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ADMISSIONS, ATTENDANCE AND CHILDREN MISSING FROM EDUCATION POLICY  

In accordance with The Education (Pupil Registration) (England) Regulations 2006 (amended 2016) 

and Guidance Addendum: recording attendance in relation to coronavirus (COVID-19) during the 

2020 to 2021 academic year Updated 7 January 2021 the following procedures must be followed. 

1. FOR ALL DAY PUPILS OF COMPULSORY SCHOOL AGE, THE ATTENDANCE 

REGISTER MUST BE COMPLETED AT THE START OF EACH MORNING 

SESSION AND ONCE DURING EACH AFTERNOON SESSION. IT MUST SHOW 

WHETHER THE PUPIL IS:  

1.1.1 present;  

1.1.2 attending an approved educational activity; 

1.1.3 absent;  

1.1.4 unable to attend through exceptional circumstances. 

2. THE SCHOOL SHOULD FOLLOW UP ANY ABSENCES TO: 

2.1.1 identify whether the absence is approved or not;  

2.1.2 ascertain the reason; 

2.1.3 ensure the proper safeguarding action is taken; and 

2.1.4 identify the correct code to use before entering it in the blue class register book. 

3. THE REGULATIONS ALSO STATE THAT: 

3.1.1 entries must be in ink;  

3.1.2 any amendments must show the original and amended entries, the reason for the 

amendment, the date of amendment and the name and position of the person making 

the amendment.  

3.1.3 Every entry in the attendance register must be preserved for a period of three years 

after the date which the entry was made. 

4. FOR MORNING SESSIONS: 

4.1.1 registers should be taken at 8.30 am on ISAMS and these are checked by the 

administrator by 9.15am at the latest.  

4.1.2 at 9am, the register will be ‘closed’. 

4.1.3 if a child hasn’t arrived at school by 9.30 am, and notification of absence has not been 

received, the School Office will telephone the child’s parents to obtain the reason for 

the child’s absence. The Headteacher must be informed if parents cannot be contacted 

by 10.30am, school will then attempt to contact the emergency contacts. A child is 

deemed missing if no response to absence has been received by 11.00am. 

5. FOR AFTERNOON SESSIONS: 

5.1.1 registers should be taken at the beginning of the afternoon session at 1.30pm. 

5.1.2 after the register has been taken,  after the classes have finished their lunchtime play, 
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it should be accessed by  the School Office.  

5.1.3 teachers are aware of any child who was not present in their classroom at afternoon 

registration due to a peripatetic lesson on site (or for any other ‘temporary reason’).  

Should the pupil not return to class at the expected time, the class teacher will alert the 

School Office of this fact as soon as possible.  The School Office shall then look into 

the matter without delay, reporting back to the class teacher the results of its enquiry.  

Should the School Office feel that a child may be ‘missing’ the Headteacher must be 

informed without delay. 

6. ON FIXTURES AFTERNOONS. 

6.1.1 for the year groups who have most/all of their children going to games, PE staff 

register all the pupils in those year groups (including any staying on site) and follow 

the same procedure as above. 

6.1.2 for the year group with most/all of their children staying in school for classroom work, 

class teachers are responsible for completing the registration at 1.30pm. 

7. FOLLOWING PUBLICATION OF THE DOCUMENT ‘SCHOOL ATTENDANCE’ 

BY THE DEPARTMENT FOR EDUCATION IN NOVEMBER 2016, THE CODES IN 

APPENDIX 1 TO THIS POLICY HAVE BEEN ADOPTED. 

8. ALL ATTENDANCE REGISTERS ARE CHECKED AT THE END OF EACH TERM 

BY THE HEADTEACHER. IN ADDITION, IF A CHILD HAS 5 OR MORE 

ABSENCES IN THE TERM THE HEADTEACHER IS NOTIFIED BY THE CLASS 

TEACHER AND IS NOTED IN THE PUPIL LOG. 

The Headteacher reviews these pupil logs and investigates any absences in excess of 5 per 

term. Consideration will be given to underlying concerns for the welfare of the child, in terms 

of health concerns, bullying, friendship, pastoral issues and safeguarding. Any child having 

about whom the Headteacher has any concerns, and in any case any child who has in excess 

of 10 absences in a term will be discussed with the Senior Leadership Team and parents 

spoken to. 

