
100% attendance to be encouraged and commended by all 

staff 

Attendance information to be shared in daily and weekly with  

year teams. Attendance discussed and tracked at fortnightly 

meetings with AO and HOY 

Termly letters to parents, certificates  and additional rewards 

as decided. 

94% attendance 

Student’s attendance is causing concern; no reasons have been 

provided or they are unsatisfactory. Send school letter 1. 

If absence due to illness/medical school letter M sent home. 

(If in term 1, attendance from term 6 to be reviewed prior to  

action) 

Attendance Intervention Flowchart 
Stage 1 

Managed by: Attendance Officer and Year Teams 

92% attendance 

No improvement in attendance send school letter 2. 

If attendance has improved, student’s attendance will continue 

to be monitored but no further action taken 

90% attendance 

Attendance has not improved 

Refer to stage 2 intervention 

100% attendance certificate 

sent home 

Termly (HOY) 

Annually (Principal) 

Daily unexplained absence 

text alert sent for those marked 

‘N’ after AM registers close  

with follow up call or email for 

non-response. 

 

(Phone call for vulnerable or 

LAC on day 1 and referral to 

SASS/social worker on day 2) 

 

If no contact has been made 

by a parent/carer by day 3 of 

absence, a home visit must 

take place-Attendance  

Officer to coordinate with 

HOY/AHOY 

Consider referral to safeguard-

ing team 

 

Consecutive 5th day       

absence:  

If 5 day absence recorded as 

‘I’, evidence of medical       

intervention should be       

requested from the parent/

carer by student services 

 

Arrange a visit to the home 

address  (consider referral to 

safeguarding team) 

Unresolved N codes 

Letter sent each week to chase 

N codes,  

 

N codes changed to ‘O’ if no 

reasons are provided by      

parents/carers within 1 week 

After 5 consecutive days 

absence, without contact 

from parent/carer or seeing 

the student-  the academy 

will report the child as miss-

ing (CME) from education to 

SASS 

Refer to HoY for stage 2 

Attendance to be reviewed every 5 weeks 

Case reviewed by Attendance 

Team 

Has all information regarding 

absences been logged? 

Has prior terms attendance 

been checked? 

Has letter 1 and 2 been sent? 

Has medical intervention     

evidence been requested if 

appropriate? 

Attendance at Guilsborough Academy is a whole school responsibility and it is our expectation that students attend school every day when the 

school is open. Students are expected to attend school, arrive on time and attend all lessons. 

Guilsborough Goal: For every student to achieve at least 96% attendance over the course of the school year 

 

Leave of Absence forms re-

quested by parents to excep-

tional circumstances to go to 

Principal/VP 

Consider requesting a Warning or Penalty Notice from SASS 



Attendance 90% and below 

 

Send referral to Head of Year to meet with pupil and discuss concerns 

and agree a student contract with targets and expectations 

Ensure attainment and progress in subjects is referred to and reviewed 

in the meeting 

Review in 2 weeks 

If attendance has not improved at 2 week review point 

Letter sent to invite parents to parenting contract meeting, to take 

place within 1 week where possible 

Parenting contract meeting 

Parent/carer and student should be present 

Include any other member of staff that may be involved in supporting 

the student (including outside agencies) 

Actions and review date to be agreed in the meeting, to be  dependent 

on the level of unauthorised absence and the progress since initial 

meeting . Consider use of Warning Notice or Penalty Notice 

Review of parenting contract 

If attendance has improved and actions successful, review in a further 

2 weeks. Send parents a letter acknowledging improvement and          

advising new review date. 

If there has been further unauthorised absence despite actions and 

interventions refer to SASS (Stage 3) 

Send letter to parents advising them of referral to SASS 

Refer to Stage 3 

Attendance at Guilsborough Academy is a whole school responsibility and it is our expectation that students attend school every day when the 

school is open. Students are expected to attend school, arrive on time and attend all lessons. 

Guilsborough Goal: For every student to achieve at least 96% attendance over the course of the school year 

 

Attendance Intervention Flowchart 
Stage 2 

Managed by: Head of Year 

If absence is due to  

anxiety/medical needs 

discuss possible inter-

ventions with VP 

Consider referral to out-

reach/part-time timetable 

if not already involved 

If parent does not attend 

the meeting, send ‘did 

not attend’ letter 

Enclose the parenting 

contract and meet with 

the students to discuss 

and agree action 

 

Arrange a home visit  if 

students absence is of 

concern and there has 

been no contact from the 

parent/carer 

Continue to implement 

support strategies and 

interventions 

 

 Continue to contact the 

parent by telephone or 

text to advise of        

absences 

 

Discuss strategies with 

tutor and in pastoral 

briefings 

 

Request home visit from 

safeguarding team when 

necessary 

Liaison with supporting 

outside agencies 

 

Check thresholds and 

pathways for EHA 

 

Identify any further           

support as required 

 

Monitor and document 

all actions and            

improvements or further 

unauthorised absences 

Consider requesting 

penalty notice from 

SASS for irregular at-

tendance.  AO/VP to 

refer 

 

Ensure you have: 

Completed contact form 

Attendance certificate 

(no N codes) 

Evidence of PN warning 

to parents  

Evidence of actions e.g. 

letters, note of meetings, 



Referral to Local Authority 

Ensure all evidence of the Academy’s actions are fully documented 

and in chronological order 

Await confirmation of referral and date of Attendance Panel Meeting 

Attendance Panel Meeting 

 

AO/VP to attend the Attendance Panel Meeting with the evidence in 

regards to the students irregular attendance 

AO/VP to contribute to the meeting and agree actions 

Take forward on return to the Academy with assistance from HoY/

AHoY team 

Review of Attendance Panel Meeting 

 

Liaise with Local Authority to establish whether the parent(s) are to be  

prosecuted for a offence under Section 444 1/1A of the Education Act 

1996, or whether they will be applying for and Education Supervision 

Order 

If the pupil continues to have unauthorised absences from the              

Academy the intervention process with begin again  

Return to stage 2 and send out letter advising of home visit  

Attendance Intervention Flowchart 
Stage 3 

Managed by: Attendance Officer/Vice Principal/SASS 

Student contract to be 

agreed with clear actions 

and expectations 

 

Regular reviews of   

contract 

 

Record and document all 

meetings/contract     

reviews 

 

Continue to implement 

support strategies and 

interventions 

 

 Continue to contact the 

parent by telephone or 

text to advise of        

absences 

 

Discuss strategies with 

tutor and in pastoral 

briefings 

 

Liaison with supporting 

outside agencies 

 

Check thresholds and 

pathways for EHA 

 

Identify any further           

support as required 

 

Monitor and document 

all actions and            

improvements or further 

unauthorised absences 

Possible Trustees Meet-

ing arranged 

Attendance at Guilsborough Academy is a whole school responsibility and it is our expectation that students attend school every day when the 

school is open. Students are expected to attend school, arrive on time and attend all lessons. 

Guilsborough Goal: For every student to achieve at least 96% attendance over the course of the school year 

 


