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Attendance and Absence Policy
This policy includes the EYFS, Little Acorns and Before and After School Provision

Excellence for all through teaching, learning, opportunity and achievement
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[bookmark: _Toc220328672]Introduction
A child has the fundamental right to be educated, and regular attendance is vital if children are to take full advantage of the educational opportunities available to them. To ensure this is achieved, parents and teachers have a duty to ensure maximum attendance at school. Children are expected to attend school except when they are ill, which they should follow the NHS guidance for the period they should remain off of school, before returning. Other absence may be granted by the school, in advance, and this is considered authorized absence. Punctuality is equally important. 
The safety and wellbeing of all our pupils at Woodlands School is our highest priority and it is, therefore, the duty of staff to follow up unexplained and unexpected absence in a timely manner and to identify and deal with the children who go missing from education. In the first instance, parents are expected to report a child’s absence before 9am, following this the School Office Manager will phone home to look into this further. The DSL will be notified of any unusual absence or ones that raise concern. 

[bookmark: _Toc220328673]The Law
The UK’s Education Act 1996 makes parents legally responsible for ensuring their child’s regular attendance at school; failure to do so, without reasonable cause, can lead to prosecution under Section 444. The law defines “regular attendance” as adhering to the schools’ rules, meaning any absence without permission e.g. for authorised holidays, can be an offence. 

[bookmark: _Toc220328674]Punctuality
Pupils are expected to be punctual and arrive at school on time. Start times vary depending on the Key Stage and are set out in Table 1. For Hutton Manor  
Should a pupil be unavoidably late, their parents, or the adult bringing them to school, should report directly to the School Office where they will need to sign their child in. Failure to sign a child in, could lead to risk e.g. in the event of a fire as the school would be unaware that the child is on site. 
Children have a 30 minute window to register as late to their morning registration.  After this period, their attendance will be recorded as unauthorised absence.  Should the child then arrive at School, they will report to the School Office where their record will be updated to show that, whilst they had an unauthorised absence for morning registration, they will now be marked on site.

Table 1. Hutton Manor The start and end times of the school day (exc. Breakfast club, extra-curricular clubs and wraparound)
	Key Stage
	Classrooms Open
	School Starts
	School Ends

	EYFS
Kindergarten & Reception
	8:30am
	8:50am
	3:15pm

	KS1
Years 1 & 2
	8:30am
	8:45am
	3:30pm

	KS2
Years 3, 4, 5 & 6
	8:30am 
	8:40am
	3:30pm



[bookmark: _Toc220328675]Reporting Absence
If a pupil is unfit for school, the parent/guardian should report this to the School Office Manager by 9am on the pupil’s first day of absence, and each day following. Any authorised absence will be recorded in advance and will appear on both the paper and electronic register. 
When reporting a pupil’s absence, their symptoms should be shared and an expected return date provided. Parents are able to phone the School Office Manager on 01277 245585 or email penny.marshall@woodlandsschools.co.uk directly to report an absence. Failure to report an absence by 9am will result in a phone call from the School Office Manager to establish a reason for the pupil’s absence. 
Leave may be granted by the school in an emergency or for medical appointments that are unavoidable during school hours but, where possible, appointments should be made outside of school hours. 
If for any reason a child does not want to attend school, it is important that parents or guardians contact the school at the earliest opportunity to discuss additional measures, including pastoral support and a tailored timetable. The school may seek the advice and support of other external agencies. 

[bookmark: _Toc220328676]Authorised and Unauthorised Absence
Regulation 11 of the School Attendance (Pupil Registration)(England) Regulations 2024 sets out the limited, exceptional circumstances when schools can grant a “leave of absence”, primarily for examinations and educational activities. 
The school will grant or refuse leave of absence in accordance with Regulation 11 and will exercise appropriate discretion when considering exceptional circumstances. Authorised absences include those considered to be unavoidable e.g. illness or family bereavement, and absence for which leave has been given such as medical appointments. 
Unauthorised absence includes those that the school considers unreasonable, as determined by the Head Teacher, this will include family holidays taken during term time. 
An absence is unauthorised until acceptable explanation is received, and it is for the school, not the parents or guardian, to decide whether an absence should be recorded as authorised or unauthorized. Confirming the reason for absence does not automatically register the absence as authorised. This is solely at the discretion of the Head Teacher.

[bookmark: _Toc220328677]Requesting Leave of Absence
The Head Teacher has a duty to ensure that term dates are protected and leave of absence will not usually be granted for family holidays in term time. In such circumstances, absences would usually be recorded as unauthorized. In exceptional circumstances parents may submit a leave request via the school office. Parents can request either a paper form or an electronic form by emailing the School Office Manager (See Appendix A). Full details of the request should be given, and a decision will be duly communicated directly to the parent or guardian. 

