
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

 

 



ster



CODE DESCRIPTION  MEANING  NOTES 
/  Present (AM)  Present   
\  Present (PM)  Present   
L  Late (before registers 

closed)  
Present   

B  Any other approved 
educational activity  
(not sporting activity or 
work experience) 

Present - Approved 
educational  
activity  

Record the nature of the activity. 
Must be off-site, of an educational nature, take place during the 
attendance session, and be physically supervised by someone the school 
considers to have appropriate skills, training, experience and knowledge. 
The school must have approved the pupil’s attendance at the activity and 
have arrangements in place to ensure safeguarding, welfare and for the 
provider to notify any absence to the school. 

KEY Present  The pupil is physically in school when the register is taken. 
Approved Education Activity 
(Present)  

The school is responsible for making or approving the arrangements. If none of these codes 
applies (e.g. privately arranged work experience is outside Code W) the correct code may 
be Code C. See also definition of “Approved Educational Activity” below. 

Authorised absence  Independent schools are not subject to Regulation 11 (which limits the circumstances 
where absence can be authorised) but should be mindful of the expectation that Code C 
should only be used in exceptional circumstances (and use the appropriate authorised 
absence code where available). 

Unauthorised absence  10 days’ continuous unauthorised absence must be reported to the local authority. 
Not counted in possible 
attendances 

These codes sit outside the attendance statistics. 



K  Education provision 
arranged by the local 
authority  

Present - Approved 
educational  
activity  

Record the nature of the provision e.g. home tutoring, approved framework for 
alternative provision, blended learning. 

P  Sporting activity  Present - Approved 
educational  
activity 

Must be a sporting activity carried out by the pupil and meet all the 
requirements as for ‘B’ above. Approval must be granted by the Headmistress 
in advance.  

V  Educational visit or trip  Present - Approved 
educational  
activity 

Must be arranged by or on behalf of the school and take place during the 
attendance session. If a pupil was due to attend a visit, but does not, the 
relevant absence code should be used instead. 

W  Work experience  Present - Approved 
educational  
activity 

Must be arranged by the school/LA as part of the pupil’s education and meet all 
the requirements as for ‘B’ above. 

C  Absent with leave 
(exceptional 
circumstances) 

Authorised 
absence  

Use this code for any absence with leave not covered by another leave or 
absence code. 
Should not be granted (and in state schools must not be granted) unless 
there are exceptional circumstances 

C1  Participating in a 
regulated performance or 
regulated employment 
abroad 

Authorised absence  Supported by a relevant licence or exemption (see guidance for more details) 

C2  Part-time timetable for 
compulsory school age 
pupil 
 

Authorised absence  In exceptional circumstances e.g. due to a medical condition. Should not be 
used to manage behaviour. 
Must be agreed with parent, be part of wider support plan, have regular review 
dates, have a proposed end date (shortest time necessary). 

E  Excluded (no alternative 
provision made)  

Authorised absence  Suspended or permanently excluded on disciplinary grounds where their name 
is still entered in the admissions register. 
Must not be used for exclusion for non-payment of fees. 

I  Illness  
(NOT medical or dental 
appointment)  

Authorised absence  Only where the school has genuine and reasonable doubt about the 
authenticity of the illness should medical evidence be requested to support the 
absence. 



Where a pupil is absent for at least 15 days, whether consecutive or not, a 
return must be made to the Local Authority. 

J1  Interview for employment 
/ admission to another 
educational institution 

Authorised absence  Applies only to interviews (e.g. not open days).  
Transition days at other schools would be recorded under ‘B’ (if conditions met) 
or ‘C’ if not. 
Must take place during the session for which absence recorded. 

M  Medical/Dental 
appointments  

Authorised absence  Parents should be encouraged to make appointments out of school hours 

R  Religious observance  Authorised absence  Day set by the religious body the parents belong to (not parents themselves) 
which would expect parents to stay away from employment. If the religious 
body sets a single day then only 1 days should be recorded ‘R’ with any 
additional time given recorded under ‘C’. 

S  Studying for a public 
examination 

Authorised absence  Guidance says study leave should not be granted by default and should be 
used sparingly. 

T  Parent travelling for 
occupational purposes  

Authorised absence  Pupil is a mobile child (no fixed abode) and their parent is travelling in the 
course of their trade or business and the pupil is travelling with them. 

G  Holiday not granted by the 
school  

Unauthorised 
absence  

Leave cannot be authorised retrospectively if the parent does not apply in 
advance. 

N  Reason for absence not 
yet established  

Unauthorised 
absence  

Where the reason has not been established before the register closes. If no 
reason established within 5 school days this must be amended to ‘O’. 

O  Absent in other or 
unknown 
circumstances  

Unauthorised 
absence  

Where no reason is established or where the school is not satisfied that 
the reason would be recorded using an authorised absence code. 

U  Late (after registers 
closed)  

Unauthorised 
absence  

Pupil has arrived late after the register has closed but before the end of the 
session. 
The attendance policy must state how long the register will remain open (not 
more than 30mins). 



