












	
Absences and Monitoring Attendance
Reporting Absence: 
It is your responsibility to let the school know if your child is unable to attend. Please contact us by 8:30am on the morning of their absence.
You can report an absence by:
Calling the Main School Office on 01793 818606
Sending a text message
If no one answers your call, please leave a voicemail with your child’s name, class, and the reason for their absence.
If we do not receive a message from you, the office will contact you to find out why your child is not in school. If we are unable to reach you, we will call the other contacts listed on your child’s record. If we still cannot make contact, your child’s absence will be recorded as unauthorised.
Monitoring Attendance: 
Attendance is monitored carefully throughout the year. If your child’s attendance falls below 96% or if a pattern of absences becomes evident, you will be invited to meet with the school’s Attendance Lead to discuss possible support strategies.
If attendance does not improve following this meeting, the matter will be referred to the Education Welfare Team, which may lead to legal action being taken.













Please see the table below which outlines the schools process to Attendance:

	Attendance Stage 1
·  A Stage 1 letter is sent home raising concerns that attendance has fallen below DfE expectations and is being monitored 
· A Stage 1 letter should be considered at minimum below 93% and maximum below 96%. 
· If there is little or no improvement at next week’s monitoring progress to Stage 2.


	Attendance Stage 2
· Stage 2 letter sent home
· If the next week there is little or no improvement in attendance school will arrange a School Attendance Meeting (SAM) with parents to agree an action plan. Parents will be sent a written record of this meeting within 5 working days.
· If the parent does not attend the meeting, an opportunity will be given for a new date. On the second date the SAM will be held with or without the parent present.
· Attendance will be reviewed by school in 3 weeks. During this period no absence will be authorised without supporting medical evidence. Following the meeting it is normal practice to expect 100% attendance.
· If there is little or no improvement at the review, parents will be invited into school for a Review SAM where a revised plan is agreed. At this stage parents can be sent a Penalty Notice Warning Letter warning against future unauthorised absences within a set timeframe. See below for more information.

	Attendance Stage 3
· Referral to Education Welfare Officer (EWO)
· You may refer to the White Horse EWO earlier if a student has been at Stage 3 in a previous academic year 
· If following the Review SAM there is still no improvement in attendance, school may refer to their named Education Welfare Officer who will then arrange to meet with parents/carers.
· EWO will consider instigating legal proceedings by consulting/referring to the relevant Local Authority. 
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