will be outhorised.

BEFORE SUBMITTING THIS REQUEST, PLEASE READ THE INFORMATION OM PAGE 2 & SIGN BELOW TO CONFIRM YOU HAVE
DOME 50. THIS ENSURES YOU ARE MAKING AN INFORMED DECISIDH!C HOICE ABOUT TAKING ¥YOUR CHILD OUT OF SCHOOL.
DECLARATIOM: |/We have read all the Pre-Request Infermation and understand legal actisn may be taken. 1fWe alsa
understand that if this is o repeated request for leave under the "National Threshold’ (anfually ar multipla), the LA may
choosa to prosecute under s444(1)/(1a) of the Education Act 1996,

Name(s) of Aduits: signature(s) of adults: Date:

Received in odvance of ¥es | Ho Mumber of Current
T travel/absence? sessions: jattendanc e
Bcaman fox P Inleare Decision: AGREED | REFUSED
Head [Principal’s Signature: Date:

Annex B of Mardian Trust Attendance Palicy Paogelof 2 Saptember 2026
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j-;’ Meridian | EXCEPTIONAL TERM TIME LEAVE of ABSENCE (ETTLA) REQUEST
‘ FORM & PRE-REQUEST INFORMATION

IMPORTANT: If o pariod of absence is not requested in advance and it is suspected that absance
is due to unauthorised reasons e.g., holiday/recreation/leisure or unexplained, you will be required
to provide avidence to prove the absence was for authorised exceptional reasans; failure to do so
may result in a Penalty Notice (PN} or legal action being requested from the LA & home visit may
also be done where the reazon for absence cannot be established or where safeguarding
concarns might exist regardless of whether contact has been made.

1. There is ne entitlement to leave of absence and Principals/Headteachers are unable 1o
authorize absence unless it is for exceptional cireumstances (The School Attandance (Pupil
Registration) (England) Regulations 2024) AND it is reqguested In advaneces. Statutory DIE Guldance
states absence cannot be guthorised retrospectively - we ask for 3 weeks' natice for admin
arnd discussion wherever possible. Decisions will be notified in writing via email. You may be
asked to supply further information or attend o mesting to JISCUSS your regquest.

2 Term time absence is strongly discouraged as stated in the trust’s Attendance Policy followed
by all Meridian Trust Academies (avallable on the trust or acadermy’s website). All requests wil
be considered individually, based on the infoermation and evidence provided. Parents/Carers
hawve o legal duty to ensure that their compulsory school age child attends regularly when
enrolled at a school and failing to do this means they may be guilty of an offence (Section
444(1) Education Act 1986) - 'regular attendance’ was determined in caselaw loW v Platt 2007 as “in
occordance with the rules prescribad by the school” La, every day the school is opan.

3. The national thresheld for legal action ig 10 unauthorized sassions of abzence ina ralling 10-
school week period, at this point schools must consider if referral for a PH or other legal
intervention is appropriate in line with statutory guldance and L protocols. The current PH
payment rates are £160 per parent, per child; reduced to £30 if paid within 21 days. If o 2™
offence occurs within d rolling 3-yr period there is no reduction for the 2% PN, itis a flat rate of
£160 par parent, per child. If a 3™ effence cccurs within a rolling 3-yr pariod, it is dealt with via
prosecution in the Magistrates Court. Failure o pay d P mdy result in court proceadings.

4.1 the absence requestaed is refused the absence will be recorded as unautherised. All
unauthorized absence may cause legal action depending on the number of sessions (half
days) requested. If the absence is below the above national thresheld, a perled of 30 days
rmenitoring will be put in place, which may subsequently cause legal action to be
considered. NB. LAs have discretion to not issue a PN and do a prosecution instead regardless
of whether national threshold for legal action has been reached or not.

5.1f the absence requestad is authorised, the requested dates must be adhered to. Failure to do
so will cause additional absences 1o be recorded as unouthorised, which meay lead to the
above actlons if evidence of exceptional reasons [at your own cost) is not proven.

. If unauthorised absence is over 20 days or a child fails to return after 10 days of expected
return date, and your child's return o school cannot be confirmed, the academy may consider
deletion fram roll in accordance with the School Attendance (Pupll Registration) (England)
Raegulations 2024 and local authority CME procedures.
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Annex C - Academy Contact Details and Registration Information:

Trust Attendance Staff:

T Titla

Erndail Cantact

Sharan Termpleman

Trust attendance Wellare Leader & Desighabed
Saleguarding Lead Traimed

5 % T AT T 5T i R BN T LIS L

Ay Daly

Executive Principal

adalyd mard lontrust oo.uk

Trust Attendance Palicy con be lound here:

Podicias - Markdian Trust

attendanes Support information ean be Tound Rere:

hittps: [ wsesw. e diantrustoo IJlI'h:'!"|I1"|:|I'|'|'||:||:|:|'|':|I'.Cl1dc| nioe)

Trust Local Authority Areas:

Local Autharity

LA Penalty Notics Code of Canduet Link: [This is the lboal protocol sohooks within the ama
are requined b oliow glongsica the DFE Stotutony Guldance)

Bediord Borough Councl (BEC )

Mon-school Attendonce Lo-cal| Pandally Botica Code of ©omdudt

Cambrdgc:hlm County Counicil
[coc)

htbps: | www. combsleambogethero ok ] assat - ko 7.1- penaky-notioe-code -od -
oo ot - g s E- 203 4 pod

