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DE have published Attendance Guidance & Absence Recording By Schools – Circular 2025/09  
There are a number of changes to attendance codes that will impact the recording of attendance in 
the SMS in the 2025/2026 academic year.  
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Version History 
 
September 2025 
DE Circular Update 

 Attendance Guidance & Absence Recording by Schools 2025/09 
 
October 2023 
DE Circular Update 

 Attendance Guidance & Absence Recording by Schools 2023/11 
 

December 2022  
Absence Tier Report 

 Further information on Absence Tier Reporting can be found on the DE website- Guidance 
for Schools - A new approach to pupil attendance reporting using absence tiers 

 
 
 
NOTE: It is essential that the August pre-term holiday is recorded correctly when editing the 
academic year.  This pre-term holiday must contain code # Holiday for All.  
 
The code ! No Attendance Required should only be used as described in DE Circular 2025/09 
Attendance Guidance and Absence Recording by Schools.   
 
DE Circular 2025/09 advises schools not to use attendance codes F(){}[] 
I (replaced with I1) O (replaced with O1).  
 
DE Circular 2025/09 new codes I4 Illness (Emotionally Based School Non-Attendance) O2 
Temporary Exceptions to the Curriculum
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Introduction 
 
Attendance Reports are grouped into 5 categories: 
 

 Individual Pupil reports 

 Whole Group Pupil reports 

 Selected Pupil reports 

 Group reports 

 Module reports 

 
Pupils included in attendance reports are those who were on-roll at the school during the selected 
date range.  This includes pupils who left or joined the school within this time period. The reports 
are accessed in SIMS .net by selecting Reports | Attendance.  Each report requires additional 
parameters to be selected in a Report Browser before printing (e.g., Group Type, Date Range 
etc).  The default group type is Reg Group, other options are (Whole school, Year group, Academic 
class, House, User-defined group, Discover, Individual group, My groups). If changing group type 
click . Reports can easily be generated for previous years by entering the required dates. 
Double click the required group item or click . 
 
The Report Browser varies with each selected report; an example is shown below: 
 

 

 
 

The Run a Screen Based Report window appears when the  button is clicked.  The 
Layout and Output options default to the settings shown below: 
 

 
 

 Click  to run the report 
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If there is no output for a report, e.g. there are no missing marks for the selected period, the report 
will not run.   
 

  
 

The message No records found for the selected scope is displayed in the taskbar in the bottom 
left corner of the screen. 
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Individual Pupil Reports 

Registration Certificate 

The Registration Certificate shows a pupil’s attendance for each session in the academic year. 
The date range can be specified for any academic year.  It can be printed for an Individual Pupil, 
Reg Group or the Whole School and is very useful to review a pupil’s annual attendance e.g. for 
the EWO. 

 Select Reports | Attendance | Individual Pupil Reports | Registration Certificate Report 
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Individual Session Summary Report 

 Select Reports | Attendance | Individual Pupil Reports | Individual Session Summary 
Report 

  
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Whole Group Pupil Reports 

Pupil Analysis by Attendance Code Report 

 Select Reports | Attendance| Whole Group Pupil Reports | Pupil Analysis by 
Attendance Code Report 
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Absence Tier Report (new December 2022) 

The new Absence Tier Report has been provided to enable schools to report on persistent 
absence based on tiers. This report can be used for tracking and monitoring purposes of all 
pupil/students. The report can be run over a user-defined date range for students' absences within 
the academic year selected. 
 

 Select Reports | Attendance | Whole Group Pupil Reports | Absence Tier Report 
 

 
 

 
Further information on Absence Tier Reporting can be found on the DE website- Guidance for 
Schools - A new approach to pupil attendance reporting using absence tiers  



Attendance Reports in SIMS .net   Autumn 2025 
 

 

Primary and Special Schools not using Timetable 10 

Today’s Register Report 

There is no report browser from which to select options when running this report.   
 