[bookmark: _Toc220328678]Protocols for pupils with sport or performing arts provision
In the event that pupils require absence from school in order to attend productions or sporting competitions outside of school. The parents must submit an absence request clearly stating the reason for their request. The Head Teacher will review the form and make the decision whether to authorise the absence or whether to decline the request and the absence will be noted as unauthorised. 

[bookmark: _Toc220328679]Persistent or Severe Absence – Reporting Duties
Our school must inform the local authority of any pupil who has been absent without school permission for a continuous period of 10 days or more, is cumulative or continuous days of illness, or irregular attendance and persistent absence.
The school reports the following attendance issues to the local authority:
· Failure to attend regularly (where attendance repeatedly fell below 90% without good reason and there was concern regarding unauthorised absence)
· Deletion from the school admissions register when the next school is not known 
· A pupil is added to or deleted from the school admissions register outside of standard transition times.
All staff including the school office manager, class teachers, specialist teachers and peripatetic teachers are responsible for bringing any causes for concern to the attention of the Head Teacher or Deputy Head Teacher who, working with those mentioned above will pursue any issues that require following up with a pupil’s parents or guardians and with the Local Authority as appropriate. Action will be taken in accordance with the School’s Missing Pupil Procedures and Safeguarding Policy.

[bookmark: _Toc220328680]Issues Which May Affect a Pupil’s Attendance
[bookmark: _Toc220328681]Physical Ill Health
If a child is unable to attend school because of physical illness, parents should inform the School Office Manager on the first day of the absence and keep the school informed via phone or email on each subsequent day of absence.  
In limited circumstance where a pupil is not able to attend school in the short-term but is able to engage with school work remotely, for example as a result of a hospital stay or where accessing the site is not possible in the short-term after a procedure, the school will work with the pupil, parent and relevant health care professionals (as appropriate) so that the pupil can keep on track with their learning and stay in touch with their teachers and peers.
 
[bookmark: _Toc220328682]Mental Health Issues
The school sets and maintains high expectations for the attendance, engagement and punctuality of all pupils, including those who are nervous or anxious about attending school, and recognizes that if a pupil has a social, emotional or mental health issue, there can be attendance challenges. 
A strong pastoral network is in place in the school which includes our Wellbeing Champions (HM), Mental Health First Aider, class teachers, specialist teachers, senior leadership team, Deputy Head and the Head Teacher. We work in partnership with parents to help the child overcome barriers to, or difficulties with, attendance. 
Pupils with long-term medical conditions or any other physical or mental health needs affecting attendance, including those who have special educational needs and disabilities (SEND), may require additional support to continue their education and the school will work with the pupil, parents and external professionals and the Local Authority as required. 

[bookmark: _Toc220328683]Monitoring and Review 
The Senior Attendance Officer, Miss Karen Archer, is responsible for:
Monitoring the attendance of children in school 
Regularly reviewing attendance and contacting the parent where there are any concerns. 
Escalation: If attendance continues to be a concern and little or no improvement is made, parents will be contacted by the Head Teacher (DSL) or the Nursery Lead (DDSL) in writing and a meeting arranged. The school will inform the Local Authority of any pupil if they fail to attend school regularly. If a safeguarding concern surrounds the absence, then the DSL or DDSL will contact the Essex Children & Families Hub consultation line for further advice. 

Maintaining the Admissions Register (The School Roll)
When a pupil joins or leaves the school, details will be included or deleted in accordance with the Regulation 11 of the School Attendance (Pupil Registration)(England) Regulations 2024. The school must notify Essex Local Authority within five days when we add or remove a pupil from the admissions register at non-standard transitions e.g. where a compulsory school age child leaves a school before completing the year or joins during the year. This is in accordance with Children-missing-education (updated September 2025). 
Woodlands Schools record where children are moving onto when they leave and the start date of their new school. Pupil information, including SEND and safeguarding files are transferred to the new school. This is also requested from a pupil’s former school, including details of safeguarding concerns. 
Further information
If you have specific questions or concerns regarding the school attendance policy, please contact the following members of the senior leadership team for the relevant school. 
Table 3
Hutton Manor 
	EYFS
	Karen Archer
	EYFS Lead 
	Karen.archer@woodlandsschools.co.uk 

	KS1 & KS2 
	Sarah Wesson
	Deputy Head
	Sarah.wesson@woolandsschools.co.uk

	SEND
	Anne Wilson
	SENDCo
	Anne.wilson@woodlandsschools.co.uk 



For any enquiries or matters regarding attendance on a day-to-day basis please contact:
Table 4
Hutton Manor
	Whole School
	Penny Marshall
	School Office Manager
	Penny.marshall@woodlandsschools.co.uk



To report an absence or request a leave of absence, please contact the School Office Manager for the appropriate school above, by email, or phone the school on 01277 245585. 

