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Introduction
This policy sets out Malton School’s expectations for attendance and punctuality.

Reqgular attendance is essential for students to achieve their full potential, to ensure safeguarding
and maintain equality of opportunity. For students to gain the greatest benefit from their education
it is vital that they attend school regularly, unless the reason for the absence is unavoidable.

School attendance is subject to various education laws, and this attendance policy adheres to the
laws and guidance by North Yorkshire County Council Educational Social Services.

Where this policy refers to a parent, it refers to the adult the school and/or local authority decides is
most appropriate to work with including all natural parents, whether they are married or not, all
those who have parental responsibility for a child or young person and those who have day-to-day
responsibility for the child (i.e. lives with and looks after them).

Legislation and guidance

This policy complies with:
o Education Act 1996 (sections 444, 444A)

e Education (pupil registration) (England) Regulations 2006 as amended
e DfE Guidance: School Attendance (2022, updated 2025)

o Keeping Children Safe in Education (2024)

Aims

This policy aims to show our commitment to meeting our obligations with regards to school
attendance, including those laid out in the Department for Education’s (DfE’s) statutory guidance on
working together to improve school attendance (applies from 19 August 2024), through our whole-
school culture and ethos that values good attendance, including:

e Setting high expectations for the attendance and punctuality of all pupils
Promoting good attendance and the benefits of good attendance
Reducing absence, including persistent and severe absence
Ensuring every pupil has access to the full-time education to which they are entitled
Acting early to address patterns of absence
Building strong relationships with families to make sure pupils have the support in place to
attend school

We will also promote and support punctuality in attending lessons.

Definitions
Term Meaning
Authorised absence Absence approved by the school (eg. lliness, medical appointments,
exceptional family circumstances)
Unauthorised absence Absence not approved (eg. Truancy, holidays during term time

without permission, late arrival after registers close)
Persistent Absence (PA) Attendance at or below 90%

Late (before register | Arrival after 8:45am but before 9:15am

close)
Late (after register close) | Arrival after 9:15am

Why regular attendance and punctuality is so important:

For a child to reach their full educational achievement a high level of school attendance is essential.
There is also clear evidence of a link between poor attendance at school and low levels of
achievement.
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. Only 12% of pupils with below 80% school attendance achieve 5 or more GCSEs at Grades 4
to 9 including English and Maths.

. 68% of pupils with attendance greater than 95% achieve 5 or more GCSEs at Grades 4 to 9
including English and Maths.
. Good attendance at school shows potential employers that a young person is reliable.

Malton School is committed to delivering an education of the highest quality for all students and
providing an environment where all feel valued and welcome. Every child has the right to access
education, and both parents and teachers share the responsibility for supporting and promoting
excellent school attendance and punctuality.

The Headteacher (or someone authorised by them), local authority or the police can fine parents for
the unauthorised absence of their child from school, where the child is of compulsory school age, by
issuing a penalty notice. If the school issues a penalty notice, it will check with the local authority
before doing so and send it a copy of any penalty notice issued.

Before issuing a penalty notice, the school will consider the individual case, including:

«  Whether the national threshold for considering a penalty notice has been met (10 sessions am
or pm (equivalent of 5 days) of unauthorised absence in a rolling period of 10 school weeks)

. Whether a penalty notice is the best available tool to improve attendance for that pupil

. Whether further support, a notice to improve or another legal intervention would be a more
appropriate solution or has been previously given.

. Whether any obligations that the school has under the Equality Act 2010 make issuing a penalty
notice inappropriate

A penalty notice may also be issued where parents allow their child to be present in a public place
during school hours without reasonable justification, during the first 5 days of a suspension or
exclusion (where the school has notified the parents that the pupil must not be present in a public
place on that day).

Promoting Regular Attendance:

Helping to create a pattern of regular attendance is everyone’s responsibility — parents, students and
all members of staff at Malton School.

