[image: ]
ANNETTE STREET PRIMARY SCHOOL
Pupil Attendance Procedures
	OWNER
Head Teacher
	UPDATED
August 2026
	NEXT REVIEW
June 2029



1  Purpose
Regular attendance is essential to a child’s learning, wellbeing and safety. These procedures set out how attendance is monitored at Annette Street Primary School and the supportive, staged response we take when attendance gives cause for concern. They should be read alongside Glasgow City Council Management Circulars 5a and 5b.
2  Monitoring
A custom attendance report is produced on the first day of each month. From August to December we analyse any pupil whose attendance falls below 80%. From January to June the threshold rises to 90%, reflecting the fuller picture available by that point in the session.
3  Staged response
Where a concern is identified, we work through the stages below. At each stage the aim is to understand what is getting in the way and to put support in place. Improvements in attendance are always acknowledged in a letter to parents.
	Stage
	Action
	Detail

	1
	Phone call
	Contact is made with the parent or carer at the first instance of an attendance concern.

	2
	Letter to parent
	Letter 1 — attendance below the threshold.
Letter 2 — attendance improvement.
Letter 3 — attendance deterioration.

	3
	Support meeting
	If there is no improvement by the next review date, a meeting is arranged with the parent and child to discuss support. This may include pastoral support, nurture or the named person; an attendance plan; and timetable adjustments.

	4
	Warning period letter
	A warning period letter is issued and a further meeting arranged.

	5
	Referral to Social Work/SIIM/JST
	Where there is no engagement from parents or no improvement in attendance, a referral is made to SIIM/JST or Social Work for support 


4  Extended leave with parental permission
A parent wishing to request extended leave must contact the school office in the first instance to make an appointment with a member of the senior leadership team. A maximum period is agreed at that meeting, and parents are informed of what happens if the child does not return on time.
	Period
	Code
	What it means

	First 4 weeks
	EXL
	Extended leave with parental permission, up to a maximum of four weeks.

	Following 4 weeks
	ABS
	If the child does not return after the agreed period, a further four weeks is recorded as absence.

	Beyond that
	MIS
	If the child does not return and parents fail to contact the school, MC5 Missing in Education procedures are invoked.
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3  Support meeting  If there is no improvement by the next review date, a meeting is  arranged with the parent and child to discuss support. This may  include pastoral support, nurture or the named person; an  attendance plan; and timetable adjustments.  

4  Warning period letter  A warning period letter is issued and a further meeting arranged.  
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