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	Number of days absent
	Attendance %
	Person responsible
	Actions

	Prevention
	0 -2 days
	98-100%
Excellent attendance
	Class teacher
SLT
	First day of absence follow up
Whole School attendance strategies:
· Link to school values
· Attendance Assemblies
· Arrival Procedure – SLT Presence
· Lateness procedure
· CPOMS to record attendance concerns
· Pastoral Support Worker 
· Weekly attendance update in weekly email to parents. 
· Class teachers discuss attendance at parents’ evening meetings
· Proof of medical appointments

	Early Intervention
	3-8 days
	96 -98%
Very Good attendance
	Class teacher
SLT
	Initial Phone call made when child has had 5 days off. 
Half termly attendance award if attendance is above 95% for that half term 

	
	9 – 17 days
	92 – 95%
Requires Improvement
At risk of falling into Persistently absent
	Class teacher
Attendance staff

	Stage 1 attendance letter sent at 10 days. 
Medical evidence must be provided for all illnesses
Pastoral Support Referral

	Targeted
	18 – 26 days
	90-92%
Requires improvement
	Class teacher
Attendance staff
Headteacher 
	Stage 2 attendance letter sent at 15 days (Invite to meeting)
Parent meeting – Action plan created
Early Help/School Nurse referral
Home visits during subsequent absences

	
	27 days
	Under 89%
Poor attendance
	Attendance staff
Headteacher
EWO

	Stage 3 letter sent at day 20
Formal meeting - Parental contract
Social care involvement if % is below 50%
Discussion around Fixed Penalty Notices / Legal Intervention if contract not adhered to.

	Late Arrivals 
[bookmark: _Hlk178232583]The school day begins for children at 8:50 am. When a child arrives at school after this time, their ‘minutes late’ are recorded.
Persistent lateness is monitored and recorded. 
Arrivals after 9:30 am are recorded as a ‘U’ resulting in unauthorised absence for the morning. 
Continued lateness will be referred to the Headteacher with a letter home to parents requesting a meeting to discuss an action plan for improvement. The school must be notified of any appointments in advance to avoid the child being recorded as ‘late’. 

	Absence Reporting 
Parents are requested to contact the school office (either by phone or by email) before 9:10 am to notify the school of this absence. This absence is then recorded against the child’s attendance record.
If school have not been notified of an absence by 9:10am, this will result in a message being sent to parents/carers requesting reason for absence. 
If a response is not received by 9:30am, a telephone call will be made to parents/carers. 
The school will contact other named adults for your child if they are unable to make contact with the named parents/carers.
Should there be no response to either of the above, the school will look to see if any siblings in other schools, such as those in secondary education, are in school. If there are no siblings or we still have no response, a decision will be made by the DSL/DDSL about our next steps; which may include a home visit.

	Home visits
School may choose to carry out home visits if, for instance, a child has missed consecutive school days, if the school has concerns about the reasons provided or there are concerns about the welfare of the child. 


	Authorised Absences 

Requests for children to be authorised for absences must be made to the Headteacher by submitting a Leave of Absence Request form. Only exceptional circumstances will be authorised. 
Further evidence may be requested or meeting with the Headteacher to establish the reason for request. Attendance percentage to date will also determine if leave can be authorised.

	Unauthorised Absences 
Unauthorised absence is monitored and recorded. 
Letters of concern with regards to unauthorised absences will be issued to parent/carers. 
A meeting with the Headteacher will be arranged to discuss ways of improvement. 
Should unauthorised attendance drop by 10%, the school may choose to notify the relevant local authority as ‘child missing’.
Continued unauthorised absence could result in a referral for a Penalty Notice.
	

	Late Collection 
If children are not picked up at 3:20 pm from the playground, they will be taken into the school reception.
If children have not been collected by 3:30 pm, a telephone call will be made to parents.
Persistent lateness will result in a meeting with the Headteacher to discuss improvements.
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