
This Policy Addendum follows the updated Government/Department for Education (DFE) advice 

produced on 1st September 2020. 

Attendance expectations 

From the start of the autumn term 2020 pupil attendance will be mandatory and the usual rules on 

attendance will apply, including: 

• Parents’ duty to ensure that their child of compulsory school age attends regularly at the school 

where the child is a registered pupil. 

• Schools’ responsibilities to record attendance and follow up absence. 

• The ability to issue sanctions, including fixed penalty notices, in line with local authorities’ codes of 

conduct. 

 

Protocol for absence reporting 

At our school the following procedures will normally apply to pupil absences:  
 
Absence notification: 

 Where possible the parent should make telephone contact with the school before 
registration time on the first day of the absence (except when a prior written request for 
the absence has been agreed). 

 If a phone call has not been received in school from a parent, a member of the school 
administrative staff will try to make contact with them as soon as possible, to determine 
the reason for the absence. 

 If contact has been attempted and cannot be made and the child is considered to possibly 
be at risk then the school will take action in line with our Safeguarding Policy.  

 If a child is absent for two weeks with no communication having been made with the 
school, then the child is deemed ‘missing from education’ and the school will proceed in 
line with our Safeguarding Policy.  

 
Late arrival: 
 

 In the current circumstances each class has a start time which may be different from our 
usual 8.55am registration time. If the child is 10 minutes later arriving than their class 
start time then they will be recorded as late.  

 If a child is late to school they must enter the building via the main entrance and use the 
electronic sign in procedure with the supervision of office staff. They then take a late 
ticket which they hand to their class teacher.  

 Their late attendance is recorded by the office staff.  
 

School is required by the Department for Education, to report all attendance and absences 

each day by 12pm during the COVID-19 pandemic. 

 

Illness during Covid-19 

If a student or a member of their household develop symptoms of Covid-19; a new cough, a 

temperature or a change to smell or taste, you must self-isolate and book a test. 



If a student presents with or develops symptoms during the school day, they will be isolated in school 

until they can be collected. If a student or a member of their household is contacted by NHS Test and 

Trace, you will need to self-isolate as directed (14 days). 

1. If someone tests negative and they feel well and no longer have symptoms similar to coronavirus 

(COVID19), they can stop self-isolating. They could still have another virus, such as a bad cold or flu – 

in which case it is still best to avoid contact with other people until they are better. Other members 

of their household can stop self-isolating. 

2. If someone tests positive, they should follow the guidance for households with possible or 

confirmed coronavirus (COVID-19) infection and must continue to self-isolate for at least 10 days from 

the onset of their symptoms. They should inform the school immediately who will contact Public 

Health England to seek further advice.   

They may return to school only if they do not have symptoms other than cough or loss of sense of 

smell/taste. This is because a cough can last for several weeks once the infection has gone. The 10-

day period starts from the day when they first became ill. If they still have a high temperature, they 

should keep self-isolating until their temperature returns to normal. Other members of their 

household should continue self-isolating for the full 14 days. 

Please ensure that results of a test for Covid-19 are shared with the school as soon as possible.  

This Policy Addendum has been produced with reference to the following advice and guidance from 

DFE: 

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-

outbreak/guidance-for-fullopening-schools  

https://www.gov.uk/government/publications/school-attendance  

https://www.gov.uk/government/publications/school-attendance/addendum-recording-

attendance-in-relation-tocoronavirus-covid-19-during-the-2020-to-2021-academic-year  

  

Educational setting status form 

Updates to the daily online attendance return to the Department for Education. The data helps to 

build a national picture of educational provision, monitor the impact of the coronavirus (COVID-19) 

and focus support more effectively. 

School level data informs analysis in government, including by the Scientific Advisory Group for 

Emergen.  
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