
A pupil’s attendance 
drops below 90% and 

consistently poor over a 
period of 8 weeks

Pastoral phone call is 
made to parent/carer 
advising of concern.

Letter 1 issued
@ 8 weeks

Parent/carer invited to a 
Team Around the Child 
meeting.  Targets and 

actions agreed and 
confirmed in writing.

Letter 2 issued
@ 12 weeks

Parent/Carer invited to 
2nd Team Around the 

Child meeting. Targets 
agreed and confirmed in 

writing.
Letter 3 issued

@ 16 weeks

School makes a referral 
to Children’s Reporter 

Administration. 
Parent/Carer informed 

in writing.
Letter 4 issued

@ 24 weeks

Does pupil’s attendance 
improve?

Does pupil’s attendance 
improve?

Does pupil’s attendance 
improve?

Does pupil’s attendance 
improve?

No further action.
Pupil’s attendance is 

monitored in line with 
NAC Policy

No further action.
Pupil’s attendance is 

monitored in line with 
NAC Policy

No further action.
Pupil’s attendance is 

monitored in line with 
NAC Policy

No further action.
Pupil’s attendance is 

monitored in line with 
NAC Policy
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School Attendance - Flowchart