Malton School celebrates attendance for our students through a variety of means including
certificates and badges, fortnightly prize draws in assembly, weekly attendance house points, V2
termly rewards assemblies and Key Stage celebration evenings.

Parents can be kept informed of daily and weekly student attendance, via the MyChildAtSchool app
and attendance information is also included within the assessment reports which are sent home three
times a year.

Regular monitoring of attendance

The Pastoral Team monitors the attendance of students daily. This enables the identification of
patterns of absence and the systematic checking of potentially vulnerable groups of students as
required such as Pupil Premium, SEND, EAL, LAC, Year groups, Boys/Girls and Persistent absentees.

The school will:

e Analyse attendance and absence data regularly to identify pupils, groups or cohorts that need
additional support with their attendance and provide targeted support as required.

¢ |dentify pupils whose absences may be a cause for concern, especially those who demonstrate
patterns of persistent or severe absence and develop targeted actions to address this.

e Conduct thorough analysis of half-termly, termly, and full-year data to identify patterns and
trends.

e Look at historic and emerging patterns of attendance and absence and then develop
strategies to address these patterns.
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e Provide regular attendance reports to outside agencies and pastoral staff to facilitate
discussions with pupils and families, and to the governing board and school leaders (including
special educational needs co-ordinator, designated safeguarding lead and pupil premium
lead).

e Use data to monitor and evaluate the impact of any interventions put in place in order to
modify them and inform future strategy.

o Share information and work collaboratively with other schools in the area, local authorities
and other partners where a pupil’'s absence is at risk of becoming persistent or severe,
including keeping them informed regarding specific pupils, where appropriate.

e Attendance Information will be reported regularly to Governors and specific pupil attendance
information is also regularly shared with the DfE.

Data is collected and published at national and local authority level through the DfE's school absence
national statistics releases. The underlying school-level absence data is published alongside the
national statistics.

Roles and responsibilities

The Attendance Lead will oversee, direct and co-ordinate attendance and will ensure the attendance
policy is applied throughout the school.

If a student absence is frequent or continuous, except where a child is clearly unwell with medical
evidence, staff will discuss with parent/careers the need and reasons for their child’s absence and
will encourage them to keep absences to a minimum. The decision whether or not to authorise an
absence will always rest with the school.

Responsibilities of the Headteacher Designated Attendance Lead:

o The implementation of this policy at the school

e Supporting staff with monitoring the attendance of pupils

e Monitoring school-level and individual absence data and reporting it to SLT

e Benchmarking attendance data and monitoring the impact of any implemented attendance

strategies

Issuing fixed-penalty notices, where necessary

e Supporting the Head of Inclusion in working with the parents/carers of pupils with special
educational needs and/or disabilities (SEND) to develop specific support approaches for
attendance for pupils with SEND.

e Communicating with the local authority when a pupil with an education, health and care plan
(EHCP) has falling attendance, or where there are barriers to attendance that relate to the
pupil’s needs

e Sharing information from the school register with the local authority, including:

o Notifying the local authority when a pupil’s name is added to or deleted from the
school admission register outside of standard transition times

o Providing the local authority with the details of pupils who fail to attend school
regularly, or who have been marked with an unauthorised absence for a continuous
period of 10 school days

o Providing the local authority with the details of pupils who the school believes will
miss 15 days consecutively or cumulatively because of sickness

e Leading and improving attendance across the school
Establishing and maintaining effective systems for tackling absence, and making sure they are
followed by all staff

o Development of strong and productive relationships with pupils, parents/carers and external
agencies including communicating the school’s high expectations for attendance and
punctuality regularly.

e Creating intervention, reintegration plans and delivering targeted support in partnership with
pupils and their families.
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The designated Attendance Lead responsible for attendance is Mrs D Johnson and can be contacted
via email to dmj@malton.pmat.academy

Responsibilities of the Attendance officer:

e Monitoring individual and whole school attendance data.

Working with Early help and the Local Authority to tackle persistent absence.

