	Actions 
	Daily 
	Weekly
	Monthly 
	Half termly
	Termly 
	Annually
	Ongoing 

	Priority Action Area 1 – The golden hour (pre-emptive activity)

	Before the official school day begins send nudge texts and conduct pre-emptive telephone calls to encourage attendance of pupils with concerning absence rates. For continuity, where possible, the same adult contacts the family each day. Be politely persistent and have a relentless focus.
	X
	
	
	
	
	
	

	Identify which home visits can be made where pupils can be collected before the registers close and coordinate key staff. 
	x
	
	
	
	
	
	

	Priority Action Area 2 – Setting the culture (pupils arriving)

	Welcome pupils into school with members of SLT, heads of year, and the attendance and safeguarding team. Interact with pupils in a positive manner, including targeted conversations with pupils who were absent the previous day or need regular encouragement. 
	X
	
	
	
	
	
	

	Ensure concerns noted about pupils are reported to head of year / safeguarding team to identify early signs and symptoms of any pupils struggling. Lay the platform to make every day a success. 
	X
	
	
	
	
	
	

	Duty staff out in the community ushering pupils into school to ensure they are on time – visual aids such as countdown digital clocks. 
	X
	
	
	
	
	
	

	Late pupils are warmly welcomed but asked to reflect, and problem solve to avoid repeated lates. Parents are informed by text. Same day detentions are facilitated. 
	X
	
	
	
	
	
	

	Priority Action Area 3 – Absence telephone calls 

	Admin / heads of year should make absence calls during period 1 once it has been established which pupils are on site. Try to keep the contact consistent to build relationships. Where appropriate absences should be politely and professionally challenged. The outcome of the call should be concisely recorded to identify patterns and barriers. 
	X
	
	
	
	
	
	

	A second call should be made later in the day if it is likely to encourage attendance either for the afternoon or the following day or there are concerns regarding attendance. The outcome of the call should be concisely recorded.
	X
	
	
	
	
	
	

	[bookmark: _Int_mlJhTLdU]Priority Action Area 4 - Strong communication and accountability

	Send parents a leaflet about attendance when this drops below 96%. Start at the end of half term one with a blanket mail drop and then weekly as pupils enter this risk register category. 
	
	X
	
	End of HT1 
	
	
	

	In assemblies make links between attendance and academic outcomes to emphasise the importance of excellent attendance.
	
	
	X
	
	
	
	

	Draft letters from the principal to parents of pupils with attendance below 95%. These should be reviewed before sending to ensure they reflect the pupils / family’s circumstances. 
	
	
	
	
	Sept, Jan & April 
	
	

	The attendance champion should check that there is clearly visual messaging throughout school around attendance through posters / noticeboards / screens etc. 
	
	
	
	
	Sept, Jan & April 
	
	

	The attendance champion should make at least one weekly announcement in briefings, flagging concerns and celebrating success. 
	
	X
	
	
	
	
	

	The attendance champion, using the daily / weekly and half termly e-mail template, should set actions for staff which are then monitored for impact.
	X
	X
	
	End of each half term 
	
	
	

	A list of absent pupils with reasons for absence should be distributed to relevant staff as part of data intelligence activity. 
	X
	
	
	
	
	
	

	A report of current levels of attendance and PA should be given to governors so that they can hold the school leadership accountable at the termly meeting. 
	
	
	
	
	Nov, March & June
	
	

	[bookmark: _Hlk175574775]Attendance (% attendance and % PA) targets set in performance management for SLT leads, attendance officers / administrators / heads of year or other relevant staff depending on the context. 
	
	
	
	
	
	Oct
	

	The attendance risk register should identify barriers and concisely document improvement strategies. All pupils below 92% must have a clear narrative but other pupils above 92% could be added where there is capacity/ need.
	
	
	X
	
	
	
	

	Priority Action Area 5 – Parental meetings and building relationships

	[bookmark: _Hlk175567318]The principal to meet with the families of the ten lowest attending pupils in Years 10 or 11. 
	
	
	
	
	
	Aug
	

	Attendance (pastoral) review meetings should be held every half term scheduled by the attendance champion for pupils with below 92% attendance who are not improving under current strategies. These meetings should be led by the principal, attendance champion, heads of year, and the attendance team. The number of meetings should be carefully managed but needs to have the maximum impact. pupils and those in the 88-92% band who are not responding to the support provided should be prioritised. 
	
