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	Teachers, admin staff and nominated staff members
	Middle Leaders/ Wellbeing Team
	School Improvement Team 
	School Leadership Team

	Teachers
Record student attendance twice per day in primary schools and every class in secondary schools
Develop an absence learning plan for students absent for five consecutive days or more so they do not fall behind with schoolwork
Escalate to Middle Leaders/ Wellbeing Teams if student absence concerns continue or five plus days of unexplained absence
Teacher or nominated staff member for each student 
Follow up on all unexplained absences on the same day via a phone call to parents/carers, and record all attempts at contact 
Administrative Staff
Ensure attendance and absence codes and the reasons for absence are accurately recorded
Upload attendance data to CASES21 daily
	Monitor attendance and support teachers to engage with parents/carers as early as possible
Ensure a nominated staff member has been identified for every student
Identify a designated person responsible for contacting parents/carers who have not responded to phone calls etc 
Where a student’s absence concerns have been escalated 
Meet with parents/carers to discuss their child’s absences and agree on strategies for getting the student to school
Encourage parents/carers to seek support and communicate regularly with teachers and other staff
Ensure the nominated staff member is kept informed of issues relating to the student and involved as a student advocate if the student requests
Notify the School Leadership team if parents/carers refuse to engage, the student's whereabouts are unknown, or if the student has 15+ days of unexplained absence
	Establish and regularly revise the school attendance policy
Document staff roles and responsibilities for recording and monitoring attendance, following up on student absences and escalation processes
Identify and monitor students with high absences through the Panorama Absence Dashboard, Staying in Education Dashboard and the Student View Dashboard
	Regularly communicate attendance expectations and what constitutes an acceptable absence to the school community
Establish rewards, incentives, and acknowledgement of students with improved attendance
Discuss attendance data with all staff to identify trends and individual students at risk of chronic absence 
Where a student’s absence concerns have been escalated 
Call the parents/carers directly to discuss barriers to attendance and how they can be addressed
Send staged response school attendance letters to parents/carers who have not engaged with wellbeing staff and school leaders
Escalate to the Senior Wellbeing Engagement Officer (SWEO) in the Area office for support if a student’s whereabouts is unknown or if the principal feels they have exhausted strategies for addressing absences
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