
 

 

Management Information 
 

Best Practice Guidance – Joiners 
 

Recording Joiners: 

 

Statutory school aged applicants should be admitted on the day* that you expect them 
to attend and not when they actually arrive at the school. Should an applicant not arrive, 
schools will need to consider one of the following actions: 

• Where the applicant is of statutory school age and the school has been 
contacted on or before the expected date by a parent who advises the applicant 
will not be starting at the school and has / will be admitted at another school, 
the school can set the applicant status to withdrawn 

• Where the applicant is of statutory school age and the school has not been 
contacted on the expected date by a parent, the applicant’s record must be 
admitted and the appropriate absence code entered.  Please use unauthorised 
absence (Code O). 

 
 
 
 
 
 
 
 
 

Part-time pupils: 

• Remember to add end dates for part-time pupils who will become full time in 
September. 

• For compulsory school aged pupils on a reduced timetable, you are agreeing as 
school for the pupil to be absent for part of the week or day and therefore must 
record it as authorised absence.   A part-time timetable must not be treated as a 
long-term solution and should be established in accordance with the reduced 
timetables guidance Sept 2017.  You must also advise KCC of the details of the 
part-time reduced timetable by completing the following online form: 
 

Notification of reduced timetable web page link 

UPN information is required for School Census.  It is expected that the majority of 
applicants will have a UPN unless they are being admitted into Nursery, or the applicant 
has not attended a school in England previously.  Please email 
MIEducation&WiderEH@kent.gov.uk if you require a UPN check before issuing a 
permanent UPN. 

 

*Expected does not only apply to the first day of term, it also includes “in year” 
admissions where a date has been agreed either:- 
 

• Where a parent has approached the school independently, or 

• Where a date has been given through the Fair Access process or via 
School attendance order process. 

https://kentcc-self.achieveservice.com/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-00087a66-038c-4584-8365-045473d9faf8/AF-Stagecf4f4487-de49-47fe-a70f-939f25f9a597/definition.json&redirectlink=%2F&cancelRedirectLink=%2F
mailto:MIEducation&WiderEH@kent.gov.uk


 

 

 

Attendance Codes for Dually Registered Pupils: 
 
Measures have been introduced to avoid the double counting of attendance and 
absence for pupils who are registered at more than one school. 
Each school will need to: 
 

• Record the attendance and absence for the sessions the pupil is required to 
attend at their school. 

• Use Code D (Dual Registered at another educational establishment) to 
record all of the sessions that the pupil is due to attend at the other School. 

Attendance code D is NOT collected in the school census as it is not counted as a 
possible session. 
 
The number of ‘Sessions Possible’ for dual registered pupils recorded by the main 
school should exclude those when the pupil is due to attend the subsidiary school and 
vice versa. 
 

When to use Code B ‘Educated Off-Site’: 
 
This code should be used when pupils are present at an off-site educational activity that 
has been approved by the school.  Schools are responsible for the safeguarding and 
welfare of pupils educated off-site.  By using code B, schools are certifying that the 
education is supervised and measures have been taken to safeguard pupils. 
 
This code should NOT be used for any unsupervised educational activity or where a 
pupil is at home doing school work.  The school should record the pupil’s absence using 
the relevant absence code. 

Related Documents: 
 
DfE Attendance Policy May 2022 
https://www.gov.uk/government/publications/school-attendance 
 

Working together to improve school attendance (from September 2022) 
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance 
 
DfE School Census guidance 
https://www.gov.uk/guidance/complete-the-school-census 
 

Contacts: 
 

Management Information 
MIEducation&WiderEH@kent.gov.uk 

https://www.gov.uk/government/publications/school-attendance
https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/guidance/complete-the-school-census