9. STAFF ACTIVELY DISCOURAGE LATE ARRIVAL, ARE ALERT TO PATTERNS 

OF LATE ARRIVAL AND SEEK EXPLANATIONS FROM THE PARENTS 

WHEREVER APPROPRIATE. IN ADDITION, A NOTE IS ADDED TO THE 

ELECTRONIC PUPIL LOG BY THE CLASS TEACHER IF THERE ARE 5 OR 

MORE ABSENCES. 

10. ATTENDANCE FIGURES ARE INCLUDED IN THE REPORTS TO PARENTS.  

SHOULD A CLASS TEACHER HAVE ANY CONCERN REGARDING A CHILD’S 

ATTENDANCE RECORD, THIS SHOULD BE RAISED WITH THE 

HEADTEACHER.  BCP COUNCIL REQUIRE US TO MAKE A HOME VISIT 

AFTER 5 DAYS OF UNEXPLAINED ABSENCE AND, IF THE CHILD IS NOT 

FOUND, TO ALERT THE EDUCATION SOCIAL WORK SERVICE.  WE NOTIFY 

THE LOCAL AUTHORITY OF ANY PUPIL WHO IS GOING TO BE DELETED 

FROM THE ADMISSION REGISTER IN THE CIRCUMSTANCES SET OUT IN 

THE DOCUMENT ‘KEEPING CHILDREN SAFE IN EDUCATION’ (SEPTEMBER 

2022).  ABSENCE FROM SCHOOL CAN, IN CERTAIN CIRCUMSTANCES, 

BECOME A SAFEGUARDING ISSUE AND MUST BE DEALT WITH IN 
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ACCORDANCE WITH THE SCHOOL’S SAFEGUARDING AND CHILD 

PROTECTION POLICY AND PROCEDURES, INCLUDING ALLEGATIONS 

AGAINST ADULTS. 
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APPENDIX 1 

CODES TO BE USED  

1. PRESENT AT SCHOOL 

/\ Present in School during registration (‘/’ = am, ‘\’ = pm) 

L Late arrival before the register is closed.  At Park we deem the morning register to close 

at 9am. 

U A pupil arriving after 10.00am (and before pm registration) should be given the 

appropriate absence code from sections 3, 4 or 5 below.  If none of those codes are 

appropriate a ‘U’ should be entered. 

NB. If a child arrives after the register has been sent to the School Office, he/she must report to the 

School Office immediately on arrival. 

2. PRESENT AT AN APPROVED OFF-SITE EDUCATIONAL ACTIVITY.   

(AN ACTIVITY WHERE THE SCHOOL IS RESPONSIBLE FOR THE 

SAFEGUARDING AND WELFARE OF THE PUPILS) 

P Participating in a supervised sporting activity 

V Educational visit or trip 

3. AUTHORISED ABSENCE FROM SCHOOL 

H Holiday authorised by the School 

M Medical or dental appointment 

 I Illness (not medical or dental appointment) 

R Religious Observance  

E Excluded 

C Any other leave of absence authorised by the School (eg. an activity/event/appointment 

organised by parents such as a hearing check, music exam, visit to another school etc.) 

4. UNAUTHORISED ABSENCE FROM SCHOOL 

O Where the reason for absence is not initially known, an ‘O’ is entered and another code 

entered within the ‘O’ at a later stage if it is known.  Staff must follow up all 

unexplained and unexpected absences in a timely manner.  Every effort should be made 

to establish the reason for a pupil’s absence. If another code is never established the ‘O’ 

will remain as an unauthorised absence. 

G Holiday not authorised by the School. 

5. OTHER CODES 

X Used to record sessions that non-compulsory school age children are not expected to 

attend or absent due to Covid related issues. 

Y Unable to attend due to exceptional circumstances (this could include a snowy day 

where widespread disruption to travel has prevented the pupil from attending School) or 

due to lockdown restrictions which prohibit attendance on school site. 
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1.1 # Used for Bank Holiday and In 


