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This policy outlines the College’s 
expectations regarding regular school 
attendance, which is crucial to raising 

and maintaining high attainment. 
 The strategies which will be 

employed to support pupils whose 
attendance falls below the required 

standard are detailed within this 
document. 
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Legislation and guidance 

 

This policy meets the requirements of the working together to improve school attendance from the 

Department for Education (DfE), and refers to the DfE’s statutory guidance on school attendance 

parental responsibility measures. These documents are drawn from the following legislation setting 

out the legal powers and duties that govern school attendance: 

• Part 6 of The Education Act 1996 

• Part 3 of The Education Act 2002 

• Part 7 of The Education and Inspections Act 2006 

• The Education (Pupil Registration) (England) Regulations 2006 (and 2010, 2011, 2013, 

2016 amendments) 

• The Education (Penalty Notices) (England) (Amendment) Regulations 2013 

This policy also refers to the DfE’s guidance on the school census, which explains the persistent 

absence threshold. 

  

https://www.gov.uk/government/publications/working-together-to-improve-school-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.gov.uk/government/publications/parental-responsibility-measures-for-behaviour-and-attendance
https://www.legislation.gov.uk/ukpga/1996/56/contents
https://www.legislation.gov.uk/ukpga/2002/32/contents
https://www.legislation.gov.uk/ukpga/2006/40/contents
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2006/1751/contents/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.legislation.gov.uk/uksi/2013/757/regulation/2/made
https://www.gov.uk/guidance/complete-the-school-census
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1.0   Introduction 

 

• Improving attendance is everyone’s business. As a school we recognise that the barriers to 

accessing education are wide and complex, both within and beyond the school gates, and are 

often specific to individual pupils and families. The foundation of securing good attendance is 

that school is a calm, orderly, safe, and supportive environment where all pupils want to be and 

are keen and ready to learn. 

• All children and young people of school age have the right to a full-time education, regardless 

of any individual characteristics. As a school we expect that all students have excellent 

attendance as we recognise that minimising absence is a crucial part of ensuring that all 

students achieve their best. As a school we take our responsibility to monitor and promote good 

attendance very seriously. 

• For the purpose of this policy the school day begins at 8.30am and ends at 3.10pm.  

• It is the duty of parents/carers to ensure that their children attend school regularly (Education 

Act 1996 Section 7), with consideration of legal action against parents and carers who fail in 

this regard. It is the responsibility of schools to actively encourage pupil attendance and put in 

place robust processes to tackle unjustified absence and truancy. The Education Welfare 

Service will provide support and guidance to pupils, parents/carers and schools in facilitating 

optimum pupil attendance. 

 

2.0 Aims 

St Ignatius College aims to: 

• create an inclusive, nurturing and welcoming ethos in which pupils are stimulated to grow in 

self-esteem and to experience success. 

• encourage the educational development of all pupils by promoting the importance of school 

attendance in line with OFSTED and DFE requirements. 

• Foster a culture where all staff understand the school’s expectations regarding attendance and 

contribute to reinforce these high standards and expectations.  

• ensure that the curriculum meets the needs of individual pupils and positively encourages them 

to attend. 

• to work in partnership with governors, parents and carers, the Education Welfare Service and 

other professionals to support pupils in achieving optimum attendance and punctuality at 

school. 

 

 

3.0 Roles and responsibilities 

3.1 The governing body 

The governing body is responsible for: 

• Promoting the importance of school attendance across the school’s policies and ethos 

• Making sure school leaders fulfil expectations and statutory duties 

• Regularly reviewing and challenging attendance data 

• Monitoring attendance figures for the whole school 

• Making sure staff receive adequate training on attendance 

• Holding the headteacher to account for the implementation of this policy 
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3.2 The headteacher  

The headteacher is responsible for:  

• Implementation of this policy at the school  

• Monitoring school-level absence data and reporting it to governors 

• Supporting staff with monitoring the attendance of individual pupils 

• Monitoring the impact of any implemented attendance strategies  

• Issuing fixed-penalty notices, where necessary 

 

