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1. 1. Section Title: INTRODUCTION 

Bridge House Independent School is a successful setting where every student plays their part in ensuring our 

school is as effective as it can be. 

It is assumed that for our pupils to gain the greatest benefit and fulfil their individual potential, a high level of 

school attendance is required. Our school is committed to providing an education of the highest quality for all 

our students and we endeavour to provide an environment where all students feel valued and welcome. Our 

whole school community share the responsibility for supporting and promoting excellent school attendance and 

punctuality for all our members. 

Our Attendance Policy should not be viewed in isolation; it is a strand that runs through all aspects of school 

improvement.  

This local procedure meets the requirements of the school attendance guidance from the Department for 

Education (DfE) and refers to the DfE’s statutory guidance on school attendance and parental responsibility 
measures. These documents are drawn from the following legislation setting out the legal powers and duties 

that govern school attendance: 

▪ Part 6 of The Education Act 1996 

▪ Part 3 of The Education Act 2002 

▪ Part 7 of The Education and Inspections Act 2006 

▪ The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 2016 amendments) 

▪ The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

▪ Working together to improve school attendance (DFE, August 2024) 

▪ This policy also refers to the DfE’s guidance on the school census, which explains the persistent absence 
threshold. 

2. Section Title: Aims 

We are committed to meeting our obligations with regards to school attendance by: 

▪ Promoting good attendance and reducing absence, including persistent absence, using positive 

reinforcement  

▪ Encouraging pupils and their parents/carers to take responsibility of ensuring attendance at school as 

required by law 

▪ Resolving situations beyond the control of pupils and/or parents which may impact on attendance (we will, 

with the agreement and support of parents, work in partnership with external agencies to resolve such 

issues) 

The vast majority of pupils want to attend school to learn, to socialise with their peer group and to prepare 

themselves fully to take their place in society as well-rounded and responsible citizens with the skills, knowledge 

and understanding necessary to contribute to the life and culture of their communities. Ensuring all pupils have 

an equal right to access the full-time education to which they are entitled, with no pupil being deprived of their 
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opportunity to receive an education that meets their individual needs and personal development, upholds these 

values. 

3. Expectations 

We expect the following from all our pupils: 

▪ That they attend school regularly; our target for most of our students is at least 90% attendance. 

▪ That they will arrive on time (registration is at 09:05) and be appropriately prepared for the day. 

▪ That they will tell a member of staff about any problem or reason that may prevent them from attending 

school. 

We expect the following from parents:  

▪ To ensure their children attend school regularly and punctually, as is their legal duty. Access to the school is 

from 8:45 am. The register is taken at 09:05am. 

▪ Parents should ensure that if their child is to be absent from school for any unavoidable reason, such as 

sickness, they should contact the school as soon as possible, preferably before 9:00 am on the first, and each 

subsequent morning of absence, providing a reason. This may be done by phone (01205) 369111 (option 1), 

email (Bridgehouseabsence@Aspriscs.co.uk) or in person. Failure to contact school during the period of 

absence may result in a home visit, a Police “Safe and Well” visit or referral to Children’s Services where we 
have not been able to make early contact by telephone. 

▪ To ensure that their children arrive in school well prepared for the school day. 

▪ To contact the school in confidence whenever any problem occurs that may affect their child’s attendance 
or performance. 

▪ To attempt to make all medical and dental appointments during school holidays or after school hours where 

possible. Medical appointments during school hours will not be authorised unless an appointment card, 

hospital letter or text from the GP/hospital/Dentist is forwarded to school. Providing these retrospectively is 

acceptable. Absence will only be authorised for the duration of the appointment plus any reasonable travel 

time. 

▪ Parents will understand that holidays in term time have a detrimental effect on a child’s education and will 
avoid arranging family holidays in term time.   

 

Parents and pupils can expect the following from our school: 

▪ Regular, efficient, and accurate recording of attendance: registers are taken at 09:05; arrival after 9:05 is 

indicated by code L in the register. If the pupil fails to arrive in school after the register closes (9:30) it will be 

classed as a "late after registration” and coded as a U. 

▪ If a child fails to attend punctually on 10 or more occasions, a letter will be sent to parents/carers requesting 

that they attend a meeting in school to discuss the matter further. School will offer support as necessary. 

Failure to improve punctuality could lead to further action being taken.  