This report is intended for use during emergency evacuation procedures, e.g., fire drills.  When the 
menu route is selected, the print dialog is displayed immediately.  The report shows the date, the 
registration group, the registration tutor and all of today’s marks for each student.  Each registration 
group is printed on a separate page, allowing the distribution of registration lists to the appropriate 
registration tutor. 
 

 Select Reports | Attendance | Whole Group Pupil Reports | Today’s Register Report 
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Pupil’s School Career Attendance Report 

 Select Reports | Attendance | Whole Group Pupil Reports | Pupil’s School Career 
Attendance Report 
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Official Register 

The Official Register is a legal document and must be printed for each month and retained for 10 
Years.  Any missing marks on the Register for any Reg Group must be replaced with the 
appropriate attendance marks.  N codes should be replaced with the appropriate absence codes 
once the school has been informed of the reason for absence.  If no reason has been given, N 
codes should be changed to code D.  Please refer to the DENI circular Attendance Guidance & 
Absence Recording by Schools 2025/09 for definitions of absence codes.  

 Select Reports | Attendance | Whole Group Pupil Reports | Official Register Report 

 Deselect Show History of Changes 
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Pupil Analysis by AM/PM Report 

This report is useful for the Annual Pupil Reports. It lists the pupils attendance by AM and PM 
sessions.  

 Select Reports | Attendance | Whole Group Pupil Reports | Pupil Analysis by AM/PM 
Report 
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Pupil Yearly Attendance Report 

(Prior to running this report, it is advisable to run the Missing Marks Report and deal with any 
missing marks through the routine Focus | Attendance | Deal with Missing Marks). 
 
This report summarises pupil’s attendance for each year from date of admission to date of leaving.  
By putting the date back, the report shows pupils who were on-roll then. 
 

 Select Reports | Attendance | Whole Group Pupil Reports | Pupil Yearly Attendance 
Report 
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Pupil Analysis by Session in Week Report 

 Select Reports | Attendance | Whole Group Pupil Reports | Pupil Analysis By Session 
In Week Report 
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Persistent Absence Report 

This report will only run on previous academic years data. There are 2 output options, 
detailed and Summary. 

 Select Reports | Attendance | Whole Group Pupil Reports | Persistent Absence 
Reports  
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Pupil Analysis by Attendance Category Report  

 Select Reports | Attendance | Whole Group Pupil Reports | Pupil Analysis by 
Attendance Category Report 
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Selected Pupil Reports 

Percentage Attendance Report 

(Prior to running this report, please ensure there are no missing marks by running the Missing 
Marks Report and deal with any missing marks through the routine Focus | Attendance | Deal 
with Missing Marks) 
 
The Percentage Attendance Report lists pupils who have a certain percentage attendance, e.g. 
less than 85% attendance. It can be ordered by name or percentage. 
 

 Select Reports | Attendance | Selected Pupil Reports | Percentage Attendance Report 
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Missing Session Marks Report  

Missing marks must be dealt with using an appropriate code through the route Focus | 
Attendance | Deal with Missing Marks.  

 Select Reports | Attendance | Selected Pupil Reports | Missing Session Marks Report 
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Continuous Absence Report 

 Select Reports | Attendance | Selected Pupil Reports | Continuous Absence Report 
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Session Absences Report 

This report can be used to monitor the levels of absence in year groups on a weekly or monthly 
basis, and to monitor the type of reasons being recorded for absence.  

 Select Reports | Attendance | Selected Pupil Reports | Session Absences Report 

 
 

 
 
 

With  ticked the report will look like the one below 
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First Day of Absence Report 

 Select Reports | Attendance | Selected Pupil Reports | First Day of Absence Report 

 

 
 

 
 
  



Attendance Reports in SIMS .net   Autumn 2025 
 

 

Primary and Special Schools not using Timetable 25 

Unexplained Absences Report 

 Select Reports | Attendance | Selected Pupil Reports | Unexplained Absences Report 

 
 
 

 
 

With  ticked the report will look like the one below: 
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 Joint Absence Detection Report 

 Select Reports | Attendance | Selected Pupil Reports | Joint Absence Detection 
Report (Session Absence)  
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Sibling Absence Detection Report 

 Select Reports | Attendance | Selected Pupil Reports | Sibling Absence Detection 
Report 
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Broken Weeks Report 

The Broken Weeks report lists pupils who have absence codes for one or more sessions in a 
school week.  The report lists the number of broken weeks along with the pupil’s name and 
registration group.  
 
