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Heathside School 
 

Attendance Policy 
 
Regular and punctual school attendance is important. Pupils need to attend school regularly if they 
are to take full advantage of the educational opportunities available to them by law. Heathside 
School fully recognises its responsibilities to ensure pupils are in school and on time, therefore 
having access to learning for the maximum number of days and hours. We provide a nurturing, safe 
and secure environment for your child to learn in a positive and supported way, and we expect 
regular attendance. 
 
We are aware that non-attendance can influence a child’s social and educational development and 
even suggest Safeguarding and Child Protection issues. As a consequence of this possibility the DSL 
will check the registers daily to identify any patterns of absence. Please support the DSL by flagging 
to her any concerns you have about absence. 
 

Attendance Register 

The following details are recorded in the attendance register at the commencement of each morning 
session and once during each afternoon session —  

● Present 

● Absent  

● Attending an approved educational activity  

● Unable to attend due to exceptional circumstances  

● In the case of any such pupil of compulsory school age who is absent, whether this absence 
is authorised. 

o Authorised Absence:  is classified as authorised when a child has been away from 
school for a legitimate reason and the school has received notification from a parent 
or guardian.  For example, if a child has been unwell and the parent calls, or sends 
an absence form to the school to explain the absence. 

o Unauthorised Absence: Only the school can make an absence authorised.  Parents 
do not have this authority. Consequently not all absences supported by parents will 
be classified as authorised.  
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Procedure 
 
The attendance register is taken once at 9:00 am at the start of the school day and again at 2:00pm 
after lunchtime. The register is filled in by the teachers electronically via the internal Teacher Portal. 
If a child is unaccounted for and the teacher hasn’t yet been contacted by the parent, the teacher 
marks the child as ‘N’ for Not Known. By 9:30AM or 2:30PM the reception/admin staff at that 
particular section of the school start the process of contacting parents of any unaccounted children. 
The register is printed out twice a day at 9:30AM and 2:30PM in case a roll call is needed during an 
evacuation or fire drill. Please refer to Appendix B for a procedure checklist. 
 
Teaching staff receive an automatic email twice a day ensuring everyone is aware that children are 
absent. Also, whenever children are taken off premises or on coach trips, a printout of the day’s 
attendance register is taken by a member of staff. 
 
If the child hasn’t been located within an hour, the Headteacher and safeguarding leads are 
consulted and authorities informed if no information about the whereabouts of the child can be 
ascertained. Please refer to the Children Missing from Education Policy for further information. 
 
Once the child has been accounted for, the ‘N’ register code is amended with the actual code. E.g. ‘I’ 
for illness, ‘M’ medical appointment, or ‘O’ absent without authorization etc. Please see appendix A 
for a full list of all the register codes used at Heathside. 
 
Periodically, Key Stage leaders, Deputy Heads and the DSL and the Headteacher meet to review 
overall attendance and punctuality of all children and take steps to ensure there are no concerns 
which may be contributing towards poor attendance/punctuality. Depending on the concerns, 
meetings are arranged with the parents/guardians and where appropriate, the local authorities are 
contacted for advice. 
 
 
The purpose of Registration, Attendance and Non-Attendance at Heathside 
 
Our registers and Visitor logs are used for education purposes and emergency evacuation 
procedures, and therefore, must be accurate and accessible. 
 
Our registers indicate codes for Heathside School statistics indicating what type of absence is 
occurring, for our records, and for the purpose of ensuring the children in our care are benefiting in 
their educational development. 
 
The Headteacher has the right to discuss and improve attendance for individual pupils if she feels 
that the absences are detrimental to the child’s educational, social, emotional and welfare. 
 
Holidays, external Educational visits or other types of absence must be discussed with the 
Headteacher or Deputy Head teachers for approval. 
 
All religious and/or Cultural events are respected and granted. 
 
Any absences that suggest a matter of Safeguarding or Child Protection will be followed up by the 
Designated Safeguarding Lead and the relevant Deputy Head within Heathside School: 
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DSL - Dawn Moore 
Deputy Head - High School and Boarding - Nick Shaw 
Deputy Head - Middle School - Amanda Parker 
Deputy Head - Lower School - Jonathan Breaden 

 
 
Absence Monitoring and Support 
 
Where a child is absent from school and we have not received any verbal or written communication 
from the parent, then we initiate a first day contact process. Office staff  check all of the registers 
from 9.00am to 9.30am on a daily basis, to identify those pupils who are absent. There are occasions 
when we are unaware why the child is absent and we will contact the parent to check the reasons 
for the child’s absence. 
  
