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Need unclear? →EHA 

Attendance review meeting. If progress is 

made-one more review meeting. No progress 

made-AL/SLT year group link to be involved-

shorter review time 

Legal Warning Letter (poor attendance) 

Inform & copy to L.A 

DoL & SPA assess situation & reason for absences.  

Home visit/Parental meeting... appropriate interventions. 

Consult Local Authority – Prepare 

chronology if ARC 

Report to Head, consider LA 

recommendations, agrees next step 

ARC Outcome may include: - PN 

Action Plan/ ESO or Penalty 

Notice/Prosecution 

When attendance improves 

send positive letter.  

Monitor closely for 

consistency and repeat steps 

if necessary. 

No improvement initiate formal 

Attendance Panel meeting. (SPO & DoL) 

DOL/SPO/Form Teacher - Supportive attendance 

discussion with student (& likely Parent). Record agreed 

targets. Review daily/weekly.  Home informed of 

successes. This must be recorded on student log 

LA led: Attendance Review 

Conference 

Child In Need or Safeguarding 

Plan in Place.  Attendance still a 

concern, contact L.A. Inclusion 

Officer 

Regular reviews/ Support, over 

3 month period - may contact 

LA Inclusion officer for 

guidance. 

Refer for specialist assessment 

or C.S. or other appropriate 

agencies 

Child NOT on school roll 

or carers state leaving 

to home educate 

contact LEA, Child 

Missing from Education 

Officer 

Child on school 

register but not seen - 

SAFEGUARDING 

CONCERN (Including if 

not seen for 5 days) 

INFORM DSL 

SAFEGUARDING 

If any concerns follow 

school procedures. 

 

Note:  Penalty Notices  

Must have Head teacher’s approval. 

A attendance action plan must be in place 

before a Penalty Notice. 

PN/prosecution considered following 

consultation with LA. 

Parent must have had sufficient previous 

warning of a penalty notice. 

Everyone with parental responsibility can be 

served a separate notice. 

Invite letter, hold meeting, set action 

plan, set review date for 4 weeks. 

. 

Parental responsibility Letters to all 

students at risk of PA including 

holidays. If no improvement send to 

initiate attendance action plan meeting 

Shared responsibility. Daily registration practice. Attendance promotion. First 

day responses. Interventions and informal meeting with student. ‘Red’ letter. 

Obstacles and needs identified 

EHA/ Needs Led Action 

Plan/TAF as appropriate. 

Students with good or improving attendance are rewarded and parents are informed. 

 

 

IF No fundamental obstacle to attendance 

initiate EHA - include LA 
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