School Registration Procedures 
Absence registers are recorded daily and for all children, including those in Kindergarten who are not of compulsory school age. 
Attendance is recorded electronically using 3Sys (WCBS). The registers are checked by the School Office Manager and cross checked into the digital register. Registers are kept for six years after the child has left. 
Each register will record the pupil’s forename, surname and preferred name. It will record attendance for both the morning and afternoon. The absence codes used are in line with Working Together to Improve School Attendance 2024 and can be found in Appendix B
The school operates a staggered entry and registration window depending on the Key Stage. Please see details for Hutton Manor in Table 5.

Table 5: Hutton Manor 
	Key Stage 
	Morning
	Afternoon

	
	Opens
	Closes
	Opens
	Closes

	EYFS
	Kindergarten & Reception
	8:45
	8:50
	1:30
	1:40

	KS1 
	Years 1 & 2 
	8:30
	8:45
	1:30
	1:40

	KS2
	Years 3-6
	8:30
	8:40
	1:30
	1:40
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[bookmark: _Toc220328685]Appendix B Absence Codes 

The table below displays the permitted codes that the school uses to record attendance and absence. The codes are in accordance with those set out in  Section 10 of the School Attendance (Pupil Registration) (England) Regulations 2024. It is further explained in Chapter 8 of the DfE Statutory Guidance Working Together to Improve School Attendance (DfE 2024). 
The tables below outline the possible categories that can be use and the corresponding reason codes.
	Category Key
	Present
	The pupil is physically in school when the register is taken.


	
	Approved Education Activity (Present) 
	The pupil is attending a School approved or arranged Education Activity. 

	
	authA
Authorised Absence
	The pupil is absent, but the reason is authorised using the appropriate reason code including for extenuating circumstances including sport and performing arts. 

	
	Unauthorised Absence
	The pupil is absent without authorised leave. 10 days continuous unauthorised absence will be reported to the local authority. 

	
	Not counted in possible attendance
	These codes sit outside the attendance statistics and often relate to when the school is closed, or a pupil is no longer on roll but their details remain on the system due to outstanding finance queries. 



	Category
	Code
	Description 

	Present 
	/ \
	Present at registration (am/pm)

	
	L
	Late but arrived before registration closed

	Present – Approved educational activity 
	V
	Educational trip/visit

	
	P
	Attending a place for an approved educational activity that is a sporting activity

	
	B
	Any other approved educational activity or where they are receiving education off site. 

	
	R
	Religious Observance

	
	J1
	Leave of absence for attending an interview for admission to another educational institution

	
	C
	Leave of absence for any other purpose

	
	C1
	Leave of absence for the purpose of participating in a regulated performance 

	
	X
	Leave of absence for a pupil, not of compulsory school age, whose timetable does not require them to attend 

	Authorised Absence
	M
	Medical or dental appointment 

	
	E
	Suspended or Permanently Excluded

	
	I
	Illness

	
	Y4
	Whole School Site unexpectedly closed (eg adverse weather)

	Unauthorised Absence
	G
	Holiday not granted by the school

	
	N
	Reason for absence not yet established

	
	O
	Absence in other or unknown circumstances

	
	U
	Arrived in school after registration closed

	Not counted in possible attendance 
	Z
	School closed or pupil no longer on roll. 



https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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Woodlands School Hutton Manor   Request for Leave of Absence during Term Time    

Name of pupil (s) :     1    ...........................................................................................   2   ...........................................................................................   3   ...........................................................................................  Class (es) :     .....................   .....................   .....................  

 

D ates   of absence    from:  to:  

Total number of days:     

Reason for request:           

 

    Signature :     ………………………………………………….  parent/guardian       Date:     ……………………… ................... ……….    

----------------------------------------------------------------------------------------------------------------------------- ----------     Response to Leave of Absence Request       To the parents of :   ………………………………………… .......................... …………………… ........ ….       The Head T eac her has considered your request and     The absence is authorised.                  This absence cannot be authorised.               If you wis h to  remove your child for this period  the absence will be  unauthorised.         Signed    …………………………………… ............... …………   Date:   ........................................     H ead T eacher    

For office use only:   Once signed by Headteacher, make  two   copies of this form in its entirety  and  pass   Original to     Parents                     Copies to :        Head Office                         Pupil   file                         Class Teacher via E - Register    
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