
• 

• % attendance

• % attendance

• % 

• 

• 

• 

• 

• 

• 

Monitoring and follow up of attendance procedures as per our policy 

Absence 

Stage 1:  Absence reach 95% Issue warning letter 1 

Stage 2:  No improvement  Issue warning letter 2 

Stage 3:  No improvement Issue Meeting invitation letter  
Meeting with attendance lead, attendance officer, head teacher and family 
support to explore reasons. Offer help and support 

Stage 4: No improvement  Meeting with Local Authority Attendance Support Officer (Sue 
Montgomery) 
Penalty Notice or be referred for Statutory Intervention for poor 
attendance. 

Persistent Lateness 
Stage 1:  late 3 times Issue warning letter 1 

Stage 2:  3 x late again  Issue warning letter 2 

Continue to be late Meeting with attendance lead, attendance officer, head teacher and family 
support to explore reasons. Offer help and support 

Stage 4 -No improvement Meeting with Local Authority Attendance Support Officer (Sue 
Montgomery) 
Penalty Notice or be referred for Statutory Intervention for poor 
attendance 


