
Attendance Policy 2021 COVID-19 Addendum

The Khalsa Academy Wolverhampton (TKAW) Attendance Policy Addendum has been adopted 
from the 5th January 2021 and has been created in line with Government guidance in response 
to the Covid-19 pandemic. 

This Addendum applies during the period of school closures presently believed to be 5th

January 2021 – 12th February 2021 due to COVID-19, or until further notice. It sets out changes 
and exceptions to our published Attendance Policy. Students, parents and staff should 
continue to follow the guidance and expectations in the TKAW Attendance Policy with respect 
to anything not covered in this addendum. This addendum should be read in conjunction with 
the TKAW Attendance Policy.

1. What is the most recent government guidance in relation to school attendance? 

The advice is that no-one with symptoms should attend school. Families should notify schools 
through the normal channels if their child is unable to attend, i.e. via email to the school office. 
If non-medical barriers to attending are cited, schools and professionals should work with 
families to address these. Vulnerable children and young people should all be encouraged by 
schools to attend.  

Students who are not eligible to attend a session:  

This includes any student who is not in an eligible year group or priority group (children of 
critical workers and vulnerable children). This may also include children who are in an eligible 
year group but are not required in school for a specific session.  They should be recorded as 
code X (not required to be in school). (Temporarily, code X can be used for compulsory school 
age children – usually it is only used where non-compulsory school age children are not 
expected to attend.)  

Students who are eligible to attend a session but do not:  

This includes children in eligible year groups, children of critical workers and vulnerable 
children, such as:  



∑ Where a student is shielding, self-isolating or the student has an education, health and 
care plan (EHCP) and their risk assessment says that their needs cannot be safely met 
in school, they should be recorded as code Y (unable to attend due to exceptional 
circumstances). (Temporarily, code Y can be used where a student is prevented from 
attending school due to following government guidance on coronavirus). To help you 
to complete the educational setting status form, you should note whether the absence 
is due to shielding or isolation  

∑ Where a student cannot attend school due to illness, as would normally be the case, 
the student should be recorded as code I (illness). To help you to complete the 
educational setting status form, you should note whether the illness involves 
coronavirus symptoms  

∑ Where a student does not attend school - despite being eligible and is not shielding, 
self-isolating, unable to attend due to illness, nor has an EHCP risk assessment saying 
their needs cannot be safely met at school, the student should be recorded as code C 
(leave of absence authorised by the school) where no other authorised absence code 
is appropriate. 

∑ At this time, all absence should be classed as authorised.  

∑ The government has advised that parents will not be fined, and schools will not be held 
to account at the current time if some families choose not to send their child into 
school.  

∑ Schools should resume taking their attendance register and complete the daily 
Department for Education data submission on registers.  

2. Should schools now start taking registers again?  

When schools re-open, registers must be taken as normal for those year groups expected to 
attend. The codes to be used to reflect presence, absence and not required to attend are set 
out in this guidance. The current return to the Department for Education is still required as 
well.  

3. How should schools code in registers any students who are not expected to attend 
school? 

Children who are expected to attend school should be marked in the normal way. For example, 
/\ if present, I if off sick and C if there is no explanation for absence, or if the parent refuses to 
send their child to school. Unauthorised absence codes are not to be used.  

For those year groups not expected to attend yet, they may continue to be marked as X. This 
will not affect attendance figures for DfE purposes.  



For those who are expected to attend but are not currently able to return to school due to 
travel restrictions (for example difficulties in arranging flights home), the Y code may be used. 
This will not affect attendance figures for DfE purposes.  

4. What should schools do in the case of parents who are suspected to have returned 
to their country of origin? 

If it has been confirmed that the family are no longer in the UK and are not planning to return, 
we may decide to delete that child from registers.  

