
 

 

 



 

 

 
History of policy changes/review 
Author: Briarwood School 
 

Date Page Details of change 

14/09/20  Updated Attendance policy 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 



 

 

 

 

 

 



 

 



 

 

 

 

 

 

 

 



 

 



 

 

Appendix 1 – Attendance Codes 
 

Code School Meaning Statistical Meaning  Physical Meaning  

/ Present (AM) Present  In for whole session 

\ Present (PM) Present In for whole session 

B Educated off Site (NOT dual registration) Approved educational 
activity 

Out for whole session 

C Other authorized circumstances (not covered by 
another appropriate code/description) 

Authorised Absence Out for whole session 

D Dual registration (i.e. pupil attending other 
establishment) 

Approved educational 
activity 

Out for whole session 

E Excluded (no alternative provision made) Authorised Absence Out for whole session 

F Extended family holiday (agreed) Authorised Absence Out for whole session 

G Family holiday (NOT agreed or days in excess of 
agreement) 

Unauthorised Absence  Out for whole session 

H Family holiday (agreed) Authorised Absence Out for whole session 

I  Illness (NOT medical or dental etc. appointments) Authorised Absence Out for whole session 

J Interview Approved educational 
activity 

Out for whole session 

L Late (before reg closed at 9.30am) Present Late for session 

M Medical/Dental appointments Authorised Absence Out for whole session 

N No reason yet provided for absence Unauthorised Absence Out for whole session 

O Unauthorised absence (not covered by any other 
code/description) 

Unauthorised Absence Out for whole session 

P Approved sporting activity  Approved educational 
activity  

Out for whole session 

R Religious Observance Authorised Absence  Out for whole session 

S Study leave Authorised Absence Out for whole session 

T Traveller absence Authorised Absence Out for whole session 

U Late (after reg closed at 9.30am) Unauthorised Absence Late for session 

V Educational visit or trip Approved educational 
activity  

Out for whole session 

W Work experience Present Out for whole session 

Y Exceptional Circumstances Authorised Absence Out for whole session 

sym Suspected Covid-19 case Authroised Absence Out for whole session 

SI Self-isolating due to possible coronavirus exposure Authorised Absence Out for whole session 



 

 



 

 



 

 



 

 

 
Template Text: 
 
Dear_______. ___________ is absent from school today. Please could you 
contact the school office on _____________ to inform us of the reason for their 
absence. 
 
Template Letter: 
 
Date 
 
Dear  
 
Re:  
 
Your child has been absent from school today but we received no message from 
you regarding this, we were unsuccessful in trying to contact you today. 
 
We would be grateful if you could please confirm your child's absence by phone 
or returning the slip below stating the reason for absence. 
 
Thanking you for your co-operation. 
 
Yours sincerely 
 
 
 
 
Nicolle Deighton 
Headteacher 
 



 

 

……………………………………………………………………………………… 
 
For the attention of the Office 
 
Absence Reply Slip 
 
Childs Name: ……………………………… Date(s) of absence ………………… 
 
Reason for absence (please tick box)   a)   sickness    
             b)  appointment   
             c)  other reason    
     (please state reason)    …...……………………………….. 
 
Signed: …………………………….                 Date: ………………………………  
 



 

 


