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ATTENDANCE PROCEDURES

] _ Attendance falls below 90%
Attendance falls below 95% for the first time as a result of unauthorised

absence(s)

Set up attendance file for the child
Send Intervention 1 letter to parents/carers
Set 4 week monitoring date

! — 1l

No
Has there been an improvement LK INere has bee”ﬁno Attendance falls
after 4 weeks? ] 'mpm‘;’svn;‘zﬂg arter below 90%

—Le 1y

Send ‘Improvement with 4 week
monitoring’ letter and continue to
monitor at Intervention 1

U

Send ‘Intervention 2’
letter.
Monitor over 2-week

U, :Ig period
No
Has the improvement has been C// u
sustained after monitoring and is 4 ﬂ
attendance now above 95%? No improvement after

Yes ﬂ 2 weeks

{
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Send ‘Improvement sign off’

letter and continue to monitor Send ‘Intervention 3’ ﬂ
letter.
Arrange meeting to set
100% target for next 4
f / weeks.
\V/ Monitor over 4 week period
No
1. Has target of 100% been met? ﬂ
or // ﬂ
2. Is attendance continuing to Target not met, little/no
improve? improvement, lack of
o engagement or
L= regression
Referral/Request PWO

I L

Send PA letter.

PWO involvement Arrange meeting.
Home visit PWO Referral

Close file

Attendance below 90% is classed as Persistent Absence and will be referred to the Pupil Welfare Officer

If attendance falls below 95% on subsequent occasions, it will be managed straight away at
Intervention 2 and monitored over 2-week time periods.
Unauthorised absences may be subject to a Penalty Notice.



