
Attendance Meetings Flowchart 

 

 
Attendance below 93% or per-

sistent lateness is a concern. 

Letter sent by school to 

parent/carer sharing attend-

ance % / number of lates 

Attendance improves—no  

further action needed 

Attendance monitored for im-

provement in next 4 weeks if no 

improvement a meeting is ar-

ranged with Learning Mentor 

Following meeting, attendance is 

monitored for 4 weeks, if no im-

provement a meeting will be ar-

ranged with Head Teacher. 

Failure to improve will result in 

referral to school governors / Lo-

cal Authority Attendance Service 

and Court proceedings. 

Attendance Meetings 

When meetings take place there will be a set agenda which is listed below: 

• Meeting date and time 

• Register of people in attendance 

• Identification of key reason for absence 

• Outcomes wanted and why these outcomes are needed 

• How these outcomes will be achieved.  How the school can support the fami-

ly in achieving this and how this will affect the attendance %. 