Authorised Educational Activity codes are ignored in this report, because although not at 
school, the pupil was in the intended location. 
 
Missing marks are also ignored. 

 Select Reports | Attendance | Selected Pupil Reports | Broken Weeks Report 
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Pupils with Chosen Code Report 

This report lists all pupils who have selected codes recorded.  It can be used to produce a Report 
on any Individual Code by selecting the Individual Codes option e.g. Unexplained Absences or 
could also be used to produce a variety of reports by selecting the Group Codes option e.g. all 
Approved Educational Activity Codes.  
 

 Select Reports | Attendance | Selected Pupil Reports | Pupils with Chosen Code 
Report 

 
 

 
 

 
 
If there are no pupils who meet the criteria for the selected period, a message may be displayed in 
the taskbar in the bottom left corner of the screen 
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Minutes Late Report 

 Select Reports | Attendance | Selected Pupil Reports | Minutes Late Report 

 
 

 

 

Comments Report 

 Select Reports | Attendance | Selected Pupil Reports | Comments Report 

 
 

 
 
 
 



Attendance Reports in SIMS .net   Autumn 2025 
 

 

Primary and Special Schools not using Timetable 32 

Meal List Report 

 Select Reports | Attendance | Selected Pupil Reports | Meal List Report 
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Group Reports 

Group Analysis by Attendance Category Report 

This is the monthly or annual percentage summary report.  It is important to remove the tick in the 
option Restrict by DOB Range to ensure all pupils are included in this report. 

 Select Reports | Attendance | Group Reports | Group Analysis by Attendance 
Category Report 
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School Prospectus Analysis Report 

 Select Reports | Attendance | Group Reports | School Prospectus Analysis Report 

It is important to remove the tick in the option Restrict by DOB Range to ensure all pupils are 
included in this report. 
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Group Analysis by Code Report 

 Select Reports | Attendance | Group Reports | Group Analysis by Code Report 

It is important to remove the tick in the option Restrict by DOB Range to ensure all pupils are 
included in this report. 

Any missing marks reported need to be fixed before using this data. 
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Group Session Summary Report 

 Select Reports | Attendance | Group Reports | Group Session Summary Report 
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Group Weekly Analysis Report 

 Select Reports | Attendance | Group Reports | Group Weekly Analysis Report 

It is important to remove the tick in the option Restrict by DOB Range to ensure all pupils are 
included in this report.  

Any missing marks reported need to be fixed before using this data.  
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Group Analysis by AM/PM Report 

 Select Reports | Attendance | Group Reports | Group Analysis by AM/PM Report 

Any missing marks reported need to be fixed before using this data. 
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Group Analysis by Session in Week Report 

 Select Reports | Attendance | Group Reports | Group Analysis by Session in Week 
Report 

Any missing marks reported need to be fixed before using this data. 
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Group Analysis by STAR Field Report  

 Select Reports | Attendance | Group Reports | Group Analysis by STAR Field Report 

NB The STAR Field of Summer Born looks at pupils born between 1st May and 31st August 
 
Any missing marks reported need to be fixed before using this data. 
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Group Analysis by Vulnerability Report  

 Select Reports | Attendance | Group Reports | Group Analysis by Vulnerability Report 

NB The STAR Field of Summer Born looks at pupils born between 1st May and 31st August 
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School Holidays and Closures Planner (new February 2020) 

 Select Reports | Attendance | Group Reports | School Holidays and Closures Planner 
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Module Reports 

History of Changes Report 

 Select Reports | Attendance | Module Reports | History of Changes Report 
 

 
 

 
 


