
Beginning of September

PREVIOUS YEAR
BELOW 90%

EARLY
INTERVENTION

LETTER

Below 92%

Monitor on a 15
working day 

cycle

LETTER 3
(A or B)

No
Improvement

Meeting with
School

nurse/Early Help

EWO REFERRAL

No 
ImprovmentMonitor on a 15

working day 
cycle

Improvement

Monitor on a 15
working day 

cycle

LETTER 1

No Improvement

Monitor on a 15
working day 

cycle

Improvement

LETTER 2

No
Improvement

Monitor on a 15
working day 

cycle

From October
Half Term

PREVIOUS YEAR
90% or above

Below 92% Above 92%

Improvement

Above 92%

FLOWCHART 1 - ATTENDANCE MONITORING AND ACTION PROCEDURE



HOLIDAY REQUEST
 FORM SUBMITTED

 BY PARENT

NOT
AUTHORISED

AUTHORISED
(Exceptional

Circumstances)

Attendance below 97% in
ANY of: previous academic
year, previous 12 months or
cannot be reached by end of

academic year

SCHOOL SENDS
HOLIDAY REQUEST

RESPONSE AND
LETTER 4

PENALTY NOTICE
REQUESTED

THROUGH EWO

Attendance above 97% in
ALL of: previous academic
year, previous 12 months or
cannot be reached by end of

academic year

SCHOOL SENDS
HOLIDAY REQUEST

RESPONSE AND
LETTER 4

SCHOOL SENDS
HOLIDAY REQUEST

RESPONSE

FOLLOW PROCESSES
IN  FLOWCHART 1

INCLUDING HOLIDAY
ABSENCES

HOLIDAY TAKEN

HOLIDAY REQUEST FORM
NOT SUBMITTED BY

PARENT

EVIDENCE OF HOLIDAY
LETTER 5

HOLIDAY TAKEN

FLOWCHART 2 - PROCEDURE FOR HOLIDAYS TAKEN DURING TERM TIME



 
   
     
       
         
         
         
           
        
         
           
             
          
        
         
           
        
         
           
             
             
               
               
            
          
        
         
           
             
               
            
          
        
         
           
        
         
           
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
          
        
         
           
        
         
           
        
         
           
             
               
               
            
          
        
         
           
        
         
           
        
         
           
        
         
           
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
      
    
  