▪ Early, same day, contact with parents when a pupil fails to attend school without providing good reason. 

▪ Where attendance falls below expected levels (90%), tailored intervention/support strategies will be 

implemented. 

▪ Immediate and confidential action on any problem notified to us. 

▪ A quality education. 

Termly reports will be made by the Head Teacher to the school’s Proprietor on the issues of attendance and 
punctuality 

 

4. Section Title: Encouraging Attendance Through Good Practice 

Attendance will be encouraged in the following ways: 
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▪ Accurate completion of the registers at the beginning of each morning and afternoon session. 

▪ Attendance checks being completed at appropriate times. 

▪ Recording of attendance on individual reports. 

▪ Sending parents/carers regular absence figures as appropriate. 

▪ The efficient use of a computerised registration system to provide valuable year group, class and individual 

attendance data which can assist speedy analysis and a timely response by the school. 

▪ Establishing a mechanism and offering support to those parents/carers who are concerned that their child 

may be experiencing difficulty in attending school. 

▪ The benefits of good attendance promoted by teaching staff and highlighted in school. 

▪ Identifying and taking a team approach towards supporting pupils and families who have attendance 

problems.  

▪ Holidays during term time are actively discouraged. Due to the link between attendance and attainment the 

government has put a priority on reducing all forms of absence. Therefore, our policy on term time holidays, 

which is based on legislation and government guidelines is summarised as: 

 The law says that parents/carers do not have the right to take their children out of school for a holiday in 

term time – The Education (Pupil Regulations)(England) (Amendment) Regulations 2013 

 Any requests for holiday must be made at least two weeks in advance, in writing and in line with 

Government Guidelines. These will only be granted in exceptional circumstances. Taking a holiday in term 

time, simply to save money does not constitute an exceptional circumstance and may result in further 

action being taken by the school. Being unable to take holidays due to the seasonal nature of 

parents/carers work is also not an exceptional circumstance. 

 All parents/carers should apply for leave no less than 14 days prior to the period of absence. Failure to 

do so may result in the absence being unauthorised. 

 If the absence is not agreed and the pupil goes on the holiday, the absence will be recorded as 

unauthorised and may result in further action being taken by the school. 

 Where a child was removed from school for a holiday during the previous academic year, the absence 

will automatically by recorded as unauthorised and may result in further action being taken by the school. 

Where a child fails to return to school within 10 days of a previously notified date, the school has the right to 

remove the child from the school roll and report the child as a Child Missing Education to Lincolnshire 

County 

 

5. Section Title: Responding to non-attendance 

When a pupil does not attend, the school needs to respond effectively. 

▪ If a note or telephone call is not received from parents/carers by the close of register on the first day of 

absence, they will be contacted for a reason. Where contact cannot be made by telephone, a member of the 

attendance or safeguarding team may make a home visit to establish the whereabouts of the child. 

▪ If a child is absent from school and no response is made to attempts to contact the family, Children’s Services 
and the Police may be contacted and could be asked to make a “Safe and Well” check on the family. If no 
contact is made within 5 days, the School will contact Child Missing Education at Lincolnshire County Council.  

▪ If any pupil is absent for a period of 10 days (particularly when we have had no acceptable explanation from 

parents/carers) the absence will be unauthorised and notified to Lincolnshire County Council’s Pupils Not 
Attending Regularly (PNAR) service. 

▪ Attendance will be monitored by the school. If a pupil’s attendance falls below 90% for any reason (including 
illness or holidays), they will be classed as “At Risk of Persistent Absentee”. Individual case workers will be 
contacted to clarify the expectations of the Local Authority, on an individual basis, and a letter will be sent 

to parents to make them aware of this. Fortnightly monitoring of the pupil’s attendance will be put in place. 
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▪ If attendance further drops below 85% the pupil will be classed as a “Persistent Absentee (PA)” and the 
student will be placed on our bespoke “Attendance Pathway”. See Appendix 1 for specific details of our 
pathway which includes enhanced monitoring and specific outcomes for all eventualities. 

▪ Staff are to raise any concerns they have in relation to a child’s attendance with the Attendance Champion 

in the first instance. The Attendance Champion is to be informed of any absence which: 

 appears unusual or irregular; 

 shows regular patterns e.g. repeated absence on the same day/s of each week; 

 is unexplained or unauthorised. 

