Persistent Attendance at Orchard Lea Federation

This document outlines the processes that both the Infant and Junior Schools will follow to ensure
that all pupils are supported to have high attendance in school. This process needs to be read in
conjunction with our Attendance Policy which can be found on the school website. Persistent
attendance is defined as an attendance rate of below 90%.

Step 1:

Both schools will send out generic letters/reminders regarding attendance to all pupils to ensure
that parents/carers are aware of the importance of high attendance. This will be at least at the

beginning of each term.
Step 2:

Child’s attendance drops below 90%

>

Step 3:

A letter will be sent home to inform parents that their
child’s attendance has dropped below 90%. Parents
may wish to discuss the letter with the school.

If appropriate, support is offered from the school to
prevent the situation from escalating.

Parents are advised that the school may request
medical proof if the absence rates continue to rise.

After two weeks from the letter in step 2 being sent the school will contact the parents and hold a

follow up conversation.
Step 4:
If after a further two weeks the child’s

attendance is not improving

>

A second attendance letter is sent home to advise
parents that attendance has not improved and
request that the parents/carers meet with the school.
The meeting will focus on reasons for the ongoing
absence and agree how the school and family can
work together to improve attendance.

Parents/carers will be advised that the school will ask
for medical evidence where appropriate.
Parents/carers will be informed about the possibility
of a fixed penalty notice being issued if attendance
does not improve.

Parents/Carers will receive a follow up letter
summarising the conversation with the school.




Step 5:
If after a further 4 weeks the child’s

attendance has not improved

I

Step 6
If after a further 4 weeks the child’s
attendance has not improved and/or

is still below 90%

>

A third attendance letter is sent home to advise
parents that attendance has not improved and
request that the parents/carers meet with the school.
The meeting will focus on an agreed plan (contract) to
support the family moving forward.

The school will advise that unless there is medical
evidence, absences will not be authorised and this
will lead to a fixed penalty notice being issued if there
are 10 sessions (5 days) of unauthorised absence in a
100 day period.

The school may make a referral to Children’s services
and/or make a decision to refer to the Hampshire
Legal Intervention Team.

Parents/Carers will receive a follow up letter
summarising the conversation with the school.

Referral will be sent to the Legal Intervention team to
decide the next steps.

Please note that where there are serious health problems for a child that affects attendance, school
will work with the linked health professionals to manage attendance and to support the child and

family.