3.3 The designated senior leader responsible for attendance 

    The designated senior leader is responsible for: 

• Leading attendance across the school 

• Offering a clear vision for attendance improvement 

• Evaluating and monitoring expectations and processes 

• Having an oversight of data analysis 

• Devising specific strategies to address areas of poor attendance identified through data 

• Arranging calls and meetings with parents to discuss attendance issues 

• Delivering targeted intervention and support to pupils and families  

 

The designated senior leader responsible for attendance is Mr Kevin Mullen and can be contacted 

by ringing the school phone number. 

3.4 The attendance officer 

The school attendance officer is responsible for:  

• Monitoring and analysing attendance data  

• Benchmarking attendance data to identify areas of focus for improvement 

• Providing regular attendance reports to school staff and reporting concerns about attendance 

to the designated senior leader responsible for attendance and the headteacher  

• Working with education welfare officers to tackle persistent absence 

• Advising the headteacher (authorised by the headteacher) when to issue fixed-penalty 

notices 

The attendance officer is Mrs Teresa Neary and can be contacted via attendance@st-

ignatius.enfield.sch.uk 

 

3.5 Class teachers/form tutors 

• Class teachers and form tutor are responsible for recording attendance on a daily basis, 

using the correct codes, and submitting this information to the school attendance officer on 

the same day. 

mailto:attendance@st-ignatius.enfield.sch.uk
mailto:attendance@st-ignatius.enfield.sch.uk


 

6 

 

• Where staff are unable to take an electronic register due to unforeseen circumstances, they 

should take a paper register and return this to the attendance officer at the earliest 

convenience. 

• Form tutors are expected to be vigilant for emerging patterns of poor attendance through 

the use of the attendance tracker. They should act on this information in order to provide 

early intervention and identify any barriers to good attendance. 

• Form tutors must send a weekly email to the attendance officer which gives a brief outline 

of the discussions they have had with those students who they have identified as attendance 

concerns. 

 

3.6 Parents/carers  

Parents/carers are expected to: 

• Make sure their child attends every day on time 

• Call the school to report their child’s absence before 9.00am on the day of the absence (and 

each subsequent day of absence), and advise when they are expected to return 

• Provide the school with more than 1 emergency contact number for their child 

• Ensure that, where possible, appointments for their child are made outside of the school 

day 

• Discuss unavoidable absences well in advance of the event.  A holiday/leave of absence 

request should be requested in writing to the Headteacher.   

 

3.7 Pupils 

Pupils are expected to: 

• Arrive to school no later than 8.30am. 

• Attend every timetabled session on time.  

• inform a teacher or parent if there is a reason which may lead to their absence from school. 

• bring written notification that explains any absence from school. 

• Given a late mark and attend detention if they arrive late for school without a legitimate 

reason. 

 

3.8 The school 

St Ignatius College will ensure that:  

 

• The admissions register/school roll contains specific personal details of every pupil in the school 

along with their date of admission/re-admission to the school, contact information for 

parents/carers, and details of the last school attended. 

• A students name is not deleted from the admission register unless it is for a reason set out in 

regulation 8 of the Education (Pupil Registration) (England) Regulations, 2006. 

• Pupils on roll are registered accurately and efficiently.  

• Registers will be taken punctually at 8.35am. Pupils will be registered for afternoon registration 

during their Period 5 lesson.  
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• A pupil who arrives after 8.30 am will register as late unless a legitimate reason has been 

provided. A detention will be set if the reason for the lateness is not legitimate.  

• Staff use Bromcom to record at each lesson and at registration, the attendance, lateness and 

authorised absence data 

• A pupil arriving late to school will be registered at Student Services using the InVentry device 

to sign in and record their lateness. They will then be given a printed sticker which will have the 

reason for their lateness which they will then give to their teacher. 

• If a pupil fails to register they will be marked as an unauthorised absentee and put forward for 

a detention that afternoon after school. 