 

6. Section Title: Reintegration 

The school recognises that returning after a long-term absence requires special planning, and therefore: 

▪ Designated staff will be responsible for deciding on the programme for return and for the management of 

that programme. 

▪ All staff should be aware that this can be a difficult process that will require careful handling and that any 

problems should be notified to the responsible staff member as soon as possible. 

▪ Programmes may need to be tailored to meet individual needs and may involve phased, part-time re-entry 

with support in lessons as appropriate. Specialist SEND support may be required.  

▪ Staff will be notified of the return of long-term absentees in advance of their return. 

7. Section Title: Dealing With Pupils Not Attending School 

Bridge House Independent School is committed to providing a full and efficient education for all students. 

However, we do realise that at times, due to illness, or difficulties associated with individual SEND needs, this is 

not always possible. Our “Meeting the Medical Needs of Children” Policy clearly outlines how we will work with 
pupils, parents/carers and other professionals to ensure that pupil’s education is affected as little as possible 
and that there is a smooth transition back into full time education. The procedures for dealing with these 

absences remain as stated earlier in this policy: 

▪ Parents should inform school on the morning of the first day of absence and must provide medical evidence 

for any absences of 5 consecutive days or more. If records indicate that there is likely to be a long-term health 

issue, school will request that information is provided by medical professionals to support this and enable 

school to offer suitable provision. 

▪ Where a pupil fails to attend due to refusal, Bridge House Independent School will work with parents/carers 

and any other related professionals to reintegrate them back into school as soon as possible. 10 days 

consecutive unauthorised absence will be reported Lincolnshire County Council as a Pupil Not Attending 

Regularly (PNAR). 

▪ Where a student or parent/carer repeatedly fails to engage with school and the professionals put in to assist 

over a period of 8 weeks, or there continues to be no improvement in attendance, the school maintains the 

right to refer the matter to the SEND team with a view to pursuing the matter through the Local Authority 

8. Section Title: Emotionally Based School Avoidance (EBSA) 

Emotionally Based School Avoidance is a broad umbrella term used to describe a group of children and young 

people who have severe difficulty in attending school due to emotional factors, often resulting in prolonged 

absences from school. A clear distinction is made between those that are absent from school due to truanting 

and those that are absent from school due to the specific emotional distress that they experience around 

attending school (Thambirajah, Grandison & De-Hayes, 2008).  

Anxiety has also been identified as a key feature of EBSA. Although a certain level of anxiety is considered a 

normal and natural part of growing up, some young people may experience heightened levels of anxiety which 

impact on their functioning and school experiences. When the anxiety is linked to school avoidance, the young 

person may experience anxious and fearful thoughts around attending school and their ability to cope with 

school. These feelings may also be accompanied by physiological symptoms of anxiety such as nausea, vomiting, 

shaking, sweating etc, and may start the night before, or even a few days before school. 
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We recognise that the impact of EBSA on young people is far reaching. Outcomes for young people who display 

EBSA include poor academic attainment, reduced social opportunities and limited employment opportunities 

(Garry 1996, Pellegrini 2007 and Taylor 2012). EBSA is also associated with poor adult mental health, difficulties 

can often quickly spiral requiring inpatient treatment (Blagg 1987 and Walter et al 2010). 

At Bridge House School our Family Support Lead, Attendance Lead and SENCo seek to support young people to 

return to school by: 

▪ intervening early  

▪ working with parents and school staff as well as the young person  

▪ working in a flexible manner, paying attention to the individual case and function served by non-attendance  

▪ emphasising the need for rapid return to school alongside good support and adaptations within the school 

environment (Baker & Bishop 2015) 

 

9. Section Title: School Organisation 

In order for the attendance policy to be successful, every member of the staff must make attendance a high 

priority and should convey to pupils the importance and value of education. In addition there will be specific 

responsibilities allocated to individual staff such as the following: 

 

Operations Director : 

• Request regular attendance progress reports for Proprietor’ Meetings. 

• Ensure school attendance policies and procedures are adhered to. 

 

Headteacher: 

▪ To oversee and demonstrate ownership of the whole policy. 

▪ To regularly report progress on attendance to Proprietor, pupils and parents. 

▪ To set challenging but achievable targets to reduce levels of absence. 

▪ To liaise, when necessary, the LEA’s Education Welfare Service.  

▪ To oversee the efficient operation of the attendance system and the collation and analysis of attendance 

data.  