If we suspect that a family are no longer in Haringey, checks will need to be made to determine 
the family’s whereabouts. A referral to the Education Welfare Service (EWS) will allow further 
checks to be undertaken. If a student has been absent for 20 continuous school days, and 
despite checks being made, the child’s whereabouts remain unknown, the child may be 
deleted from registers. If the child was absent prior to the lockdown, this period will also 
contribute to the 20-day period, so long as the period of absence is continuous. If the family 
are confirmed to be out of the borough and are not planning to return, you may decide to 
delete the child from registers.  

If, after all reasonable enquiries have been made and the family’s whereabouts are not 
confirmed, the child may be deleted from roll after 20 consecutive school days of absence. The 
period of lockdown is not to be counted as part of the 20-day period.  

5. How should schools code students who are expected to attend, but whose parents 
refuse, citing anxiety? 

If a parent states that their child is unable to attend school due to travel issues, the child can 
be marked as Y in registers, and can then be marked in the usual way when the family return 
to the borough.  

If a family state that they are reluctant to send their child to school due to anxieties, the child’s 
absence should be marked as C, as the government have stated that any absence should not 
be marked as unauthorised at this time. If the parents state that they, or another household 
member is displaying symptoms, the absence can be marked as Y, which will not affect 
attendance.  

6. What should schools do if a parent states that a child or family member has 
symptoms (whether genuine or not)? 

It will be very difficult, if not impossible, to determine the veracity of a parent’s claim that there 
are symptoms displayed at home.  

In the period immediately before lockdown, many parents (and staff members) stated that 
they were displaying symptoms. In such cases, they were taken at their word. If the parents 



state that they, the child or another household member is displaying symptoms, the absence 
can be marked as Y, which will not affect attendance.  

Whilst accepting this explanation, the parent should be asked when the symptoms were first 
apparent, and note should be made of the period of time that the child is absent. Once the 
7/14 day isolation period has elapsed, the family can be contacted again and asked to return 
their child to school.  

7. What if a child is living with a shielded or clinically vulnerable person? 

The government’s most recent advice is that in cases where a child, young person or member 
of staff living with someone who is clinically vulnerable or pregnant can attend school. Those 
living with someone extremely vulnerable will need stringent social distancing in place or to 
stay at home.  

8. What should schools do if a parent states that their child has underlying health issues 
and should not attend? 

If a child has an underlying health condition, this will almost certainly be known to the school, 
as the child may have been absent due to the condition previously, and the parents may have 
provided medical evidence. You may also have needed to put a health care plan in place to 
allow the child to access the curriculum.  

If this is the case, if adjustments can be made at school to allow the child to attend, and to 
minimise the risks, this may encourage the parents to send the child to school. If not, it would 
seem reasonable to allow the child to remain at home, but to access work remotely.  If the 
child cannot attend school, the absence may be marked as Y in registers. This will not affect 
attendance.  

9. What should the school do if a family use public transport to travel to school? 

The government’s guidance is not to use public transport. Some families have previously used 
public transport to get their child to school.  

In these circumstances, if there are no safe alternatives, the child should remain at home and 
access work online. The government are expected to publish further guidance in relation to 
the use of public transport shortly.  

If the child cannot attend school, the absence may be marked as Y in registers. This will not 
affect attendance.  

10. What should a school do if students arrive late? 

Due to the government’s revised advice about the use of public transport and avoiding crowds, 
schools may decide to stagger registration times and pick up/leave times. Some students may 



also arrive late to school due to transport issues. In such cases it would be advisable to keep 
registers open for longer periods to allow students to arrive and not to accrue absent marks. 
Schools may also opt to re-open registers.  

11. When should schools delete a student from roll? 

Students may only be deleted from registers in accordance with pre-existing guidance and 
legislation. For the purposes of this guidance, most children that will be deleted from registers 
will be due to having moved out of the city and who are not planning to return, or whose 
families have travelled abroad and are not planning to return to Wolverhampton.  

If we have confirmed that the family are no longer either in Wolverhampton or in the UK, we 
may decide to delete that child from registers.  

If we have confirmed that the child is registered at another school, we may delete that child 
from registers.  