• parents are contacted on the first day of absence, and then any subsequent days if no notice 

has been received. 

• A home visit is carried out If no contact is made for an extended period by parents. Home visits 

will also be carried out in case of prolonged absence.  

• Continued absence is followed up by inviting parents in to discuss the situation and poor 

attendance is referred on to the relevant authorities.  

• Emphasise at all times the importance of good attendance. 

• The pastoral team monitors individual pupil attendance patterns.  

• School attendance and individual pupil attendance statistics are published. 

• In the Sixth Form, registration is compulsory except where study leave has been granted. 

 

 

 

4.0 Actions taken when students are absent 

 

4.1 Authorised Absences (accepted by the Learning Coordinator, SLT Link or the Headteacher) 

Absence will be authorised for: 

• Genuine sickness  

• Unavoidable medical / dental appointments (whenever possible these should be made 

outside school hours and details should be given to Student Services on the day of absence) 

• Exceptional family circumstances 

• Formal exclusion from school 

•    Family bereavement.  

•    Homelessness.  

•    An interview with a prospective employer, higher education institution or at another school.  

• Study leave granted by the Headteacher. 

• Absence authorised in conjunction with Child Entertainment regulations, upon a licence 

being granted by the local authority. 

• Religious observance (1 day only will be authorised)  

• Traveller pupils travelling for occupational purposes – this covers Roma, English and Welsh 

gypsies, Irish and Scottish travellers, showmen (fairground people) and circus people, 

bargees (occupational boat dwellers) and new travellers. Absence may be authorised only 

when a traveller family is known to be travelling for occupational purposes and has agreed 

this with the school, but it is not known whether the pupil is attending educational provision. 

 

4.2 Unauthorised Absence  

Absence will not be authorised for:  

• Truancy 

• Arrival (without justified reason) after registration period has closed  
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• No explanation being provided by the parent/carer.  

•    The situation where the school is dissatisfied with the explanation for absence 

• Looking after family members (except in exceptional circumstances) 

• Staying at home to mind the house, await deliveries or look after sibling/siblings or other 

family members 

• Birthdays or other similar events 

• Any work (paid or unpaid) undertaken during school hours (except formal work experience 

approved by the school) 

•    Day trips or a family holiday during term time which has not been agreed. 

 

 

 

4.3 Persistent Absenteeism (PA)  

If a student is persistently absent and the school’s efforts to affect an improvement (See 

attendance referral process Appendix 2) have been unsuccessful, the matter will be referred to 

the Education Welfare Service, through the Attendance Officer. The government currently 

define a pupil who is persistently absent as any student who has missed 10% or more of their 

own possible sessions. Persistent absence is monitored regularly in School alongside the 

Education Welfare Service.  It is proven that students whose attendance regularly falls below 

national expectations of 96% have significantly reduced chances of achieving their full academic 

potential, often resulting in lower academic grades than that of their fellow students who attend 

School regularly and punctually.  

 

When pupil absence becomes a concern, parents will be contacted and informed that any future 

absence will not be authorised unless medical evidence can be provided e.g. copy of a 

prescription or medication and on occasions a formal letter from the family GP/Medical 

practitioner may be required. 

 

4.4 If your Child does not arrive at School 

It is the parents’ responsibility to notify the School that their child is absent from school on that 

day. The school operates a first day response to absence and we will send a message via 

BROMCOM/ text/telephone if we have not heard from you. This is because we believe that the 

safety of your child is paramount and it is the school’s responsibility to work in partnership with 

parents to ensure your child’s safety. Please ensure you inform the school if your contact details 

change.  

 

4.5 Holidays in Term Time  

Leave of absence during term time will not be granted unless there are exceptional 

circumstances. The Head Teacher will determine the number of school days a child can be 

away from school if the leave is granted and only the Head Teacher can authorise the absence. 

Leave of absence requests must be made prior to booking the time away from School and on 

occasions, you may be required to meet with a member of the senior leadership team to justify 

your request. 