 
Illness 
 
When children have an illness that means they will be away from school long term, the school will 
do all it can to send material home, so that they can keep up with their school work. 
  
If the absence is likely to continue for an extended period, or be a repetitive absence, the school will 
contact the support services to see if arrangements can be made for the child to be given some 
home tuition outside school. 
  
Where over the course of an academic year, a child has repeated periods of illness, the school will 
write to parents to ask them to provide medical evidence for each future period of illness related 
absence. This evidence could be a Doctor’s note, appointment card or copy of a prescription. We 
may seek written permission from you for the school to make their own enquiries. 
  
 
Parental Request for Absence from School for Holiday 
 
To request holidays in exceptional circumstances, parents are required to complete the attached 
form and submit a formal request to the Headteacher for authorisation.  
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Appendix A – Register Codes 
 
 
 

i:  Illness (not medical or dental appointment) 

M:  Medical or dental appointment 

B:  Off-site educational activity 

J:  Interview with an educational establishment 

P:  Participating in supervised Sport activity 

V:  Educational Visit or trip 

R:  Religious observance 

C:  Authorised Leave of absence (exceptional circumstances) 

E:  Excluded but no alternative provision made 

F:  Authorised extended family holiday. More than 10 days. Exceptional circumstances 

H:  Family holiday. Authorised by the Headteacher. Less than 10 days.  

G:  Family holiday NOT authorised by the school 

N:  Reason for absence not yet provided (not known) 

O:  Absent from school without authorisation 

X:  Not expected to be at school (part time nursery child) 

Y:  Unable to attend due to exceptional circumstances. eg. snow day, transport strike etc. 
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Appendix B – Attendance Procedure 
 
 

● The attendance register is taken once at 9:00am at the start of the school day and again at 
2:00pm after lunchtime.  

 
● The register is filled in by the teachers electronically via the internal Teacher Portal.  

 
● If a child is unaccounted for and the teacher hasn’t yet been contacted by the parent, the 

teacher marks the child as ‘N’ for Not Known.  
 

● By 10.00 AM or 3.00 PM the reception/admin staff at that particular section of the school 
start the process of contacting first the Headteacher and / or Deputy Headteacher and then 
the parents of any unaccounted children.  

 
● If the child hasn’t been located within an hour, the Headteacher and the Designated 

Safeguarding Lead are consulted and authorities informed if no information about the 
whereabouts of the child can be ascertained. 

 
● Once the child has been accounted for, the ‘N’ register code is amended with the actual 

code. Eg. ‘I’ for illness, ‘M’ medical appointment, or ‘O’ absent without authorization etc. 
This code (N) must be amended within one hour of the record first being made. 

 
● The register is printed out twice a day at 10.00 AM and 3.00 PM in case a roll call is needed 

during an evacuation or fire drill. 
 

● Teaching staff receive an automatic email twice a day ensuring everyone is aware that 
children are absent.  

 
● Also, whenever children are taken off premises or on coach trips a printout of the day’s 

attendance register is taken by a member of staff and a copy of the completed register is 
emailed or given to reception at the school as soon as possible. 
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Heathside School 
Leave of Absence Request Form 

 
This form should be completed and submitted within [four weeks] of the start of the 
proposed leave of absence. 

 
Parents and carers are reminded that Leave of Absence taken without permission may 
result in the issuing of fixed penalty fines by the Local Authority of up to £120 per 
parent per child. 

 
Parents are also reminded that Leave of Absence for the purpose of holidays in term 
time can no longer be granted save in the most exceptional circumstances. 

 
Please attach a copy of appointment letter/card in the case of medical/dental 
appointments. 

 
 

Name of child:  

Form:  

Name of parent:  

Address:  

Telephone number:  

Start date of proposed leave of absence:  

End date of proposed leave of absence:  

Reasons for request: 

 

Signed Dated 
 

 