Providing regular attendance reports and reporting concerns about attendance.

Ensuring that the correct attendance codes are applied to all absences.

Operating the attendance ‘triage’ system for students with 3 consecutive absences or more.
Reporting attendance absence patterns to relevant members of staff as a proactive measure.

The attendance officer is Miss S Scotter and can be contacted via email on:
sxs@malton.pmat.academy or via telephone on: 01653 605303.

Responsibilities of teaching staff:

e Ensure that all students are registered accurately within the first 10 minutes of a
lesson/registration period. Where the electronic registration system (MIS) is not available, a
paper register should be completed and sent to reception. Persistent failure to complete an
accurate student register may be dealt with through the school’s disciplinary processes.
Promote good attendance with students at all appropriate opportunities

Liaise with the pastoral team on matters of attendance and punctuality.

Communicate any concerns to the pastoral team.

Support students with absence to engage with their learning when they return to school,
especially if they have been absent for long term.

Responsibilities of students:

e Attend every day unless they are ill or have another authorised absence.

e Arrive in school on time.

e Attend lessons and registration on time.

e Take responsibility for registering at reception if they are late or needing to leave the school
site for appointments during the day.

Responsibilities of parents/carers:

e Inform the school on each day of absence via the attendance line (01653 605303) before
8.30am.

e Support their child in aiming for 100% attendance each year.

¢ Avoid taking their child out of school for non-urgent medical appointments. Where this is not
possible liaise with pastoral staff in advance.

e Only request leave of absence if it is for an exceptional circumstance. Please note that under
most circumstances any absence will be unauthorised.

e Liaise with Head of Year regarding any support in maintaining strong pupil attendance.

Procedures for recording attendance at Malton School:

Class registers are taken during every lesson, however the legal register is updated twice daily, as
absence from school must be classified by the school, as either Authorised or Unauthorised.

Reporting Student Absence:

Where a child is not attending school, it is considered a safeguarding matter. When a student is
absent from School the school must be notified no later than 08:30am on each day of absence via
telephone on (01653) 605303.
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The attendance line has an answering phone service and as such a message can be left at any time.
The message left should include:

e Student name.
e Student form.

e Reason for absence.

e Anticipated return date.

Where students have been identified as “persistent absentee” (students with less than 90% absence)
the school may request evidence in order to authorise any absence - for example a medical note or
a doctor’s appointment card.

Failure to report absence will be followed up by the school Attendance Officers “First Day Call/text”.

First Day Absence Call:

Malton School operates a “first day call” system. This will mean that all parents/carers can be
expected to be contacted on the first day of any absence if the school has not been previously
informed, via the attendance line.

Where contact has been attempted but no reply is received and absence continues, attendance
procedures will be implemented which may include:

e Attempts to contact via phone and email will be made each day.
¢ Informing the relevant Head of Year.

e Letters sent home.

e Early Help team may be informed.

Where absence has been reported a courtesy message is sent home to confirm the recorded absence.
The message will read ‘This is to confirm that we have received communication to say (student) will
be absent from school for either the full day or part of it. If this is incorrect, please contact the school
(01653 605303)".

Unauthorised absences are those which the school does not consider reasonable or exceptional and
for which no ‘leave’ has been granted. This type of absence can lead to the involvement of
Educational Social Services using sanctions and/or legal proceedings. This includes:

Students being kept off school unnecessarily

Truancy before or during the school day

Absences which have never been properly/appropriately explained
Students who arrive at school after registration has closed
Shopping trips, looking after siblings or other children or birthdays
Day trips and holidays in term time which have not been agreed.