 

Parents will be informed that any absence taken without permission will be unauthorised and a 

Penalty Warning Letter will be issued when rejecting the request. In the event that your child 

does not attend School during the specified period, a Penalty Notice will be issued by the local 

authority with immediate effect. The initial Penalty will be £60 per parent, per child if paid within 
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21 days. If not paid, the Penalty will increase to £120 per parent per child. In the event that the 

£120 is not paid, the matter will be referred to the magistrates’ court without further warning.  

 

4.6 Attendance Target  

Whilst the national attendance expectation is 96%, as a school our attendance target is 97% 

for each year. 

 

4.7 Absence reporting, review and monitoring 

A weekly attendance tracker is produced in order to monitor attendance for all students. The 

tracker is shared with all teaching staff in the school, each Monday morning. Form tutors are 

expected to use the information on the tracker to determine who they intervene with each week. 

 

The target attendance figure for all pupils is a minimum of 97% attendance. Based on current 

attendance figures each child will be placed in one of the following groups below 

 

• Group 1: No Concern - Green Group 

The child attends for 97% - 100% of the time. 

 

• Group 2: Concern - Yellow Group 

The child attends for 95% - 96.9% of the time. 

 

• Group 3: Risk of Underachievement – Amber Group 

The child attends for 93% - 94.9% of the time. 

 

• Group 4: Severe Risk of Underachievement – Pink Group 

The child attends for 90% - 92.9% of the time. 

 

• Group 5: Extreme Risk of Underachievement– Red Group 

The child attends for 0% - 89.9% of the time 

 

Each child will be informed of their Attendance Group on a weekly basis by their form tutor. 

 

Form Tutors monitor the daily attendance and punctuality of their form class and pass on any 

concerns to the relevant Learning Coordinator. 

 

The attendance data will be discussed and analysed as part of the fortnightly inclusion meetings 

for each key stage. These meetings are attended by the Assistant head teacher who oversees 

attendance, the SENCO, the Lead Welfare Practitioner, and the Learning coordinators for each 

year group. 

 

The Attendance Officer provides regular data on attendance, persistent absenteeism and 

punctuality for the Assistant Headteacher Pastoral Care and the Head of Sixth Form. 

 

Half-Termly attendance reports allows analysis by the different vulnerable groups of SEN, EAL, 

Pupil Premium and Ethnicity so that the attendance of pupils within these groups can be 

regularly analysed and appropriate interventions planned if necessary. 

 

The Headteacher includes the attendance figures in the termly report to Governors.    
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The Local Authority undertakes an annual check on attendance and reports back to the school 

and to the Department of Education.   

 

4.8 Recognising good and improved attendance 

 

• Form tutors are expected to recognise and highlight good and improved attendance during 

form time. 

• Where attendance is consistently good students will be recognised for this during termly 

achievement assemblies. 

• Achievement points and positive phonecalls will be used as a reward for those with good or 

improving attendance. 

• Those students with 100% attendance for the academic year will receive the 100% 

attendance certificate in the end of year achievement assembly. 

 

 

4.9 Working with parents and carers to improve attendance 

The school will treat all pupils and parents with dignity and staff will model respectful 

relationships to build a positive relationship between home and school that can be the 

foundation of good attendance. In communicating with parents, schools will discuss the link 

between attendance and attainment and wider wellbeing, and challenge parents’ views where 

they have misconceptions about what ‘good’ attendance looks like.  

 

Where a pattern of absence is at risk of becoming, or becomes, problematic the school will listen 

to and understand the barriers to attendance the pupil or family is experiencing. In the first 

instance, the school will: 

 

Work with pupils and parents to address any in school barriers to attendance. Where the barriers 

are outside of the schools control we will work with the family to help them access any external 

agencies or forms of support deemed relevant. This may include making a referral to such 

services and organisations. 

 

Where absence intensifies the level of support will increase. This may include working with the 

local authority and other relevant partners. Examples of this support are (but not limited to): 

Mentoring, careers advice, college placements, online tuition, alternative provision or, an early 

help assessment. 