 

Attendance Champion: 

▪ To track whole school attendance and absence data and provide comparison and summary reports. 

▪ To report to the Headteacher and Senior Team on a regular basis. 

▪ To track the individual attendance of pupils who fall below 90%. 

▪ Inform Lincolnshire County Council of a Child Missing Education (CME) in the event a child being absent for 

5 days and no contact being made with parents/carers, or in the case where it appears that a child is no 

longer resident in the property held on record at school as the child’s home address. 

▪ Notify Lincolnshire County Council when a child has missed 10 consecutive days of unauthorised education 

via the PNAR. 

▪ Liaise with the staff, and parents/carers to appraise pupils’ attendance and reinforce the principles of the 
attendance policy. 

 

Family Support Lead: 
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▪ Ensure that registers are completed each morning and afternoon session.  

▪ Contact parents on the first morning of absence if a student is not in school and no reason has been provided 

for their absence. 

▪ To record all reasons for absence clearly on the register. 

▪ To work with families to improve attendance and punctuality. 

▪ To inform the Headteacher of any concerning cases regarding absence/poor attendance. 

▪ To liaise with other agencies to improve attendance. 

▪ To devise action plans and work with families to improve attendance. To organise/complete home visits 

where necessary. 

 

Parents/Carers: 

▪ Contact school, before 9:00 on each day of absence. 

▪ Provide written notification or proof of absence, as required, where a period of absence for injury or ill-

health extends for longer than 5 consecutive days. 

▪ Support their child in achieving maximum attendance. 

▪ Attend any meetings as requested. 

 

Teachers: 

▪ To complete registers accurately and promptly at the start of each session (09:05 and 12:45). 

▪ To notify the Attendance Leader of suspicious or inappropriate reasons for absence. 

▪ To inform Attendance Leader/senior staff of concerns in a timely manner. 

▪ To inform Safeguarding Lead of any situation causing concern above and beyond normal expectations. 

 

Office Staff: 

School administrative staff play a vital role in supporting the school’s attendance and absence management 
strategies. They: 

▪ Collate attendance information from messages received, including maintaining a late/absence record and a 

mechanism for pupils to be signed out when leaving school premises for medical appointments etc. and 

ensure that these are passed to the attendance lead in good time. 

10. Liaising With External Agencies 

Research has shown that schools in partnership with the full range of support services have a greater impact on 

school attendance than when they act alone or when the support services are uncoordinated or disjointed. 

Poor school attendance may be a symptom of a wide range of institutional, community, family or individual 

circumstances.  Many of these circumstances will demand expert support beyond the remit of the school.  It is 

therefore vital that strong partnerships are established with all agencies that work with children and young 

people.  

Other Agencies to be used where appropriate in individual cases: 

▪ Educational Behavioural and Support Services 

▪ Educational Psychologists 

▪ Special Educational Needs Service 

▪ Social Services 
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▪ Local police 

▪ Early Help Workers 

▪ School Nursing Team 

▪ Lincolnshire County Council Ethnic Minority and Traveller Education Team 

▪ Lincolnshire County Council Inclusion and Attendance Team 

 

Data Protection Act 

The Data Protection Act places obligations on all agencies that process, store and share information on any 

individual. It is important to have full regard for the requirements of the Act. Each school has a Data Protection 

Notification which details the circumstances under which data is managed. Nothing in the legislation prevents a 

school sharing information with the police or social services where it is believed that a child or young person 

under the age of 18 is at risk of harm or is in need of safeguarding. 
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APPENDICES 

 

APPENDIX 1 

Categorising Absence: 

All schools are required to use a common set of codes to record attendance and absence. The use of fixed codes 

assists both LAs and the DfE in monitoring pupil absence. 

 

Authorised or Unauthorised Absence: 

Authorised absence is where the school has either given approval in advance for a pupil to be away or has accepted 

an explanation offered afterwards as a satisfactory reason for absence.  All other absence must be regarded as 

unauthorised (code O). 