In the Sixth Form absence for the following reasons will be authorised:

Driving Test and Theory Test (not during a planned lesson and where proof is shown)
University Open Days
University interview

Medical appointments (should be during free periods and not during lesson time unless
unavoidable)

Absence will not be authorised for the following reasons:

e Driving Lessons

Signing out

In order for a student to be signed out of school we must have received a phone call or email from
a parent/carer with a reason for the absence in advance. The communication will be verified using
our school system.
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At the appropriate time and upon leaving a lesson, the student must sign out at Reception. Students
will be issued with a signing out slip which they must carry with them, as it confirms they are
authorised to be out of school on the date and time specified.

Students who are feeling ill must report to reception for support rather than contacting home directly
themselves. Where it is deemed necessary for a student to be sent home, reception staff will contact
home to coordinate this.

The Attendance Officer will monitor the signing in and out of students and inform the pastoral team
of any concerns regarding repeat offenders/regular users.

How we manage lateness/punctuality

The school day starts at 8.45am and all students are expected to be in school at this time to avoid
being recorded as late. Morning registers are opened at 8.45am and close at 9.15am. Any student
arriving after 8.45am must sign in at reception.

The register for the second session is taken at 13.45pm and closes at 14.15pm.

Where punctuality is a concern, school will start attendance procedures. Ongoing and repeated
lateness of a student is considered as unauthorised absence and can therefore be subject to legal
action.

The school day ends at 3.15pm on a Monday, Tuesday, Wednesday and Friday, with a later finish
time of 4.25pm on a Thursday.

Persistent and Severe absence

Reducing persistent and severe absence is central to the school’s strategy for improving attendance.
The school will:

e Use attendance data to find patterns and trends of persistent and severe absence.

o Consider potential safeguarding issues and, where suspected or present, address them in line
with Keeping Children Safe in Education.

o Hold regular meetings with the parents of pupils who the school (and/or local authority)
considers to be vulnerable or at risk of persistent or severe absence, or who are persistently
or severely absent, to:

o Discuss attendance and engagement at school

o Listen, and understand barriers to attendance

o Explain the help that is available

o Explain the potential consequences of, and sanctions for, persistent and severe
absence

o Review any existing actions or interventions

e Provide access to wider support services to remove the barriers to attendance, in conjunction
with the local authority, where relevant.

e Consider alternative support that could be put in place to remove any barriers to attendance
and re-engage these pupils. In doing so, the school will sensitively consider some of the
reasons for absence.

¢ Implement sanctions, where necessary.

Strategies to help persistently absent students and their parents may include additional support
through Learning/Pastoral Mentor, Parent Support Advisors, Targeted Youth Support, individual
incentive programmes and participation in group activities focused on raising attendance levels.

Students who fail to attend school regularly or continue to have broken weeks will be dealt with
according to the following procedures:

o The Attendance Officer will highlight concerns to the appropriate Head of Year.
o Letter 1 'below 92%' attendance sent home.
o Letter 2 below 90% (PA) letter sent home.
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o Letter 3 Persistent Absentee letter sent home (optional)

e Letter 4 Initial Warning letter sent home and 10-day monitoring period initiated.

e |If Absence continues an Attendance Panel meeting will be held with parents and student to
formulate an action plan. If parents do not attend this meeting an Action Plan will be written
with the student concerned and a copy sent to the parents.

e Attendance panel review meeting will be held after 20 days’ worth of monitoring.

o If a student meets or exceeds their attendance target set in the 20 days, there will be
no further action needed but attendance will continue to be monitored.

o Ifitfails to improve however, or the agreed actions are not followed, then a fast-track
referral will be made through the NYCC Formal Attendance PACE caution procedures.
These procedures can lead to the prosecution of parents.

Home Visits

A home visit by the Early Help or school pastoral team may be made as required and at the discretion
of the school, to ascertain the whereabouts of a student who has failed to attend school. The Early
Help service or pastoral team will attend the student’s home and make contact with the occupants,
leaving a “Notice of Visit” form where this has not been possible.

Code C: Leave of absence for exceptional circumstance

All schools are able to grant a leave of absence at their discretion. A leave of absence however should
not be granted unless there are exceptional circumstances.

