Appendix Stepped Approach
 All letters regarding notice of penalty and actual penalty notices need to be sent to both parents and or additional adults in the household as there could be a potential fines for both parents or additional adult. Included in the Appendices are letters which we support schools to communicate attendance concerns with parents.

	Record any concerns, patterns, or trends on CPOMs


	Optional letter at the beginning of term. School may wish to send their own versions.
	Optional information for school newsletter or leaflet sent at the beginning of term Nursery to Reception letter

	Children have 100% attendance
	Yearly certificates. Children who have 100% attendance will be rewarded.

	Children have attendance above 95%
	Children contribute to the weekly attendance award for their class – which leads to special events and rewards.

	Attendance falls below 95% due to illness or unauthorised absence


	Step 1
	Letter 1 to inform of a low level of attendance.
	95% is a start for concern. This letter is to inform and advise. It starts the beginning of a 4 week monitoring period. (

	Step 2 
	2 After 2 weeks of monitoring, attendance has still not improved, and/ or there are additional absences – Letter 2 is sent.
	Letter 2 explains the reasons given for absence so far, and that this has led to an unacceptable attendance level. If attendance has dropped below 90% your child is now classed as a persistent absentee. It also states that unless there is a significant improvement, a meeting will be held in school to form an attendance action plan. This is the beginning of a second monitoring period of 2 weeks.

	Step 3 
	First attendance meeting
	If attendance remains below 95%, a meeting is called with the Attendance team. At this meeting, targets are set and an attendance action plan is formed with the family. If the family do not attend, the plan will be made by school and sent home.

	Case will be referred to Educational Welfare as a record of poor attendance


	Step 4 
	Letter to state that sickness must be evidenced
	If a child has attendance below 90% due to an unusual amount of sickness, this letter makes it clear that they will be marked as unauthorised absences unless there is a form of medical evidence. After sickness 24-48hrs at the discretion of the HT.

	Step 5
	Second attendance meeting
	If attendance is still below 90% after the attendance action plan (Appendix Q), this meeting is held to make clear what the next steps are, and what letters will be issued after the meeting.

	Step 6
	Penalty Notice warning letter
	This letter states that there are serious concerns regarding the child’s attendance, and that, unless there is significant improvement the case will be referred to the LA for penalty notices. (Appendix H) This begins the final monitoring period.

	Step 7 
	Penalty Notice letter
	This letter states that the school has referred the attendance case to the Local Authority, and that there is to be a penalty notice issued

	Unauthorised Absence Letters


	
	Unauthorised absence(s)
	Concerns about a pupil's unauthorised absence(s) letter. To be used for periods of absence that have not been authorised by school.

	
	Formal issue of penalty notice
	Formal penalty notice linked to unauthorised absence.

	Holidays

	Step 1 
	Agreeing a request 
	Agreeing a request for a holiday in term-time is up to the Headteacher’s discretion (Appendix L) letter, however, there are guidelines within this policy

	Step 2 
	Declining a request 
	Declining a request for a holiday in term-time and warning parents that if they take the child out of school during these times, a penalty notice will be issued.

	Step 3
	Holiday Absence 
	After an unauthorised holiday this letter informs parents that they may be issued with a penalty notice. (

	Step 4 
	No Notice holiday Absence 
	f a family go on holiday, without informing the school this letter for a no notice holiday penalty can be issued.
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