	
	
	As required
	
	
	

	The legal intervention action tracker should be updated to map out which parents are at which stage of the legal process. 
	
	X
	
	
	
	
	

	Action planning meetings held as part of the legal process for parents which have been identified as not fulfilling their legal responsibilities in securing regular attendance. The action plan will be used as evidence for LA referral if required. 
	
	
	
	
	
	
	X

	Hold informal meetings with groups of parents to share key messages and make them aware of the support on offer. Place an emphasis on working together to create a bright future for the pupils. 
	
	
	
	
	
	
	X

	Establish as early as possible which Y6 or reception pupils may have attendance issues and work pre-emptively with families to ensure a positive start. 
	
	
	
	
	
	March - Sept
	

	Priority Action Area 6 – Pupil mentoring

	Each pupil must be regularly informed of their attendance by their form tutor or class teacher and be able to track their own progress. Short term targets may be set if required. 
	
	X
	
	
	
	
	

	Pupils with attendance between 88-92% attendance should be allocated a mentor by the attendance lead until they improve to at least 93%. This cohort should be reviewed half termly. At the beginning of the academic year pupils who were in PA in the previous year and had irregular attendance should be targeted as a pre-emptive step. 
	X
	
	
	
	
	
	

	SLT should meet with small groups of targeted pupils monthly for a motivational talk. 
	
	
	X
	
	
	
	

	Where pupils have leadership responsibility or are part of sports teams this can be used by relevant staff to encourage pupils to improve attendance.
	
	
	
	
	
	
	X

	Priority Action Area 7 – End of day routine (preparing for success tomorrow)

	Send out texts to pupils who had U codes. 
	X
	
	
	
	
	
	

	Send out texts to pupils who were absent but would be expected to return.
	X
	
	
	
	
	
	

	Send out texts to pupils with 100% attendance for the week. 
	
	X
	
	
	
	
	

	Send out texts to pupils with poor Friday attendance on Thursday evening if data intelligence identifies an issue.  
	
	X
	
	
	
	
	

	Ensure session registers are up to date by 3pm. 
	X
	
	
	
	
	
	

	Send the daily report for absent pupils, with reasons for absence to key staff. 
	X
	
	
	
	
	
	

	Set targets for next day / week’s attendance to ensure colleagues are goal orientated making comparison with the previous year. 
	X
	X
	
	
	
	
	

	[bookmark: _Hlk175571412]Priority Action Area 8 – Reward and recognition 

	[bookmark: _Hlk175568603]A postcard sent to pupils with high/ improved over the course of the half term. 
	
	
	
	End of each half term 
	
	
	

	Pupils with high/ improved attendance over half term in combination with achievements in another area (e.g. behaviour) should receive an enhanced reward. 
	
	
	
	End of each half term 
	
	
	

	A certificate presented by the principal for hight/improved attendance over the course of each term. 
	
	
	
	
	Dec, April & July
	
	

	Pupils with high/ improved attendance across the year to receive a pin badge allowing access to highly visible rewards in the Autumn term e.g. a red-carpet lunch. This encourages other pupils to want to achieve the same standard.
	
	
	
	
	
	July 
	

	Attendance league tables should be celebrated for all form groups / classes / year groups. Cups / certificates awarded along with shared treats can incentivise the competition. 
	
	X
	
	
	
	
	

	[bookmark: _Hlk175571446]Bespoke rewards for pupils who have overcome specific attendance issues, for example end of a half term / Friday absence. 
	
	
	
	
	
	
	X

	[bookmark: _Hlk175572291]Priority Action Area 9 – Leave in term time 

	Parents who have taken unauthorised leave in term time should be sent a letter at the end of each academic year. 
	
	
	
	
	
	July
	

	All requests for holidays are refused with same-day call and letter from the principal.
	
	
	
	
	
	
	X

	Use of legal intervention in accordance with the national framework in response to term time holidays.
	
	
	
	
	
	
	X

	Priority Action Area 10 – Legal interventions for irregular unauthorised absence

	Parents should be informed of the consequences of unauthorised absence by text. 
	
	X
	
	
	
	
	

	Where there is a pattern of unauthorised absence school should engage with parents to look at the reasons for this and provide targeted support to overcome identified barriers. Where this is not engaged with, legal intervention should be considered.
	
	
	
	
	
	
	X





