
Attendance Flowchart  
The below flowchart is to be used alongside Options Barton Attendance Policy 

 

 

 

 

 

  

Fortnightly attendance meetings between Headteacher and 
Attendance Lead 

Attendance below 86%  

Attendance Action Plan is started 

Attendance concern letter is sent home by attendance lead 
Sharing attendance below 86% 

A copy of the letter is forwarded to the school SENCO who informs 
the relevant local authority and virtual head if applicable 

No improvement 

Attendance continues to be monitored 

Further action is required 

In school 
pupil meeting In school pupil & 

parent/carer meeting 
Home 
visit 

Attendance improves 

No further action needed – Continue to 
monitor using attendance policy 

No improvement 

Action required 

Options dependant on individual pupil. Options could 
include – reduced timetable, intervention, counselling, 

resolving issues 

BEFORE any options can be put in place please see 
attendance lead 

 All actions/communication must be logged on the 
pupil’s individual attendance action plan. 

 Email action plan to; 
SLT (HM, CB, EW) 
DSL (EW) 
SENCO (CB) 
Pupil’s teacher –  
Pupil’s tutor –  

 Authorisation must be gained from the above list 
and final authorisation can only be given by the 
Head teacher (HM) 

 

 

 

No improvement 

Report to Head Teacher as failure to improve attendance will 
result in a referral to the Education Welfare within the local 

authority 

DSL 
Action 

SENCO  
Action 

Telephone 
call(s)to 

parents/carers 

Reduced Timetable 

The pupil must have home learning (or other 
agreed learning) on the days they are not in school - 
Liaise with Subject Leads and Quality of Education 
lead (CB) to arrange a suitable programme and 
monitoring system 

Action 
Plan 