The following may be reasons for authorising absences: 

▪ Illness (code I) 

▪ Family bereavements (code C) 

▪ Medical and dental appointments (code M, only where proof is available) 

▪ Days of religious observance (code R) 

▪ Suspension, or permanent exclusion until removed from roll or re-instated (code E) 

▪ Unable to attend school due to exceptional circumstances such as the site being closed due to an unavoidable 

cause, local authority transport not being available, a local or national emergency resulting in widespread travel 

disruption (code Y, with additional sub-code) 

▪ Attending off-site educational activity, approved by the school and supervised by someone authorised by the 

school (code B) 

▪ Public performance/examination (where a LCC Performance Licence has been obtained) (code C) 

 

NB: pupils who are absent from school but taking part in an approved educational activity should be marked in the 

usual way but are counted as present for the absence returns to the DFE. To avoid confusion in emergency situations 

pupils who are off site should not be marked as present on those days but only when they return to school. The 

following activity falls within this category. 

▪ Field trips and educational visits both in this country and overseas (code V). 

 

Absences will not be authorised under the following circumstances (code O):  

▪ Shopping trips 

▪ Holidays in term time where the permission of the school has not been formally given 

▪ Illness if a parent/carer or sibling 

▪ Birthdays 

▪ Minding the house or looking after siblings 

▪ Lateness if registration is missed without explanation 

▪ Medical appointments that cannot be verified 

▪ No reason given 

▪ If school staff have cause to believe that the note is not genuine or not valid. 
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(Unusual circumstances may arise that lead to a young person being absent from school. It is for the Headteacher to 

decide whether the explanation offered is reasonable. In such situations, the individual circumstances, previous 

attendance pattern and frequency of such incidents will be considered) 

 

Family Holidays 

From the 1st September 2013 changes have been made to the law which relates to school attendance. The new rules 

mean that it will be much more difficult for Head Teachers to grant time off for families to take children on holidays 

in term time.  Holidays will only be granted in exceptional circumstances (code H). Requests for absence are expected 

in writing, prior to a booking being made and at least 14 days before the absence. Any holiday taken without a written 

request will automatically be unauthorised. If a request is not granted and the parent/carer takes the child on holiday, 

the absence will be unauthorised. 

If the absence is not agreed and the pupil goes on the holiday, the absence will be recorded as unauthorised (code 

G). This absence may be referred to Lincolnshire County Council and could result in a Fixed Penalty Fine under Section 

444(b) of the Education Act 1996.  

Resolving Disagreements 

Where there is a lack of agreement between the school and the Local Authority as to the appropriateness of issuing a 

final warning letter or a penalty notice, the matter will be referred to the County Legal Proceedings Panel, whose 

decision shall be final. 

 

Lateness: 

We actively discourage late arrival by challenging the parents of young people who are persistently late or arrive late 

without reasonable explanation. Parents (or pupils if travelling to school on their own) are required to complete the 

“Late Book” at the office upon their arrival at school. Our policy is that registers remain open until 9.30am. In the 

event of bad weather this period may be extended. Where a pupil arrives during the period when the register is open 

they will be marked present using the letter ‘L’.  Where a pupil arrives after register closure they will be marked in 

the class register using the letter ‘U’ to indicate that they are on site. Any child with a pattern of late arrival, or 10 or 

more consecutive late arrivals without good reason, will be referred to the Attendance Lead. A letter will be sent 

home stating the number of late arrivals and giving notice that the situation needs to improve. If the pupil continues 

to arrive late, parents/carers will be asked to attend a School Attendance Panel (SAP). 

 

Medical Appointments during school time: 

Medical and dental appointments within school time will be classed as unauthorised unless proof can be provided of 

the appointment. This can be provided retrospectively.  

Pupils must be signed out at the school office and then signed back in on their return by their parent/carer. 

 

Removal from the school roll: 

There are strict guidelines on the circumstances under which a pupil may be removed from the school roll.  This will 

only be done when fully in accordance with legal requirements and with agreement of the EWS (Child Missing 

Education Team) where the whereabouts of a child in the UK is unknown. 

▪ Where a school has been notified that the pupil has been registered as a pupil at another school 

▪ Where a pupil has ceased to attend the school and the parent(s) have satisfied the County Council that the pupil is 

receiving education otherwise than by attendance at school. 

▪ Where the school has been notified that the pupil is unlikely to be in a fit state to attend school before becoming 

legally exempt from the obligation to attend school. 

▪ Where the pupil has been absent without reasonable cause for four academic weeks and the Head Teacher of the 

school has failed, after reasonable enquiry and consultation with the Education Welfare Service to obtain 

information on the cause of the absence. 
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▪ Where the Head Teacher has been notified that the pupil has died. 

