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Be Safe, Belong, Be Inspired

Attendance Flow Chart
In the case of student absence



On a daily basis office staff will go through the registers between 9.30 am and 10.00 and any absences will be noted. If no explanation has been received, school will attempt to contact the parent/carer. If the school fails to contact the carer the school will then follow up with a visit to the family home. If we still remain unable to contact the family the police or social services will be notified.




If the child returns to school with no explanation of the absence from their parent/carer, the parent will be contacted or a letter will be sent to the parent/carer requesting this information.



If a pattern of concern re attendance is developing, the Headteacher will speak or write to the parent/carer about their child’s pattern of absences.

,                                                                                                                                                                                                                                                         If there is no significant improvement, the Headteacher will contact the parents/carers and SEN and invite them into school to discuss attendance.

Once point 3 is reached the Pastoral Lead will support the family for re-engagement.








Accurate attendance returns are made to the DfE within the stipulated time frame.

The Headteacher reports attendance to the school’s Governors termly.


	Looked after children will report daily attendance to their local Attendance and Welfare department, with reasons for absence.
The school adheres to DfE protocols with regard to non attendance.
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