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Step 4 attendance concerns - escalation

Formal notice to improve LA involvement, possible penalty notice or court order

Step 3 attendance concerns - actions agreed

School meeting or home visit Agreed actions and follow up letter

Step 2 attendance concerns - formal concern

School may insist on medical evidence Meeting with school to review

Step 1 attendance concerns - first letter

Absence above 4% OR: low attendance in previous years
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5% absence = half a day off every two weeks 
10% absence = a day off every two weeks 

15% absence = one and a half days off every two weeks 
20% absence = one whole day off every week 

A secondary age child whose absence is 20% will have missed ONE WHOLE YEAR of 
education by the time they leave school 
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What happens when children do not attend school regularly or punctually? 
I
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Vulnerable Children 
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Traveller Absence  

 
 
Religious Observance:  

Participating in a supervised sporting activity:  
P
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Sixth Form Attendance at School 
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Understanding types of absence coding 
 AUTHORISED or 

UNAUTHORISED.  T
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Suspension from School:  

Applications for leave of absence in term time (includes Holidays in term time) 

I
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Home Educated/Education Otherwise 

 
Amendments to the Admissions Register and Attendance Register 

 
Record preservation  
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APPENDIX 1 - USEFUL INFORMATION FOR PARENTS AND CARERS   
 

LEARN MORE, DO MORE, BE MORE 
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