 

Where engagement has been low, or voluntary support has not been effective, a more formal 

approach will be used which may include: 

 

• A parental meeting with the Assistant head teacher with responsibility for this area 

 

• Working with the Local authority to put a parenting contract or education supervision order in 

place. 

 

• Issue a fixed penalty notice. 

 

• Intensify support through statutory children’s social care involvement where there are 

safeguarding concerns, especially where absence becomes severe (below 50% attendance).  
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• Prosecute parents where all other routes have failed or are not deemed appropriate. This 

could include making the case for a community or parenting order where the parent is 

convicted to secure engagement with support. 

 

At each stage communication will be clear and the school will issue its attendance letters (see 

appendix?) at each step of the process. 

 

 

4.10 Working with the Educational Welfare Officer  

The Education Welfare Officer (EWO) undertakes preventative (clinic) work and caseload 

(formally school may refer the child to the Education Welfare service at the Local Authority. 

He/she will try to resolve the situation by agreement but, if other ways of trying to improve the 

child’s attendance have failed and unauthorised absences persist, the Education Welfare Officer 

can use sanctions such as Penalty Notices or prosecutions in the Magistrates Court on the 

advice of the Head Teacher.  

 

Parents or children may wish to contact the EWO themselves to ask for help or information. 

They are independent of the school and will give impartial advice. Their telephone number is 

available from the school office or by contacting the Local Education Authority.  

 

4.11 Penalty Notices (PNs) Section 23 of the Anti-Social Behaviour Act 2003  

The Local Authority (LA) has set out a code of conduct with regard to imposing PNs as a strategy 

to deal with parents who appear unwilling to meet their parental responsibility by ensuring the 

regular attendance of their children.  

This will include:  

• Overt truancy.  

• Parentally condoned absence.  

• Excessive holidays in term time and or delayed return.  

• Persistent late arrival at school, after the register has closed.  

 

Parents at risk of a Penalty Notice will receive a warning letter from the school. Should there not 

be an immediate improvement, a referral will be made to the EWS and a formal warning letter 

will be issued advising of a period of 15 days within which the pupil must have no unauthorised 

absence, to include lateness after registration has ended.  

 

Should there be an improvement; a formal notice will not be issued. Failure to improve will result 

in the LA issuing a Penalty Notice.  

 

The notice carries a fine. The penalty is £60.00 per parent, per child if paid within 21 days of 

receipt rising to £120.00 if not paid. Parents are given a further 7 days to pay the £120. 

 

If this £120 fine is not, the Educational Welfare Service will proceed to the Magistrate Court for 

prosecution under the education act 1996 section 444(1) in relation to the original absence, not 

the unpaid fine. The penalty in court will be greater than the original fine alongside additional 

court costs and the incurring of a criminal conviction. 

 

The LA has set out a code of conduct with regard to imposing PNs as a strategy to deal with 

parents who appear unwilling to meet their parental responsibility by ensuring the regular 

attendance of their children at school. 
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4.12 Alternate Provision and Managed Moves 

The Attendance officer will be notified of Alternative Provision (AP) arrangements and updated 

about any changes in arrangements, so they can ensure the school’s registers are marked 

accordingly. The attendance officer will communicate closely with the AP setting and keep a 

record of their attendance on a daily basis. 

 

Any pupil on a Managed Move (MM) must be dual registered at their main school (the ‘sending 

school’) and their subsidiary school (the ‘receiving school’). 

 

If a pupil from this school is attending another school on a MM, the pupil will be dual registered 

at the other school. This school will mark the pupil with the registration code D during the time 

they are expected to attend the other school. The school the pupil is attending for the MM trial 

(the receiving school) will mark the pupil present or absent, according to their attendance 

pattern.  

The receiving school will be expected to follow up any pupil absences in the same way they 

would for their other pupils, in conjunction with this school where appropriate. They will also 

communicate the pupil’s attendance with this academy on a regular basis, in line with the MM 

review process. 

