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Attendance falls below 97%.

Attendance Letter 1 sent home.

Does their attendance improve?

Attendance Letter 2 sent home. 

Parents invited in for a meeting and 
student placed on 4 week action 

plan. 

Does their attendance improve?

Attendance Letter 3 sent home. 

Parents invited to attend Governors 
Attendance Panel meeting. Student 

placed on 4 week action plan.

Does their attendance improve?

Attendance Letter 4 sent home.

Witness Statement will be prepared 
and submitted to Education Welfare 

Service for consideration for 
prosecution.

The Local Authority now have control 
over the case and will decide whether 

or not parents will face action over 
failing to ensure the child attends 

school regularly.

Improvement in attendance from this 
point onwards will present favourably 

and will still be encouraged and 
supported by the Academy.

No further action taken. 

Should attendance decrease in the 
future, the attendance process will 
not start from the beginning but will 

continue from this point.

No further action taken.

Attendance will continue to be 
monitored

No further action taken.

Attendance will continue to be 
monitored.


