Attendance plan – King Edward VI School
	Action
	By whom (title or staff initials)
	How often
	Comments

	Tighten up on late arrivals to lessons
	Tutors/Head of College (HoC)

	Daily by session
	Students can only arrive at a lesson with a late slip (this ensures they are registered) or a note in their planner from the member of staff concerned. All late students must be marked with an L in the register and number of minutes late.

	Contact parents to inform about late detentions
	HoC
	Daily
	Administered by HoC



	Use Callparent or email to parents when students arrive in school late (to establish reason)
	Member of staff responsible
	Daily
	Reason to be established

	N codes reconciled and letter sent to parents to reinforce message that absence must be phoned in daily in order to authorise absence
	Member of staff responsible
	Daily
	Using Truancy Call software

N code can remain for up to two weeks; it is then changed to an O (unauthorised) by [staff name]

	Safeguarding: all staff to notify reception immediately if a student fails to arrive at a lesson, when they are marked present at the previous session.
	All teachers
	Every session
	Student to be sent to reception with note and/or email sent.

	% attendance written into planner weekly by all students. School targets printed in front of planner 
	Tutors
	Weekly on chosen day – e.g. Fridays by ALL tutor groups
	Target to be inserted into planner
[Staff name] to provide data for tutors

	Registration monitoring – spot checks/late gates
	HoC/Senior Leadership Team (SLT)
	Weekly
	Monitoring forms. SLT to monitor that tutors are entering registers correctly. Late report sent weekly to HoC for detentions to be set.

	N Codes reconciled weekly – letter to parents to reinforce message that absence must be phoned in daily
	Member of staff responsible
	Weekly
	Use text rather than letters as quicker (allow replies)

	Targeted monitoring/mentoring of students in 92 – 88% attendance (amber category). Attendance Monitoring Plan put in place. Possible Attendance Report Cards with % put on weekly – to enable improvements to be seen?
	HoC/

Member of staff responsible
	Fortnightly until end of Spring term
	Assembly PowerPoint/praise/reward improved students
Graph in staff bulletin and provided for HoC by [staff name]
Attendance Monitoring Plan in place by HoC

	Return to school discussion with all students in amber category if absent in the previous week
	Tutors/HoC
	Weekly
	A brief return to school discussion needed to check on students’ conditions and ensure that they know that they ought not to have any more time off!

	Targeted monitoring/mentoring of students with 88% - 85% (red category)

	Members of staff responsible/
SLT College links?
	Fortnightly
	SLT will need to allocate time to this

	College meetings regarding attendance figures. 
	Tutors/HoC
	Half-termly
	Dialogue with tutors to discuss actions and progress on improving tutor group attendance. HoC and Tutors monitor attendance figures for their college/tutor group

	Letter 1 for all students with 95% or less
	HoC/tutors/member of staff responsible
	As required
	Students targeted when no known or valid reason is given for their absence. Tracking sheets completed by HoC.



	Letter 2: PA warning letter for Amber students (93% - 88%)
	HoC/member of staff responsible
	As required (first letters going out straight after first half term)
	To be followed by fortnightly monitoring. Tracking sheets completed by HoC.

	Letter 3: Possible School Attendance Meeting or legal intervention threatened
	HoC/member of staff responsible
	As required
	Tracking sheets completed by HoC.

	Letter to be sent to GP for irregular absences, requesting investigation and/or confirmation of illness
	HoC/member of staff responsible
	As required
	Standard letter to be acquired for this

	Education Welfare Officer (EWO) intervention at 88% with unauthorised absences only
	HoC/member of staff responsible
	As required
	EWO intervention as required

	Rewards:

See separate sheet
	
	Rewards Assemblies as per published rota
	 Budget to be secured to fund rewards for attendance ([staff name])

	Governor’s Attendance Panel (early intervention work)
	Member of staff responsible
	Half-termly
	Preventative, used as part of the Attendance Monitoring Plan. Dates fixed on school calendar.

	Information to parents to raise awareness

Possible attendance by EWO at transition evening?
	HoC/member of staff responsible
	Half-termly
	Leaflet to parents at parents’ evenings (summer term only: Year 9 to receive parent mail leaflet). Year 8 – 9 transition evenings. School magazine to highlight 100% achievers. School screens to show target attendance grade and information. Letter home to parents

	Professional development days – staff training
	Member of staff responsible
	Termly
	Raising awareness of attendance issues and strategy

	Meetings with EWO
	Member of staff responsible HoC
	Weekly/fortnightly
	Meetings set into timetables to ensure that they happen
Fast-track dates set up on school calendar to ensure momentum.

	School target of 96.4% put onto everything
	Member of staff responsible
	As required
	Ensure whole school awareness of this target
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