
Daily Attendance Procedures 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Student absent from school 

Parent notifies school and 

gives reasons for absence 

School record reason and apply 

correct code for reporting 

yes no 

School contacts parents/carers.  

yes no 

Continue attempts to 

contact and conduct 

home visit 

Contact made          

Reason recorded and 

correct code applied 

Is pupil’s attendance is below 93% or there are any other 

concerns 

yes 

yes no 

Home visit required Continue attempts to 

contact,                    

wider checks 

Contact made? 

First day of absence actions 

Home visit outcomes 

no 

Successful              

confirm well being, 

record reason,             

support plan 

Unsuccessful           

‘calling card’ left, 

continue safeguarding 

escalation 

No contact and/or Safeguarding concerns 

School request Police 

‘Safe and Well’ Check 

Parent meeting 

requested via Email 

yes no 

Parent attends                       

Attend Framework & additional 

support offered                      

Record of meeting on CPOMS 

Parent does not attend 

Formal letter of re-invitation 

Record of meeting on CPOMS 

and support plan issued 

and 

Outcome 

informs decision 

for education 

support or other 
professional 

support 

Based on school’s professional 

assessment of attendance patterns and 

reasons, home visits may still be 

conducted 


