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School Absence / Lateness Flowchart: 
Procedures for Attendance Officer
This is for day-to-day use to track absence and lateness. It assumes daily monitoring of registers, first-day and ongoing absence follow-up, escalating steps if attendance becomes at-risk, persistent or severe absence, and links to early help/TAF where needed. 
Step 1: Morning Register & First-Day Contact 
Register taken by class teacher/lead adult at the start of the morning and afternoon sessions. Attendance officer checks for any absences (or children who are not in by register close time).
If a child is absent and no contact from parent/carer:
Action: Attendance officer makes first-day absence call to parent/carer by 9:30am, and every subsequent day of absence, asking reason for absence.
Record the reason given for absence and any follow-up needed. Mark the register accordingly using correct code 
If parent/carer contacts before call: note reason, classify absence as authorised/unauthorised as per policy and codes, update register.
If school are unable to make contact with parents by telephone, they will telephone emergency contact numbers and a home visit may be made, in the interests of safeguarding. 




Step 3: Formal attendance letter and TAF 
If child’s attendance falls below 95% and/or where punctuality is a concern:
Action: phone call by attendance officer to arrange TAF meeting with DSL and attendance officer.
In TAF meeting, a personalised action/support plan will be created, such as an attendance contract, to address any barriers to attendance and make clear each person’s role in improving the attendance patterns of your child. DSL will offer signposting support to other agencies or services, if appropriate too. A formal attendance letter will be issued at part of the TAF meeting. 
Missing In Education 
A referral will be made to Local Authority if no contact has been made with parents by the 10th day of absence (or sooner if deemed appropriate), at which point your child will be considered to be “missing from education.”























Step 4: Monitoring & Review of Improvement Plan
After the TAF meeting and letter, Attendance officer monitors the agreed review period.
At review date: Check attendance for the child.
If attendance/lateness has improved to acceptable level (e.g., ≥95%) → Send letter of acknowledgement and continue standard monitoring.
If attendance remains low or further decline → escalate: issue formal Letter (Warning of Legal Intervention) plus refer to DSL for legal intervention discussions and/or issue of attendance contract.
Consider further support: TAF review or other multi-agency meeting, consider whether the case meets criteria for persistent absence (PA) or severe absence (SA) under the guidance.  


Step 2: Absence Continues / Patterns Emerging
If child remains absent beyond one day (or consecutive days) or there is no contact:
Action: phone call by attendance officer to family to clarify expectations, review policy, and discuss barriers. 
Document: Record conversation via pastoral log on Arbor, agree next steps and monitoring period (e.g., two weeks).
Attendance officer / DSL reviews reason.
If reason indicates health/other barrier: record it and where appropriate liaise with SENDCo. 
If lateness: child arrives late after register close → mark with correct late/absent code (L)




















Step 5: Persistent or Severe Absence / Legal Intervention
National Framework for Penalty Notices 
There is now a single consistent national threshold for when a penalty notice must be considered by all schools in England, of 10 sessions (usually equivalent to 5 school days) of unauthorised absence within a rolling 10 school week period. The 10 sessions of absence do not have to be consecutive and can be made up of a combination of any type of unauthorised absence (G, O and/or U coded within the school’s registers). The 10 school week period can span different terms, school years or education settings.
Thresholds for referral to LA (legal action):
Persistent absence (PA): missing 10% or more of sessions (authorised + unauthorised).  
Severe absence (SA): missing 50% or more of sessions.  
For these cases, school + LA + partners must work together, consider an attendance contract, issue warning of legal action, refer to LA for action (penalty notice, prosecution, Education Supervision Order).  

Action: Attendance officer with DSL initiates legal intervention pathway:
Issue attendance contract (if appropriate).
Liaise with LA attendance support team to issue Penalty Notice if unauthorised absence threshold met (10 sessions in rolling 10 weeks) and no improvement.  
Convene full TAF/early help or specialist support as needed (SEND, medical, safeguarding).
Monitor closely, convene meetings every 4-6 weeks.
Document all steps and liaise with governors/trust board as required.


















Step 6: Recording, Review & Evaluation
Attendance officer ensures the school’s attendance policy is up to date, reflects the 2024 guidance (e.g., leave of absence only for exceptional circumstances, new attendance codes, register retention 6 years)  
Attendance data is regularly analysed by attendance officer (weekly) to identify cohorts/pupils at risk and trends.  
Attendance officer reports to SLT on patterns, barriers, interventions, outcomes.  
Update flowchart/process annually (or when guidance changes) and train staff.
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