Schools must judge each application individually considering the specific facts and circumstances and
relevant background context behind each request. Any such request should be made in advance by
a parent/carer that the pupil normally lives with (or by the pupil if they will be over compulsory
school age by the time of the absence). Where a leave of absence is granted, the school will
determine the number of days a pupil can be absent from school. A leave of absence is granted
entirely at the school’s discretion.

Generally, a need or desire for a holiday or other absence for the purpose of leisure and recreation
would not constitute an exceptional circumstance.

This code is classified for statistical purposes as authorised absence.

Notices to improve

If the national threshold has been met and support is appropriate, but parents do not engage with
offers of support, the school may offer a notice to improve to give parents a final chance to engage
with support.

Notices to improve will be issued in line with processes set out in the local code of conduct for the
local authority area in which the pupil attends school.

They will include:

e Details of the pupil’s attendance record and of the offences.

o The benefits of regular attendance and the duty of parents under section 7 of the Education
Act 1996.

o Details of the support provided so far.

Opportunities for further support, or to access previously provided support that was not
engaged with.

e A clear warning that a penalty notice may be issued if attendance doesn’t improve within the
improvement period, along with details of what sufficient improvement looks like, which will
be decided on a case-by-case basis.

e A clear timeframe of between 3 and 6 weeks for the improvement period.

The grounds on which a penalty notice may be issued before the end of the improvement
period.
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Penalty notices

The Headteacher (or someone authorised by them), local authority or the police can fine parents for
the unauthorised absence of their child from school, where the child is of compulsory school age, by
issuing a penalty notice. If the school issues a penalty notice, it will check with the local authority
before doing so and send it a copy of any penalty notice issued.

Before issuing a penalty notice, the school will consider the individual case, including:

e Whether the national threshold for considering a penalty notice has been met (10 sessions of
unauthorised absence in a rolling period of 10 school weeks).

e Whether a penalty notice is the best available tool to improve attendance for that pupil.

e Whether further support, a notice to improve or another legal intervention would be a more
appropriate solution.

e Whether any obligations that the school has under the Equality Act 2010 make issuing a
penalty notice inappropriate.

Each parent who is liable for the pupil’'s offence(s) can be issued with a penalty notice, but this will
usually only be the parent/parents who allowed the absence.

The payment must be made directly to the local authority. If the payment has not been made after
28 days, the local authority can decide whether to prosecute or withdraw the notice.

If issued with a first penalty notice, the parent must pay £80 within 21 days, or £160 within 28 days.
If a second penalty notice is issued to the same parent in respect of the same pupil, the parent must
pay £160 if paid within 28 days.

A third penalty notice cannot be issued to the same parent in respect of the same child within 3
years of the date of the issue of the first penalty notice. In a case where the national threshold is
met for a third time within those 3 years, alternative action will be taken instead.

A penalty notice may also be issued where parents allow their child to be present in a public place
during school hours without reasonable justification, during the first 5 days of a suspension or
exclusion (where the school has notified the parents that the pupil must not be present in a public
place on that day). These penalty notices are not included in the National Framework, not subject to
the same considerations about support being provided, and do not count towards the limit as part
of the escalation process.

In these cases, the parent must pay £60 within 21 days, or £120.

Teenage Pregnancy:

In the unlikely event of a student pregnancy, the school must be informed at the earliest possible
convenience. The school is obliged to make a referral to the Early Help team.

The Early Help team will then be responsible for ensuring that the student has access to a wide variety
of advice, guidance and support from Health, Social Services and the voluntary sector. The school will
then meet with the student and parents and discuss the needs and requirements of that student. A
Key Worker will be identified at this meeting and where needed modifications to the timetable may
be made and various other considerations taken.

This will be dealt with in the strictest confidentiality.

Removing students from school registers:
Students can only be removed from school registers if:
e The student has left the school.

e The student has died.
e The student has been permanently excluded.
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There are 20 days’ continuous absence without good reason, and both the school and NYC
have tried unsuccessfully to locate the student.

