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Attendance Procedures

	Expect
	We promote a culture where good attendance is valued and expected. 
Attendance expectations are clearly communicated to parents and pupils – board in foyer, half termly letters
Attendance policy, procedures, and thresholds are shared on website
 Celebrate and reward good attendance and punctuality – 100% postcards, league table, class prizes, individual prizes. Wavy Davy
Staff understand attendance roles and responsibilities – forms part of SDP
Attendance discussed in assemblies 
Clear procedures communicated for reporting absence
The Deputy Head leads and monitors whole-school attendance strategy.

	Monitor
	Identify concerns early
Daily
Registers completed accurately and on time
First-day calling completed for unexplained absences
Safeguarding concerns escalated immediately
Weekly
Weekly meeting with DAL and EWO.
Persistent lateness identified
Emerging attendance concerns highlighted
Priority pupils monitored 
Persistent absence list reviewed (<90%)
Severe absence list reviewed (<50%)
Half-Termly
Attendance data analysed by year group and vulnerable groups
Specific monitoring of SEND, Disadvantaged, Children in Need, Child Protection and Looked After Children.

	Listen and Understand
	Explore barriers to attendance
Meet with parents and pupils to explore barriers – Attendance Panel
Identify underlying issues such as anxiety, SEND, medical needs, housing difficulties, transport, family circumstances, or parental attitudes. 
Gain the child's voice where appropriate. 
Record concerns and agreed actions
Consider any safeguarding concerns contributing to non-attendance.

	Facilitate Support
	Put practical support in place
Attendance panel meeting to provide practical support to remove barriers. 
Refer to pastoral support, family support, school nurse, mental health services, Early Help or SEND services where required. 
Offer mentoring, nurture provision, breakfast club, or adjustments. 
Work collaboratively with families and external agencies.
Ensure support is proportionate to the identified barriers and reviewed regularly.

	Formalise support
	Create a structured attendance improvement plan
Implement an Attendance Support Plan (ASP). 
Possible EWO involvement.
 Set clear attendance targets and review dates. 
Define responsibilities for school, parents, and other agencies. 
Hold formal attendance meetings. 
Document all interventions and outcomes. 
Review and adapt support plans where attendance is not improving.
Escalate concerns where support is not improving attendance.

	Enforce
	Use statutory processes when support has not secured improvement
Consider legal interventions where support has been exhausted and attendance remains poor. 
Refer to Local Authority attendance services. 
Issue statutory warning letters where appropriate. 
Support prosecution, penalty notice, or Education Supervision Order processes if thresholds are met. 
Maintain detailed evidence of support offered and parental engagement (or lack of engagement).
Follow Children Missing Education (CME) procedures where pupils cannot be located or are absent for extended periods. 
Notify the Local Authority of Elective Home Education requests in line with statutory requirements.
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