
At the beginning of the school year 
 

Update and send home attendance information in tri-leaflet 
Newsletter reminder of expectations 

HOS arranges half-termly Attendance Panel meetings with DAS. 

Ongoing monitoring of attendance 
 

Weekly sharing of attendance data, Weekly attendance meetings, Weekly 
Attendance Phase competition, daily phone calls home from PW, fortnightly 

reminders on newsletter, termly ‘how good is my child’s attendance’ sent home, 
monthly register checks, persistent lates identified, SENCo track SEN children, 

DHT track PP children, PLs support with PAs in phase, termly review with 
Governors 

Attendance falls below 95% 
 

Liaison with Class teacher.  Check 
sibling attendance. 
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Attendance falls below 90% 
Liaison with PL.  Invite to meeting 

during weekly attendance meetings 
and send ‘Below 90%’ letter 

No improvement in attendance 
 

 Agree Attendance Panel date and 
send appropriate %  letter. 

Consider a referral to Health and 
Well Being Scheme with GP 

Decisions and actions from Attendance Panel 
 

Penalty Notices, legal action or other outcomes.  Consider Internal 
Fixed Penalty Notice issued from Governors 

ATTENDANCE FLOWCHART 

Send ‘Below 95%’ letter 

 
Agree review period 

Attendance meeting 
(PW/HOS) 

 

Agree review period 

Attendance Review meeting 
(PL/HOS) 

 

Agree further review period 

Attendance Panel meeting 
(PW/ HOS/ DAS / (Grange)) 

 

Agree outcomes and review 
period 

HOS= Head of School 
PL = Phase Leader 
PW = Pastoral Worker 
DAS= Dorset Attendance Service 
PA= Persistent Absentee 
DHT = Deputy Head 