If we suspect that a family are no longer in Wolverhampton, you have 20 consecutive school 
days to make checks to determine the family’s whereabouts. A referral to the Education 
Welfare Service (EWS) will allow further checks to be undertaken. If the child was absent prior 
to the lockdown, this period will also contribute to the 20-day period. If the family are 
confirmed to be out of the borough and are not planning to return, we may decide to delete 
the child from registers.  

If, after all reasonable enquiries have been made and the family’s whereabouts are not 
confirmed, the child may be deleted from roll after 20 consecutive days of absence. The period 
of lockdown is not to be counted as part of the 20-day period. As any absence accrued due to 
a family not being in the borough will be marked as authorised, schools may decide to keep a 
child on roll until further advice is provided.  

If schools do decide to delete a student from registers, due to the family having moved 
elsewhere in the UK, the new local authority must be informed to allow another school place 
to be offered to the family.  

12. Should schools keep students on roll for the October census? 

If the October 2021 census is to take place, schools may decide to delay deletion from roll of 
those students whose whereabouts are unconfirmed, and to keep students registered until the 
census has taken place. The child can then be deleted from registers unless whereabouts can 
be confirmed 



13. What should schools do about families that have multiple siblings at school when 
some are expected to attend, and some are not? 

Those children who are expected to attend school should do so. Students who are in year 
groups that are not expected to attend school should remain at home in accordance with 
current government guidance and registered accordingly.  

14. At what point should schools make referrals to EWS? 

If we are unable to confirm the whereabouts of non-returners, we will refer to the Education 
Welfare Service (EWS) to make further checks. Once completed, they will advise whether to 
delete the student from registers.  

If a parent or carer refuses to send their child to school due to anxieties, we will inform the 
EWS, but not as a referral. The EWS will contact the family to encourage them to return their 
child to school. Be aware that for some parents, this will not be immediately possible due to 
either perceived or actual anxieties.  

15. Will the Education Welfare Service use enforcement measures to ensure that children 
attend school? 

When schools open more widely to certain year groups, all students in those year groups will 
be expected to attend. The most recent guidance is that no-one with symptoms should 
attend school. Families should notify as normal if their child is unable to attend and address 
barriers; though parents will not be fined, and schools will not be held to account.  The 
Education Welfare Service have been advised to suspend the use of Fixed Penalty Notices 
(FPNs) when schools were advised to close.  

In line with the guidance, it would perhaps be unhelpful to return to a regime of using 
enforcement measures (FPNs and referrals to court) so soon after schools re-open and we are 
all working to encourage parents to return their children to attend school. Many parents will 
understandably be anxious, and the use of enforcement tools is unlikely to improve the 
situation; their use may well cause some parents to remove their children completely and elect 
to home educate, which may well not be in the child’s best interests.  

The EWS will continue to monitor the situation, and any further government guidance. The 
future use of enforcement tools will be reviewed and considered regularly. 



Appendix 1 – Coronavirus related absences quick reference guide for Parents & 
Attendance Officer

What to do if…. Action Absence 
Code

Return to school when…

Local or National 
lockdown where 
the school is closed 
to most students

∑ Children of critical workers or 
who are identified by the 
school as vulnerable may 
attend the school

∑ If a vulnerable student is 
granted leave of absence 

∑ If a vulnerable student is not 
attending and the absence is 
not Covid-19 related 

∑ All other children will be 
expected to access remote 
learning

∑ The school will monitor 
student’s access to remote 
learning

/ \

C

Refer to 
SENDCo/ DSL

No code 
required

The Government or PHE within a local 
authority advise that the school may fully 
re-open to staff and children or as 
advised below

My child is in a class 
or group that has 
been asked to self-
isolate and has 
developed 
symptoms within 
the 10-days from 
having contact with 
the individual 
tested positive 

∑ Do not come into school
∑ Contact the school daily
∑ Get a test

If the test is negative and they still feel 
unwell

∑ Self-isolate for the remainder 
of the 10 days (as Covid-19 
may develop)

