Appendix 1: ATTENDANCE FLOWCHART

Attendance Team meets to
consider attendance and lateness.

l

Cause for concern identified, ——» No — No action
e.g. Child’s attendance below 90%

15 lates in 5 weeks

5 unauthorised absences in 5 weeks

Yes i

Parent/ carer invited to in-school panel

l

Parent/ carer fails to attend panel
Yes <«—— without reasonable cause

No l
Continue

Parent/ carer explains absences, ——» Yes ——» to monitor
e.g. medical evidence produced

A
No l

Parent/ carer told that improvement
required in next five weeks

l

Significant improvement in
child’s attendance achieved ————® Yes ————»

A
No l

v . . .
— > Penalty notice warning issued
Improvement required in next five weeks

|

Significant improvement in
child’s attendance - Yes ——————*

. |

Penalty notice issued




Appendix 2: EXTENDED LEAVE FLOWCHART

Parent/ carer requests extended
leave in term time.

l

Parent/ carer is given a
copy of LA and school policy

|

Does parent/ carer wish to proceed —_—» No — No action
with extended leave?

Yes l

Are all of the following criteria met?
The child has a 96% or above attendance record
over the previous 12 months and,
the child is not in Year 6 or Year 2 and, —» No ——»
no more than five days’ holiday is requested, and
the child is not CiN or on a Child Protection plan.

Yes l

Is extended leave request for - > No ——»
5 days or fewer?

ves l

Penalty notice not issued Penalty notice issued




