
Attendance Monitoring at Hackbridge Primary School 
 

Our process is in-line with the DfE: Working together to improve school attendance (September 2022).  
 

EXPECT – Aspire to high standards of attendance from all pupils and parents and build a culture where all can, and want to, be in school and 
ready to learn by prioritising attendance improvement across the school.   
Children are expected to have a good level of attendance which is set at 96%+ by the Government.  
We share attendance weekly with the children and staff.                   We reward good attendance.  

Class rewards (collative attendance) 
Weekly reward for classes with 96%+ attendance 
Weekly reward for classes with improved attendance  
Weekly reward for any class with 100% attendance 
Weekly reward for best attendance and best improvement 

Individual rewards 
Contributing to the class rewards weekly 
Children receive a certificate each term for good attendance (96% or above) 
or improved attendance.  
Children will receive a badge each term for 100% attendance.  

MONITOR – Rigorously use attendance data to identify patterns of poor attendance (at individual and cohort level) as soon as possible so all 
parties can work together to resolve them before they become entrenched.  
Any child with attendance below 96% will have their attendance monitored by the school.  
The DSL monitors attendance each week, scrutinising registers, and reasons for absences.  
Note: the school understands that sometimes there are valid reasons for low attendance and will not move onto the next stage of attendance 
monitoring.  

LISTEN & UNDERSTAND – when a pattern is spotted, discuss with pupils and parents to listen to and understand barriers to attendance and 
agree how all partners can work together to resolve them. 
Stage 

1 

A yellow attendance letter will be sent to any pupil whose attendance is between 93% and 95.9% each term. 
Yellow level attendance is attendance that is starting to cause a concern.  
Class teachers will raise the pupil’s attendance to the DSL as a concern.  

Stage 
2 

An orange attendance letter will be sent to any pupil whose attendance is between 90% and 92.9% each term.  
Orange level attendance is a cause for concern and the pupil could easily become Persistently Absent. 
Class teachers will speak to parent/carers to establish reasons for poor attendance.  

FACILITATE SUPPORT – Remove barriers in school and help pupils and parents to access the support they need to overcome the barriers 
outside of school. This might include an Early Help or Whole Family Plan where absence is a symptom of wider issues.  
See also EBSA process if appropriate 
Stage 

3 

A red attendance letter will be sent to any pupil whose attendance is below 90% each term.  
Red level attendance is a significant cause for concern and the pupil is Persistently Absent. 
The DSL will contact the parent/carers to establish reasons for poor attendance and look at strategies to improve this.  

FORMALISE SUPPORT – where absence persists and voluntary support is not working or not being engaged with, partners should work 
together to explain the consequence clearly and ensure support is also in place to enable families to respond. Depending on circumstance this 
may include formalising support through a parenting contract 
Stage 

4 

Each half term, the Attendance Officer attached to the school will scrutinise the registers.  
Parents/carers of pupils with attendance at or below 85% will be invited in for an informal meeting and minuted by the school.  
Parents/carers of pupils with attendance at or below 90% will be sent an attendance concern letter.  
Parents/carers of pupils where pupils’ attendance has historically been persistently absent will be sent an attendance concern letter 
from the Attendance Officer attached to the school.  

FORMALISE SUPPORT – where absence persists and voluntary support is not working or not being engaged with, partners should work 

together to explain the consequence clearly and ensure support is also in place to enable families to respond. Depending on circumstance this 
may include formalising support through an Education Supervision Order 
Stage 

5 

The Attendance Officer attached to the school will review pupils’ attendance identified at Stage 4.  
Parents/carers of pupils with continued attendance at or below 85% will be invited in for a formal meeting.  
The formal meeting will be minuted by the school.  

ENFORCE – where all other avenues have been exhausted and support is not working or not being engaged with, enforce attendance through 
statutory intervention. 
Stage 

6 

The Attendance Officer attached to the school will review pupils’ attendance identified at Stage 5.  
If attendance has not improved and remains at or below 85% and/or has 10 unauthorised absences in a six-week period then 
parents/carers are invited in for a formal meeting which is minuted by the School Attendance Officer.  
Attendance will be reviewed in 15 school days. 

ENFORCE – where all other avenues have been exhausted and support is not working or not being engaged with, enforce attendance through 

prosecution to protect the pupil’s right to education. 
Stage 

7 

The Attendance Officer attached to the school will review pupils’ attendance identified at Stage 6.  
If attendance has not improved, then a referral is completed for a Penalty Notice.  
If attendance remains a concern but some improvement has been seen, then parents/carers will be invited in for a further informal 
meeting.  
Penalty Notice incurs a £60 fine per parent per child if paid within 21 days of issue increasing to £120 per parent per child if paid after 
this date, but within 28 days of issue. Should the Notice remain unpaid the matter will be taken before the magistrate’s court. 

Monitoring: Penalty Notice warning remains in place for a year so if the attendance decreases again, the evidence is reintroduced for a 
penalty notice. 

Stage 
8 

The Attendance Officer attached to the school will review the pupil’s attendance at Stage 7 and if concerns are such, and the 
interventions has not been affective, then further prosecution is taken.  
The Attendance Officer can request that the matter be taken before the Magistrate’s Court. If the case is proven, parents/carers are 
liable to a fine of up to £2500 and a 3-month imprisonment.  

Unpaid Penalty Notices are taken before the Magistrate’s Court. 

 


