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1. Policy Name 
This document is the Huxlow Science College Attendance Policy.  

 
Huxlow Science College aims to encourage excellent levels of attendance and punctuality to 
enable all students to take full advantage of the educational opportunities available to them.  
The college will follow legislation under section 444 of the 1996 Education Act and current 
guidelines from The Department for Education.  

 
Due regard will be given to the Every Child Matters and Safeguarding agendas. 

2. Policy Aims 
The aims of our policy are: 

 

 To promote 100% attendance at College for every child. 

 To focus on raising achievement by improving attendance.  

 To involve  College, parents/carers, students and, where applicable, outside agencies to 
improve attendance 

 To set out the requirements and expectations for college attendance. 

  To encourage a culture in which good attendance is valued. 

 To value the individual and be socially and educationally inclusive. 

 To improve the Whole Child through improving attendance. 

3. Expectations 
The responsibility for good attendance is shared between the whole college community - 
students, parents, governors and all college staff.   

 

 All students are expected to attend college punctually and daily during term time.   

 College staff will support students who experience attendance difficulties. 

 Students whose attendance is very good or improved will be rewarded. 
 

By choosing to send their child to the school, we expect that parents agree to and accept 
these expectations through the home college agreement (see appendix 1).  This will be sent 
to parents annually. 

 
It is our policy that: 

 

 We will discuss attendance with students and parents. 

 Registration for the morning session will be from 8:50am to 9:15am 

 Registration for the afternoon session will be at 12:30pm  

 All late students must sign in with their form tutor during LORIC time or at the Reception 
as soon as they arrive. 

 Poor punctuality will be challenged. 

 The register will be closed 30 minutes after the end of registration, after this time DFE 
absence codes will be used. 
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 We will adopt the latest guidance from the Department for Education on the codes that 
will be used (see appendix 2). 

 The decision how absence is recorded rests with the school, not with parents. 

 We will adopt a policy of first day calling to ensure the safeguarding of students. 

 We will monitor individual student attendance and will take the necessary measures to 
improve poor attendance and reward good attendance. 

 Where a student’s attendance is critically low and we have exhausted all methods for 
improvement, we will refer on to the appropriate external agencies such as, Education 
and Inclusion Partnership Team and Northamptonshire Local Safeguarding Board. 

 After 10 days of absence and no contact with parents we will refer the students as a 
Child Missing From Education to the Education and Inclusion Partnership Team. 

 Any leave of absence will only be authorised by the Headteacher in exceptional 
circumstances. 

 Unauthorised absence of 5 days or more will be referred to the Education and Inclusion 
Partnership team. 

 We will inform parents annually of their child’s attendance. 

4. Related documentation 
• The Education Act 1996 - sections 434(1)(3)(4)&(6) and 458(4)&(5)  
• The Education (Pupil Registration) (England) Regulations 2006  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2010  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2011  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2013  
• The Education (Pupil Registration) (England) (Amendment) Regulations 2016  
 
This policy will be reviewed annually at the Welfare Governor’s committee. 

 
 
 
 
 

Signed …………………………………………………. 
Chair, Curriculum & Welfare Committee 

 
 

Dated …………………………………… 
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This addendum is to respond to monitoring attendance in exceptional circumstances.  
 

1. Restricting attendance to critical workers and vulnerable children and young people in 
schools during the national lockdown  
 
The school provides an on-site provision to welcome critical workers’ children as well as students 
identified as vulnerable (following NCC guidance). There is no limit of numbers of these students who 
may attend.  
 
Critical workers  
 
Parents whose work is critical to the coronavirus (COVID-19) and EU transition response include those 
who work in health and social care and in other key sectors. Children with at least one parent or carer 
who is a critical worker can go to school if required. This includes parents who may be working from 
home.  

Parents and carers who are critical workers should keep their children at home if they can. 
We know that every school will have a different number of children of critical workers who 
need to attend.  
 
Vulnerable children and young people  
 

The definition of vulnerable children and young people includes children who have a social worker, 
an education, health and care plan (EHCP) or who may be vulnerable for another reason at local 
discretion (“otherwise vulnerable”). The school has strongly encouraged vulnerable children and 
young people to attend the on-site provision.  
 
Any grant a leave of absence to a vulnerable child or young person need to be discussed with all 
parties before agreed. The discussions should focus on the welfare of the child or young person and 
ensuring that the child or young person is able to access appropriate education and support while 
they are at home.  
 

The school has identified 40 students that NCC has identified as vulnerable  
 

2. Recording attendance  (AM/PM sessions) 
 
All pupils who are not eligible to be in school should be marked as Code X. They are not 
attending because they are following public health advice.  
As vulnerable children are still expected to attend school full time, they should not be 
marked as Code X if they are not in school (except if they are shielding, self-isolating or 
quarantining). If the parent of a vulnerable child wishes their child to be absent, the parent 

COVID-19 Arrangements attendance policy at Huxlow Science 
College 

Date Published: January 2021 
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should let the school know. The Department expects schools to grant applications for leave 
of absence given the exceptional circumstances. This should be recorded as code C (leave of 
absence authorised by the school) unless another authorised absence code is more 
applicable. 
 

3. Recording attendance  - remote learning  
 
Following the government’s guidance, if students are not attending school due to 
circumstances related to the coronavirus (COVID-19), schools are expected to organise a 
remote learning provision and to keep record and monitor students’ engagement with this 
activity.  
From the 11th January, all students working online will be registered using the Code B 
(Authorised absence as pupil is absent due to other authorised circumstances) and the Code 
N if students have not been able to join the lesson.  
All Ns will be investigated and parents will be contacted by the pastoral or the behaviour 
team. 
 
If you would like to access to the document, a guidance released by the DfE, please access 
it via the following link: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/950510/School_national_restrictions_guidance.pdf, 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/950510/School_national_restrictions_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/950510/School_national_restrictions_guidance.pdf

