
Attendance actions flow chart 

It is essential that communication home to parents regarding their child’s attendance is timely and  

that the systems in place are rigorous and followed consistently. 

 

The diagram below identifies the trigger points for communication with parents.  

 

 

 
One or more authorised / unauthorised 

sessions are missed within a week 
Letter 1 (authorised / unauthorised) 

sent home as soon as one session is 

missed within the week 

Attendance over the term drops below 

95% with or without authorisation  

This stage may be triggered twice before there is a progression to the next stage  

Several of these letters may be issued over the course of a year without triggering the next stage – less than 95% attendance = 

Letter 2 (authorised / unauthorised) 

ACTION: 

Pastoral Liaison Officer to interview 

student  

 

Attendance over the next two weeks 

following Letter 2 does not reach 95% 

representing 19/20 sessions 

Not including authorised absence 

Letter 3 (unauthorised) 

ACTION: 

Appointment made with EWO 

Formal Attendance Panel 

Attendance over the next two weeks 

following the Formal Attendance Panel 

does not reach 95% representing 19/20 

sessions 

Not including authorised absence 

Letter 4 (unauthorised) 

ACTION: 

Pastoral Liaison Officer to work 

collaboratively with the EWO to 

raise FPN 
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