
 

 
 

 

  

Monitoring attendance half-termly: 

All children: 96% - 100% attendance – Pupils will receive a certificate.  

Stage 1: 90 – 95.9% attendance – You will receive a letter informing you of your child’s 
attendance and how many sessions they have missed.  

Stage 2: Below 90% attendance – You will receive a letter informing you of your child’s 
attendance and how many sessions they have missed. You will be provided with contact details 
of support you may wish to access.  

Stage 3: If attendance remains under 90% following a stage 2 support letter, then you will 
receive a stage 3 support letter. The letter will invite you to an Informal support meeting with the 
Family Support Worker or the Class Teacher to listen and understand barriers to attendance and 
agree how all partners can work together to resolve them.  

Stage 4: If attendance remains below 90% following a stage 3 support letter, then you will 
receive a stage 4 support letter. Where absence persists and voluntary support is not working or 
not being engaged with, a formal support meeting will take place with a member of the Senior 
Leadership Team or the Family Support Worker. A representative from the Local Authority may 
also attend this meeting to support your child’s attendance. An attendance plan will be created 
and reviewed every 20 school days.  

Stage 5: Legal action considered. Where all other avenues have been exhausted and support is 
not working or being engaged with, it may be necessary to enforce attendance through statutory 
intervention: a penalty notice in line with the National Framework for prosecution to protect the 
pupil’s right to an education.  

 

 

Monitoring attendance weekly: 

Any child who has attendance below 96% per week are recorded each week. Patterns are 
analysed each week to assess improvements or increased concerns. You may be contacted 

prior to a half term notice if we have concerns about your child’s attendance. 

 



 

These stages are not necessarily chronological; you may go immediately to stage 2 if your child’s aƩendance 
falls below 90%.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Child’s attendance falls below 96% 

Stage 1: You will receive a letter informing you of your child’s attendance and how many 
sessions they have missed. 

Child’s attendance improves 
and is now over 96%. 

School will continue to routinely 
monitor. 

Child’s attendance falls below 
90% 

Stage 2: Below 90% attendance – You will 
receive a letter informing you of your child’s 

attendance and how many sessions they 
have missed. You will be provided with 

contact details of support you may wish to 
access. 

Child’s attendance improves and is now 
over 90%. School will continue to routinely 

monitor through stage 1 processes until 
attendance is 96%. 

Child’s attendance continues to remain 
below 90% 

Stage 3: If attendance remains under 90% following 
a stage 2 support letter, then you will receive a stage 
3 support letter. The letter will invite you to an 
Informal support meeting with the Family Support 
Worker or the Class Teacher to listen and 
understand barriers to attendance and agree how 
all partners can work together to resolve them.  

Child’s attendance improves and is now over 
90%. School will continue to routinely 

monitor through stage 1 processes until 
attendance is 96%.  

Child’s attendance continues to remain below 90% 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Stage 4: If attendance remains below 90% following a stage 3 support letter, then you 
will receive a stage 4 support letter. Where absence persists and voluntary support is 
not working or not being engaged with, a formal support meeting will take place with a 
member of the Senior Leadership Team or the Family Support Worker. A representative 
from the Local Authority may also attend this meeting to support your child’s 
attendance. An attendance plan will be created and reviewed every 20 school days.  

Child’s attendance improves and is now over 
90%. School will continue to routinely 

monitor through stage 1 processes until 
attendance is 96%. 

Child’s attendance continues to remain 
below 90% 

Stage 5: Legal action considered. Where all other avenues have been exhausted and 
support is not working or being engaged with, it may be necessary to enforce 
attendance through statutory intervention: a penalty notice in line with the National 
Framework for prosecution to protect the pupil’s right to an education.  

 