The student has completed compulsory education.

The student has transferred to another school.

The student has been withdrawn to be educated outside of the school system.

The student is in custody for more than 4 months.
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Appendix 1: Attendance codes

Register

Code Description Scenario
/ Present AM Pupil is present at morning registration
\ Present PM Pupil is present at afternoon registration
L |Late (before registers closed) marked as present [Pupil arrives late before register has closed

Attending a place other than the school

Attending education provision arranged by the

Pupil is attending a place other than a school at which they

K llocal authority are reglstergd, for educational provision arranged by the
local authority
B rding an educational visit or trip Pupil is on an educational visit/trip organised or approved
by the school
e . . Pupil is participating in a supervised sporting activity
P Participating in a sporting activity approved by the school
W  [Attending work experience Pupil is on approved work experience placement
B Attending any other approved educational Pupil is attending a place for an approved educational
activity activity that is not a sporting activity or work experience
D Dual registered Pupil is attepdlng a session at another setting where they
are also registered
Absent - leave of absence
. . Pupil has been granted a leave of absence due to
C Exceptional circumstances . .
exceptional circumstances
Leave of absence for the purpose of Pupil is undertaking employment (paid or unpaid) during
C1 |participating in a regulated performance or school hours, approved by the school
|undertaking regulated employment abroad.
2 Leave of absence for a compulsory school age Pupil is not in school due to having a part-time timetable
pupil subject to a part-time timetable
M Authorised absence due to medical/dental Pupil is at a medical or dental appointment
appointments
Leave of absence for the purpose of attending |Pupil has an interview with a prospective
J1  [an interview for employment or for admission to [employer/educational establishment
another educational institution
S Authorised absence due to study leave Pupll_ has begn g_ranted leave _of absence to study for a
public examination (only applicable to Year 11 students)
X Not required to be in school Pupil of nt?n—compulsory school age is not required to
attend (6™ form only)
Absent - other authorised reasons
| lliness (not medical or dental appointment) Pupll_ is unable to attend due to illness (either related to
physical or mental health)
Authorised absence as pupil is excluded or Pupil has been suspended or excluded from school and no
E suspended alternative provision has been made (first 5 days)
R [|Authorised absence due to religious observance Pupil is taking part in a day of religious observance
Pupil is a ‘mobile child” who is travelling with their
T  |Parent travelling for occupational purposes parent(s) who are travelling for occupational purposes

Absent - unable to attend school because of unavoidable cause
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Lack of access arrangements

Pupil is unable to attend school because the local authority
has failed to make access arrangements to enable
attendance at school

Y1

Transport not available

Pupil is unable to attend because school is not within
walking distance of their home and the transport normally
provided is not available

Y2

Widespread disruption to travel

Pupil is unable to attend because of widespread disruption
to travel caused by a local, national or 21 international
emergencies

Y3

Part of school premises

Pupil is unable to attend because they cannot practicably
be accommodated in the part of the premises that remains
open

Y4

Whole school site unexpectedly closed

Every pupil absent as the school is closed unexpectedly
(e.g. due to adverse weather)

Y5

Criminal justice detention

Pupil is unable to attend as they are:

e In police detention

e Remanded to youth detention, awaiting trial or
sentencing, or

e Detained under a sentence of detention

Y6

Public health guidance or law

Pupil’'s travel to or attendance at the school would be
prohibited under public health guidance or law

Y7

Any other unavoidable cause

To be used where an unavoidable cause is not covered by
the other codes

Absent — unauthorised absence

Holiday not granted by the school

Pupil is absent for the purpose of a holiday, not approved
by the school

Reason for absence not yet established

Reason for absence has not been established before the
register closes

Absent in other or unknown circumstances

No reason for absence has been established, or the school
isn't satisfied that the reason given would be recorded
using one of the codes for authorised absence