▪ The pupil has ceased to attend the school and no longer ordinarily resides at a place which is a reasonable distance 

from the school. 

▪ If a pupil has not returned to school within ten school days of the agreed return date after a family holiday in term 

time. 

▪ Where the pupil has been permanently excluded and this decision has been confirmed by the Pupil Discipline 

Committee. 

 

Ensuring Pupil Information is up to date: 

Schools should ensure, as far as possible, that the information they hold on pupils and parents is accurate and up to 

date. This will help to ensure that contact with families is productive and that referrals to other agencies can be 

actioned effectively. Principle 4 of the Data Protection Act 1998 states: ‘Personal Data shall be accurate and, where 
necessary, kept up to date’. 

 

Pupils who are missing 

Where a child is absent without permission, it is believed that a pupil has left the area and enquiries have failed to 

establish the whereabouts of the pupil within the UK, the Common Transfer File should be completed and uploaded 

to the DFES National Missing Pupils Database.  This will be done in close co-operation with the EWS. 
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APPENDIX 2 

Tracking Attendance Flow Chart: 

 

No action is required and the school will continue to support, ensuring that good attendance is maintained. 

No FORMAL action is required, however school will address falling attendance with informal discussions through pastoral 

monitoring calls. 

When a pupil is identified as having attendance of less than 90% over a minimum period of 40 possible sessions, parents are 

informed in writing (Letter 1b) that their child is at risk of becoming a Persistent Absentee. Attendance is closely monitored 

thereafter on a fortnightly basis. When attendance improves to 90% or more, parents are congratulated in writing (Letter 

2c) and thanked for their support. If fortnightly attendance checks remain between at a minimum of 90% we will continue 

to monitor on a fortnightly basis. 

When a pupil’s attendance falls below 85% the Bridge House Attendance Pathway is activated. 
 

 

  

OVER 95%

Attendance remains 
between 90-95%

Attendance falls BELOW 90%

Attendance falls BELOW 85%
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Bridge House Attendance Pathway: 

  Attendance < 85%   

  ↓   

NO IMPROVEMENT 

(fortnightly monitoring shows 

attendance of less than 85%) 

← 

LETTER 2A 

Concern letter, followed by 2-week 

evaluation 

→ 

IMPROVEMENT 

(fortnightly monitoring shows 

attendance of more than 85%) 

↓    ↓ 

LETTER 2B 

Serious concern letter, followed by 

2-week evaluation 

→ 

IMPROVEMENT 

(fortnightly monitoring shows 

attendance of more than 85%) 

→ 

MONITORING 

Continue with fortnightly 

monitoring until attendance is 

above 90% 

↓     

NO IMPROVEMENT 

LETTER 3A 

Invitation to 1st School Attendance 

Panel meeting 

→ Attendance at 1st SAP → 

LETTER 3D 

Thank you for attending plus 

Personal Action Plan, followed by 

4-week evaluation 

↓    ↓ 

NON-ATTENDANCE 

OR 

NO IMPROVEMENT after 4 weeks 

← 

  
IMPROVEMENT 

Continue with fortnightly 

monitoring until attendance is 

above 90% 
  

↓     

LETTER 3B 

Personal Action Plan and Invitation 

to 2nd School Attendance Panel 

Meeting 

→ Attendance at 2nd SAP → 

LETTER 3D 

Thank you for attending plus 

Personal Action Plan, followed by 

4-week evaluation 

↓    ↓ 

NON-ATTENDANCE 

OR 

NO IMPROVEMENT after 4 weeks 

← 

  
IMPROVEMENT 

Continue with fortnightly 

monitoring until attendance is 

above 90% 
  

↓     

LETTER 3C 

Personal Action Plan and Invitation 

to 3rd School Attendance Panel 

Meeting 

→ Attendance at 3rd SAP → 

LETTER 3D 

Thank you for attending plus 

Personal Action Plan, followed by 

4-week evaluation 

↓    ↓ 

NON-ATTENDANCE 

OR 

NO IMPROVEMENT after 4 weeks 

← 

  
IMPROVEMENT 

Continue with fortnightly 

monitoring until attendance is 

above 90% 
  

↓     

LETTER 3E 

FIXED PENALTY NOTICE 

FORMAL WARNING 

    

↓     

LETTER 3F 

FIXED PENALTY NOTICE 

ISSUED 
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