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‘That they may have life, life in all its fullness’ John 10:10

ATTENDANGE FLOW GHART ALL DAY, EVERY DAY, ON TIME

STAGE 2 ey STAGE 3

SINGE 1

COMMUNIGATION 1 COMMUNIGATION 2

Child’s W Child’s il
attendance attendance
has fallen has fallen
below 95% below 93%
MUST MUST

e Phone call or text message

to parent/carer

e Send Letter2

e Meeting with parents/carers
and staff

e Complete Proforma B -
Early Intervention Plan

e Conversation with or phone
call/text message to
parent/carer

e Send Letter1
e Meeting with parents/carers

and staff
e Complete Proforma A -
Listening and Understanding

Summary

Is there improvement?

/

Is there improvement?

Monitor until
attendance above
95%. Send letter of

congratulations

Move to
Communication 3

Monitor until
attendance above
95%. Send letter of

congratulations

Move to
Communication 2

Child’s Q-
attendance
has fallen
below 90%
Note: Medical
M U ST evidsehnocvsnrr:;it be
absences

e Send Letter 3
e Meeting with attendance

lead and parents/carers

e Complete Proforma C -
Attendance Support Plan
and agree objectives

e Use the Attend Framework

where appropriate to support
conversations with families in

completing Proforma C

Is there improvement?

[

Monitor until
attendance above
95%. Send letter of

congratulations

Move to Fixed
Penalties stage

I =i U™\l 1§

£

e Send Letter 4 explaining
there have been 10
unauthorised absences (20
sessions) in a 3-month period

e Headteacher to decide
whether fine issued or not
issued

e Before considering fixed
penalties, schools MUST
demonstrate that they have
engaged with families to
complete proforma C

Is there improvement?

[

Monitor until
attendance

above 95%

Move to
Prosecution stage

PROSEGUTION

A
—

e Process led by the local
authority - click on link below

If you have had a Fixed Penalty
Notice, we are now proceeding
towards prosecution

Letter to improve attendancein
14 days. School to monitor daily.
No improvement, move to Stage

3

Letter and meeting with
Attendance and Key Stage leads.
Set target of 100% for four weeks.
No improvement, move to Stage 4

Review meeting with Attendance
and Key Stage leads. Review targets
and set target of 100% for four
weeks. No improvement, move to

Stage 5

Review meeting with Attendance
and Key Stage leads. Improved
attendance, no further action. No
improvement, case sent to local
authority for prosecution



https://n-somerset.gov.uk/my-services/schools-learning/local-schools/school-attendance/school-absence
https://www.supportservicesforeducation.co.uk/Page/11630
https://thehub.bathnes.gov.uk/Page/28786
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Letter%203%20-%20Invite%20to%20more%20formal%20Attendance%20support%20Plan%2090%25%20trigger%20-%20280524.docx?d=w5a0e1cad4d764b539f3deeed0dee578e&csf=1&web=1&e=DigjT9
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Proforma%20C%20-%20Support%20Plan%20%20280524.docx?d=wfdc800404afe4116b256f025216a8865&csf=1&web=1&e=AccSqU
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Letter%204%20-%20Parents%20did%20not%20attend%20meeting%20-%20280524.docx?d=wf2ead151051046e28c287a3e64b434b4&csf=1&web=1&e=OgzYfA
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Letter%204%20-%20Parents%20did%20not%20attend%20meeting%20-%20280524.docx?d=wf2ead151051046e28c287a3e64b434b4&csf=1&web=1&e=OgzYfA
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Letter%201%20-%20minor%20concern%20-%20trigger%2095%25%20-%20280524.docx?d=wfdb9333438a4461ea9d3b5c3dc43c8a8&csf=1&web=1&e=LHAmX1
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Proforma%20A%20-%20Listening%20and%20Understanding%20Summary%20-%20280524.docx?d=w9ccb4c2719884d0b8ac8270fabfcb9bc&csf=1&web=1&e=bNgXB4
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Letter%202%20-%20invite%20to%20meet,%20may%20not%20authorise,%20trigger%2093%25%20-%20280524.docx?d=w3993274eb1944949a3d7995e1bc8ceed&csf=1&web=1&e=2p1Fnl://bwmat-my.sharepoint.com/:w:/r/personal/faye_bertham_bwmat_org/_layouts/15/Doc.aspx?sourcedoc=%7B370088BB-F0F6-4230-B70B-7AFD405011FD%7D&file=BWMAT%20letter%202%20-%20invite%20to%20meet%2C%20may%20not%20authorise%2C%20trigger%2093%25.docx&action=default&mobileredirect=true
https://bwmat.sharepoint.com/:w:/r/sites/TRUST-SchoolImprovement/School%20Improvement%20Templates/Attendance/BWMAT%20Attendance%20Proforma%20B%20-%20Early%20Intervention%20Plan%20-%20280524.docx?d=w21efdf9d093f4476912d4904bf1a9857&csf=1&web=1&e=LqXp7N

