The school attendance register

The school attendance register is taken twice a day;

8-45am – 9-10am (to cover the morning session)

1-00pm – 3-00pm 

The following codes are used

Where present


An oblique line

Where late


An oblique line with a small L written above the mark.

For Authorised Absences 

B: educated off-site

C: other authorised circumstance

H: agreed family holiday

I: illness

J: interview

M: medical appointment

P: approved sporting activity

S: study leave

V: educational visit or trip

W: work experience
Lateness is monitored and after three such occurrences parents are informed. The total numbers of incidents of lateness in a year are reported at KS3 and 4.

Reasons for absence are documented and kept with the current register.

All school-approved absences are noted and filed for each pupil and in a central file.

Authorised absence

Parents agree on admitting the children to school that they will send the children to school at the times specified and on the published days.

Under certain circumstances the School may approve Leave of Absence for up to 2 weeks in any one school year. This needs to be applied for in advance and approved by the head teacher verbally and in writing from two Trustees. Failure to do this will be considered a breach of trust and the position of the school in regard to the education of the child will be immediately reviewed and a formal meeting called between parents and trustees. 

It is not expected that there will be any unauthorised absences. Parents need to be aware that it is up to the teacher to accept the reasons given for absence and if there is any doubt with regard to the welfare of the child or actual reasons for the absence then, again, immediate action will be taken. The future of the pupil at the school will be discussed. Frequent and regular absences will be monitored and reports made to the Trustees for their review.

The school makes a termly submission to the Essex Educational Welfare Office and, where a child is absent for more than a fortnight, the Welfare Officer is informed immediately.