Arrived in school after registration closed

Pupil has arrived late, after the register has closed but
before the end of session

Administr

ative codes

Prospective pupil not on admission register

Pupil has not joined school yet but has been registered

Planned whole school closure

\Whole-school closures that are known and planned in
advance, including school holidays
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Appendix 2: Attendance Intervention System

—_—
Falling Attendance Figures
Attendance Concerns
Student below 95%

Form Tutor informed by attendance

FORM TUTOR MONITORING

Recorded conversation with student logged on cpoms
Attendance monitored over half a term with ongoing student conversations and BROMCOM monitering regarding any further

absence
Student falls below 92% - form tutor informs attendance and letter 1 sent — below % letter
Attendance monitored by form tutors and regular discussions taking place

No improvement / Decreasing attendance figures / Improvement made but still below 92% Improvement made & above 92%
Fallen below 30% *  Remain on Tutor monitoring *  No further involvement
*  Move to HOY monitoring ¢ Progress letter sent *  Progress letter sent

o Attendance send letter 2 below 50% letter

HOY MONITORING
* Recorded Meeting arranged with HOY to discuss concerns — logged on CPOMS
» Attendance monitored over half aterm
+  Weekly phone calls for any students absent in the monitoring period

-~

. Improvement made still below 90% Improvement made & above 90%
R ’“‘"_’E Call home o Callhome & progress letter
S s S Student remains on HOY monitoring sent
* Phom_a Eallhonel s Unsuccessful 2™ monitoring period = escalation to ¢  Returnto FT monitoring
explain next steps

initial warning

v .

Start of formal process
» letter3 sentby attendance — initial warning — must be sent 1** class and by email
* 10day monitoring period
»  Weekly phone calls by HOY for any students absent in the monitoring period (logged on CPOMS)

) v 7
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N
( Start of formal process

»  Letter 3 sentby attendance— initial warning— must be sent 1* class and by email

* 10 day monitoring period
. Weekly phone calls by HOY for any students absent in the monitoring period (loggedon CPOMS) J
P # % 3

Any absences during 10-day monitoring Improvement Made

s Included in 5PT meeting s Callhome & progress letter sent

*  Letter 4-Invite to panel meeting with Attendance lead »  Returnto HOY monitoring for an agreed period or until
L sentby attendance lead sent 1% class and emailed above 90% )

v

e

SPT Meeting \
Discussion around the studentand any mitigation

Attendance panel meeting 1
Meeting and action plan logged formally on county paperwork and logged on cpoms,
Paperwork emailed and posted 1 class to parent— |letter 5a or 5b (dependent on parent attendance)
20-day monitaring period with review meeting setand agreed
Director monitoring and weekly discussions with student and phone calls home— logged on cpoms
Attendance panel review meeting 1

Meeting held and discussion around improvements made or absences still occurring
Agreed actions logged on county paperwork and cpoms — letter 5a or 5b dependent on parent attendance
Action plan sent to parent electronicallyand via 1 class

20 day maonitoring period )

NO improvement made/parent not attended review meeting

Improvement Made

o Callhome & Required level of attendance letter (letter 8] set.

- : .
SEE e R Ty T L E ®  Remainon Directors monitoring or returnto HOY as appropriate

SPT Meeting
Discussion to share county escalation
Evidence collated by Attendance lead
Parentinformedby Director that the concemns are being escalated to a PACE meeting

Letter 1 — below 5% letter
Lesttaar I — boesliovws OOSE lstteer

Letter 3 - initial warning |ettar

Paperwork sent to county enforcement by Attendance lead Litter d — Irwite: tn panel meeting letter

Letter 54— Artended panel mesting letter and action plan
Letter Sh - Not attended panel meeting letter and action plan

Legal proceedings continue

Attednance lead inform SPT and HOY of updates and outcomes Letter b - Required beel of attendance lotter reached
Progress letter - Attendance progress made and monitoring letber
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