Absence Flowchart 1 — Revised Version (April 2017)

FLOWCHART 1: PRIMARY SCHOOL PATHWAYS FOR ATTENDANCE ISSUES — DAYS 1-10

Day 1 of Telephone call from parent to explain No School to telephone parent (and additional contacts if
absence > needed) to establish reason for absence
absence - v
Record Absence in registerand |g——m— — — Yes ~—mM— Reason obtained?
expected date of return
No
If child is subject to CP plan or Looked After, contact allocated Social worker. Or, if there
v are any known concerns that may require urgent intervention, see footnote 1.
| Has the pupil returned? |
No | .
Day |2 of Yes Side Note 1
absence > Repeat Day 1 procedure Has parent sent a note giving a
satisfactory explanation for the
, absence?
Yes No
| Has the pupil returned? | J \
No I Yes Record Contact parents to

reason and obtain/challenge
monitor reason. Record and
future monitor future

attendance attendance.

Repeat Day 1 procedure. If no contact, send
absence letter to parents. Retain copy or letter or
absence record electronically.

Day 3of ——»

| Has the pupil returned? |
|

| No Yes

Day 4 of Record absence in
absence ———® Telephone call required from parent to explain Yes »| register and expected
continued absence and expected date of return date of return
|

- |
Has the pupil returned? | | No
No I : Yes
Day 5 of ¥
absence » Further absence letter sent to parent. If child is known to CSC, contact

Social Worker. (Record actions/store electronically)

Has the pupil returned? |

l No | Yes

Days 6-10 of Continue to use school level support where appropriate (letters, telephone, liaise
absence with family) to try to resolve issue. Seek further advice/support (from SAC) or
support from external services if required e.g. PAST/CME etc.

> Proceed to
Flowchart 2

If at any point there are concerns about the safety or welfare of the pupil, follow safeguarding procedures immediately.
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FLOWCHART 2: PRIMARY SCHOOL PATHWAYS FOR ATTENDANCE ISSUES

First day contact system in place re—r==- -
(for safeguarding reasons as well as attendance monitoring) ; Parentsnot I
—» contactable |
SEE FLOWCHART 1 for EARLY IN-SCHOOL INTERVENTION I -goto .
i Flowchart 3 |
Low level attendance issue identified by school
(no prescribed level of absence)
em |
Monitor School Action 1: j Parentsnot
future Contact with parents and pupil as per tiers of intervention set out in the School - engaging
4 Yes : No —pl -goto I
Attendance Policy * Flowchart3: -
attendance : . I "
(e.g. letters, phone calls and in-school meetings) . School !
. I Escalationl
Has attendance improved? R
Flowchart1: ! No
10 days | y
continuous ;—’ School Action 2:
_ absence e Consider school based range of strategies (e.g. Parenting Contract, .
Attendance Panel) and agree appropriate target and timescale for review. ;  Parents not
(Where appropriate, request advice from SAC or support from PAST) . engaging !
Yes e Review all information & consider need for CAF process (see Lancashire [~ No —»! -goto |
Continuum of Need) including discussion with parents | Flowchart3:
9 p : . School !
. 1 i .
Monitor Has attendance improved? , [Escalationl
future |
attendance
No
v
Yes School Action 3:
»|  Within two to four weeks, hold an in-school target review meeting to monitor
progress and decide upon the next intervention.
Has attendance improved?
1
No
Three cycles of y l
intervention Refer to PAST <----»  Continue [~ 'I Undertake CAF process
(Approximately) (via PAST1 form) with in-
school l pememe— -
support Parents not |
School call a TAC meeting engaging
d ts attend A
and paren *  Flowchart 1
/ ' 3: School
I Escalation 3
Action plan agreed and —rmrmrme
review progress against targets every four weeks or
sooner if necessary.
Original concern
addressed. l
Continue with in- L -
[e—— Yes —p Legal |

school support if
appropriate.

Criteria/needs/targets met

After third cycle of
| intervention

No (or earlier if appropriate)
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FLOWCHART 3: PRIMARY SCHOOL PATHWAYS FOR ATTENDANCE ISSUES

Monitor

future Yes

attendance

Go to Flowchart 2 !

School Action 1 le

Go to Flowchart 2
School Action2 !

HARD TO ENGAGE PARENTS

Pupil absent from school: does parent contact school to explain?

Yes

!

No

¢

Is the response
satisfactory?

School Escalation 1:
School contact home e.g.
Try phone
Try letter same day
Try additional letters if needed

[
No

!

Any existing known concerns that
might require urgent intervention?

A

Parent(s)
engage

School Escalation 2:
Invite parents in for meeting

If school have to
contact home on 3

. Separate occasions,

Yes

consider further
action

See
footnote?

Duty to notify

\ 4

A

A 4

Parent(s) do not attend or reject
support offered by school via CAF
process

A 4

School Escalation 3:
Request intervention from PAST due
to lack of parental engagement (via
PAST1 form).

Inform parents of referral.

A 4

Does attendance improve?

Yes No
2 2

local authority
of 10+ days
unauthorised
absence

School monitor
future
attendance

Consider request for legal
intervention

In some instances, more urgent notification to the local authority may be appropriate if contact with parents/carers is problematic

e.g.

Children Looked After — schools should notify the CLA Service Manager

Children subject to a Child Protection plan — schools should notify the named social worker

Children in situations of known domestic violence — schools should consider whether safeguarding/child protection
procedures should be followed.