If the test is positive 
∑ Self-isolate for remaining 10 

days from onset of symptoms

X

My child has mild 
Coronavirus 
symptoms

∑ Do not come into school.
∑ Contact the school daily.
∑ Self-isolate
∑ Get a test
∑ Inform the school about the 

test result

X

The child can return when their test result 
is negative

My child tests 
positive for 
Coronavirus

∑ Do not come into school.
∑ Contact the school daily.
∑ Self-isolate for a minimum of 

10 days
∑ Get a test
∑ Inform the school about the 

test result

I

The child can return after a 10 day period 
of self-isolation even if they have a 
cough or loss of smell/taste as these 
symptoms can last for several weeks 
once the infection has gone. They must 
NOT return if they still have a 
temperature

Someone in my 
household has 
Coronavirus 
symptoms

∑ Do not come into school.
∑ Contact the school daily.
∑ Self-isolate for a minimum of 

10 days
∑ The household member must 

get a test immediately
∑ Inform the school about the 

test result
X

The child can return to school when the 
household member’s test result is 
negative

Somebody in my 
household has 
tested positive for 
Coronavirus

∑ Do not come to school
∑ Contact school daily
∑ Self-isolate for 10 days

X

The child may return when they have 
completed a 10 day period of self-
isolation



NHS Test and Trace 
have identified my 
child as a ‘close 
contact’ of 
someone with 
symptoms or 
conformed 
coronavirus

∑ Do not come to school
∑ Contact school daily
∑ Self-isolate for 10 days

X

The child may return when they have 
completed a 10 day period of self-
isolation

We/my child has 
travelled and has to 
self-isolate as part 
of the period of 
quarantine

∑ Do not take unauthorised leave 
in term time

∑ Consider quarantine 
requirements and FCO advice 
before booking travel

∑ Provide information to the 
Attendance Officer as per 
school attendance policy

Returning from destination where 
quarantine is needed 

∑ Do not come to school Contact 
school daily

∑ Self-isolate for 10 days
Or
∑ Pay for a ‘Test to Release’ test

G for 
unauthorised 
absence for 
period of 
holiday. FPN 
if that is 
policy. 

X

The quarantine period of 10 days has 
been completed
NB 
You may be able to end self-isolation 
early if you pay for a private coronavirus 
(COVID-19) test through the ‘Test to 
Release’ scheme after 5 days self -
solation. If the test is negative the child 
may return to school
If the test is positive you need to self-
isolate for another 10 days. Count the 10 
days starting from the day you took the 
test, or from when you first had 
symptoms if that is earlier.
If you’re living or staying with someone 
in the UK they should also self-isolate for 
10 days, starting from the day you took 
the test.
If the test is inconclusive you also need 
to self-isolate for another 10 days.

We have received 
medical advice that 
my child must 
resume shielding

∑ Do not come to school
∑ Contact the School’s 

Attendance Officer as soon as 
you receive the confirmation –
copy for the School. 

∑ Shield until you are informed 
that the restrictions are lifted, 
and shielding is paused again.

X

The child can return when confirmation 
that the restrictions have been lifted and 
child can return to school again.

Useful Links

NHS test and trace
stay at home: guidance for households with possible or confirmed coronavirus (COVID-19) 
infection
how to self-isolate when you travel to the UK
guidance on shielding and protecting extremely vulnerable persons from Covid-19
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-
educational-provision for Children of critical workers and vulnerable children who can access 
schools or educational settings

Updated 20th January 2021

https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-have-had-close-contact-with-someone-who-has-coronavirus
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/coronavirus-covid-19-how-to-self-isolate-when-you-travel-to-the-uk/coronavirus-covid-19-how-to-self-isolate-when-you-travel-to-the-uk
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-educational-provision
https://www.gov.uk/government/publications/coronavirus-covid-19-maintaining-educational-provision