Cenirol Badfords hirg Council
lcBc]

ceniralbediondshirecouncil. share podnt.oomg]

GLOREFLFSL FoECe C oW A ES

Lincolnshira County Council (LCC)

Meridian

Penalty notioss - oode of oonduat — Proceduns 1or issuing penalty moticas - Lncolnshine

Patarbarough Clty Council [PCC)

hittpis:) [ pa berbo rough.gow Uk | osset- Bbrory ) petera roagh - o ity -0 ounall-cod e-ed -
oonduct-1or-ssuing-lixed- panaltiss- regarding -sohool-atten don oel pdf

Morth Norhomptanshine ©aunty
Caounail [MNCT)

Fenalty notioes for non-schood attendanca | Marth Mot e po neh | re Sownaoll

Trust Academies:

Pledze sea Cur Academies Archive = Meridian Trust ler a list of oeadermies in Meridian Trust, and thelr cantost

details. Al our acadermies hellow the thust wide attendance policy. Each acadermy will have the tollowing
infarmation displayed on their individual website:

Absanco Raporting Email:

absanco Reporting Tel Mumbor

LA PN Coole af Conduat Link

Sates Opan

Gotes Closa:

MILIST arrhee N class or tutor gip:

Ly ks

AM Oificial Register Opans||s Token at:
[ this oonnot be kaft open for more thon 30 mins & aonobsence must be recorded thamatier )

Chikdran @ b arrive during thie Ak registrotion penod will be desmed lots and coded 17 aftar:
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Meridian
Trust

Meridian Trust Attendance Policy written to align with the DfE Working Together
to Improve Attendance statutory guidance & safeguarding practices.

Annex D - DfE Statutory Attendance Code Overview:

DfE Attendance and Absence Codes Overview

PRESENT - Attending the school or other authorised physical place of education
i\ | Present at the school / = morning session | = afternoon session (chid physically on sitz at time of reg)
L | Late arrival before the register is closed (arrives prior o schools advertised register closing fime)

B | Attending snother approved educational activity amanged by the school (must be taking place at any
tirne within the &AM or FM =e=sion for which it is recorded) must be face-to-face, not remote learning.

D | Dusl registered at another school or registered provision (that submits a OfE Data Census)
K | Attending AP/spproved educsation provision amranged (& funded) by the LA (behaviour, medical,
SEND or EHCF) & must be face-to-face, not remote lesrning.
P | Participating in & sporting activity (must be tsking place within the session for which it is recorded).
V | Attending an educational visittrip organised by the school
W | Attending work experience. arrangements made by the LA or school.
ABSENT - AUTHORISED
C | Leave of absence for exceptional circumstance agreed by school {requested exceptional leave

{ETTLA} or other circumstances that has been deemed exceptional to be absent)

C1 | Leave of sbsence for the purpose of participating in & regulated performance or undertaking
regulated employment sbrosd (Peformance Licence required from LAJ

C2 | Leave of sbsence for compulsory school age due to attending part time (not expected (o attend)

If chitd s sftending snofher AF or schood, 8 B, K or O wowld be used instead for sessions sitended
E | Suspended or permanently excluded (day 1-5 before alternative provision made — B or K should be used
from day g}

I | Mness {not medical or dental appointment which would be coded as M code)

J1 | Leave of sbsence for the purpose of attending an interview for employment or for admission to

ancther educational institution

M | Medical or Dentzl Leave of sbsence for appointments that are unavoidable {must be used even if

child arrives during the AM or FM session but afier reg has closed)

R | Religicus observance on a day exclusively set apart by the religious body.

5 | Leave of sbsence fior the purpose of studying for a public examination (not mock exams)

T | Parent travelling for cccupational purposes (traveller'mobile children must attend a minimum of

200 sassions in 8 12-month period and should attend school in ares of travelling if possible)
AUTHORISED ABSENCE - Not counted as a possible session

X | Mon-compulsory school age pupil not required to attend school - Can only be used where the pupi

5 below or over compulsory school age and not “expected” to be in school on their imetable.

@ | Unsble to attend the school because of a lack of access arrangements

1 | Unable to attend due to transport normally provided not being available

Y2 | Unable to attend due to widespread disruption fo travel

Y3 | Uneble to sttend due fo part of the school premises being closed

¥4 | Unsble to attend due to the whole school site being closed

Y5 | Uneble to sttend as pupil is in ciminal justice detention

¥E | Unable to sttend in accordance with public health guidance or law

YT | Unsble to attend because of any other unavoidable cause (this code will be monitored by OFE for

ouer use) (e g. staggered start of yr grp, child bailed out of area)

Affects Attendance Data Negatively

G | Holiday not granted by the school (ETTLA for a specific requested perod).

N | Reasan for absence not yet established (must be remaowved from register after 5 days and replaced
with correct absence code)

0 | Unsuthorised absence for unknown or other circumstances where the school is not satisfied with
the reason given.

U | Armived in school after registration closed {(max 30mins from opening) - not physically on site at
registration time (if absence was for authorised res=on e.g. medical appt, specific authorised cods
would be used)

Mo statistical meaning for data purposes

Z | Prospective pupil on admission register but not on attendance register as not yet started
# | Planned whole school closure (e.q. inset training. school holidays)
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