
Absence 

Message 

received 

(phone call, in 

person, email) 

- office 

records 

Day 1 - No message 

received.  Office call home 

and mobile number.  If no 

response - a text / email is 

sentContact made 

with / by the 

office 

Day 2 - if no response or 

contact - office repeat calls 

and messages (email or text)

Day 3 - if no response or 

contact, call made by DHT. If 

no response by 3pm, EHT 

notified and logged as a 

safeguarding concern.  A 

referral to other agenices may 

be made

Each day of 

absence - 

contact made 

and reason 

recorded
When contact made, 

parents reminded of the 

correct procedure for 

reporting absence.  If no 

reason given for an 

absence, a letter is sent 

asking for reasons.  If no 

reply given, absence 

recorded as unauthorised

Office staff to notify DHT of 

unexplained or unuthorised 

absences or if attendance 

below 95%

DHT to 

monitor 

absences 

between 95% 

and 90%

DHT may* arrange to meet with 

parents to draw up an attendance 

action plan if attendance 90% or 

below 

*depending on authorised / 

unauthorised attendance 

Attendance 

action plan 

reviewed 

every half term 

and 

attendance 

monitored 

EHT notified

Attendance reported to 

governors by the EHT on a 

termly basis, including the 

number of attendance action 

plans

Attendance 

monitored.  Once above 

90%, action plan 

removed and monitored

Attendance does not improve or 

declines - referral made to the 

local authority
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