D  Dual registered at another 
school  

Not counted in 
possible 
attendances  

Pupil is attending another school (e.g. hospital school) at which they are 
registered. 

Q  Lack of access 
arrangements  

Not counted in 
possible 
attendances  

Only where the LA has a legal duty to arrange home-to-school travel for the 
pupil and has not done so, or because the pupil has no choice but to attend a 
school that does not qualify for such travel arrangements and is more than 
walking distance from where they live. 

X  Non-compulsory school-
age pupil not required to 
attend  

Not counted in 
possible 
attendances  

Where the pupil’s timetable does not require them to attend.  
If absent when timetabled to attend the appropriate absence code must be 
used. 

Y1  Transport normally 
provided not available  

Not counted in 
possible 
attendances  

Where the pupil does not live within walking distance and transport provided by 
LA or school is not available. 

Y2  Widespread disruption to 
travel  

Not counted in 
possible 
attendances  

Due to national, local or international emergency. 

Y3  Part of the school 
premises closed  

Not counted in 
possible 
attendances  

Part of the school is unavoidably out of use and the pupil cannot practicably be 
accommodated in the part in use. 

Y4  Whole school site 
unexpectantly closed  

Not counted in 
possible 
attendances  

Must not be used for any planned closure e.g. holidays 

Y5  Pupil in criminal justice 
detention  

Not counted in 
possible 
attendances  

E.g. in police detention, remanded to youth detention or under sentence of 
detention. 
If serving a community-based sentence use Y7, 

Y6  In accordance with public 
health guidance or law   

Not counted in 
possible 
attendances  

Pupil is well enough to attend (otherwise use ‘I’) but to do so would be contrary 
to government guidance or legislation 



Y7  Unable to attend due to 
unavoidable cause  

Not counted in 
possible 
attendances  

Record the nature of the unavoidable cause. Only where something in the 
nature of an emergency has prevented the pupil from attending the 
session in question.  
This code should be used for temporary exclusion due to non-payment of 
fees 

Z  Prospective pupil not on 
admission register 

Not counted in 
possible 
attendances  

To enable schools to set up registers in advance of the pupil joining to ease 
administrative burdens. 

#  Planned whole school 
closure  

Not counted in 
possible 
attendances  

E.g. School holidays, bank holidays, weekends, inset days 

 



 

 Attendance is to be calculated using the register codes /, \, L, K, V, W.  The number of 
sessions (morning and afternoon will count as 2 sessions) where a pupil is marked 
with an attendance code is to be divided by the number of sessions where attendance 
was possible (e.g. where a pupil is timetabled to attend and the school is not closed) 
to calculate a percentage. This percentage is expected to be 90% or above. 

 When reviewing attendance which falls below the expected level of 90%, careful review 
of the use of codes for Approved Educational Activity B and P and Authorised Absence 
(C, C1, C2,E, I, J1, M, R, S, T) must be made.   
 

 Where illness (I) and/or medical (M) codes are a factor in bringing the attendance 
percentage below the level of 90%, further analysis may be required to consider what 
further interventions may be required to ensure the pupil receives an appropriate level 
of education.  



 

 



 

Persistent Absence Tracking Process 

 All pupils are required to be in school before 8.30am.   
 The school day ends at 3.30pm or 4pm according to age although many pupils remain 

later to take part in extra –curricular activities under the supervision of a member of 
staff, or for prep.   

 Pupils are normally expected to leave by 6pm.   
 Pupils are not allowed to leave the site during the school day, unless accompanied by 

a member of staff, for trip or visit a sporting fixture, the dates of which will have been 
notified to parents/guardians in advance.  

 Parent/guardian requests   for   absence   must   be made in   writing or   by   email   to   
the   Headmistress (headmistress@ripleycourt.co.uk) and reach the school at least 3 
days in advance (except in an emergency, when parents are asked to telephone the 
school before 8.30am.     

 Parent/guardian requests for exceptional absence (i.e. absence for days other than 
Religious Festivals, medical or dental appointments or for illness) should be sent to 
the Headmistress at least 3 days in advance.   

 For pupils who are ill, parents/guardians should telephone the school before 8.30am 
on the first day of absence.   Tutors/Teachers should pass on any messages from 
parents to admin@ripleycourt.co.uk for action. 

 Please pass any letters from parents/guardians regarding absences to Reception so 
these can be scanned and kept with registers. 

 Reception will make initial enquiries regarding unexplained absences. If contact cannot 
be made with a parent/guardian by 09:30 or a suitable explanation is not given for 
absence, this will be promptly escalated to a member of SLT. 

Tracking

• Half termly report to be run checking whole school attendance percentages 
• Report to be shared with DSL and any attendance below 90% to be monitored 
and logged on CPOMs

Pastoral 

• Attendance below 90% raised at weekly pastoral meeting
• Form tutor to arrange a meeting to discuss attendance with parents and log via 
CPOMs 

Escalate 
• Should attendance not improve DSL to arrange escalation depending on case
• Support provided by Wellbeing/SENCO 