 

If a pupil from another school is attending this school on a MM, the pupil will be dual registered 

at this school. This school will mark the pupil present or absent, according to their attendance 

pattern, whilst the sending school will mark them with the registration code D. This school will 

follow up any absences in the same way as for all other school pupils, in conjunction with the 

other school where appropriate. This school will also communicate the pupil’s attendance to the 

sending school on a regular basis, in line with the MM review process. 

 

At the end of the agreed MM period (or sooner in some circumstances) a decision will be made 

as to whether the MM will be made permanent or not. At this stage the pupil will either: 

(a) go permanently on the roll of the receiving (subsidiary) school – single registration (in which 

case the pupil will come off roll at the ‘main’ school); or  

(b) be expected to return to the main school (in which case the pupil will come off roll at the 

‘subsidiary’ school). 

 

A Dual Registered pupil must not be removed from either school’s roll without the agreement of 

the other school. 

 

 

5.0 Equality statement  

The governors and staff are committed to providing the full range of opportunities for all students, 

regardless of gender, disability, ethnicity, social, cultural or religious background, by ensuring high 

levels of school attendance and full access to the curriculum for all. 
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Appendix One  

Example of letter sent to all parents and guardians 

 

Dear <<salutation>>, 

 

I am writing to inform you that the College is launching a new attendance initiative. We have revised 

our procedures and will be working with parents and carers to improve attendance and punctuality. 

This is because research has shown regular attendance and good punctuality are crucial factors in 

pupils achieving their full potential. St. Ignatius College is committed to providing a full and efficient 

education to all, and encouraging our children to strive for excellence. Therefore, for a pupil to reach 

their full educational achievement, a high level of attendance is essential. 

 

We wish to work in partnership with parents and carers and so are seeking your full support in 

ensuring that your child attends College every day and on time. We are always pleased to work 

together with parents/carers in resolving any difficulties but we are also committed to improving 

attendance levels at St. Ignatius College. 

 

The target attendance figure for all pupils is a minimum of 97% attendance. Based on current 

attendance figures your child will be placed in one of the following groups below. Your child will be 

informed of their Attendance Group. 

 

Group 1: No Concern - Green Group 

The child attends for 97% - 100% of the time. 

 

Group 2: Concern - Yellow Group 

The child attends for 95% - 96.9% of the time. 

 

Group 3: Risk of Underachievement – Amber Group 

The child attends for 93% - 94.9% of the time. 

 

Group 4: Severe Risk of Underachievement – Pink Group 

The child attends for 90% - 92.9% of the time. 

 

Group 5: Extreme Risk of Underachievement 

– Red Group 

 

 

The child attends for 0% - 89.9% of the time. 

Regular attendance is not just a legal requirement, but it is vital for pupils to maximize their learning, 

and achieve full potential here at St. Ignatius College. There are a number of important steps that 

you can take to ensure your child maintains a high level of attendance: 

 

Ensure your child attends every day, on time, equipped and ready to learn. Tutor time begins at 

08.35am and all pupils need to be onsite by 08.30am.  

 

Ensure the College has up-to-date addresses and telephone numbers. We will contact you by text 

or by telephone if your child is absent and you have not contacted the College. This ensures that 

truancy is quickly identified. 
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If your child is ill, contact the College and provide an explanatory note on their return to the College. 

Please make sure you telephone the College every day your child is absent. 

 

If you wish to check that your child has arrived at the College contact the College office. They will 

inform you if your child has been registered. 

 

If no contact is received regarding the absence, it is recorded as unauthorised. Ultimately the 

College is responsible for deciding if the absence is acceptable or not. Only genuine absence will 

be authorised. You will be asked to provide medical evidence if your child has a poor attendance 

record. 

 

➢ Ensure that medical appointments are made outside of College time. 

 

➢ Avoid trivial absence such as, ‘buying new shoes’. This would not be accepted as a reasonable 

absence. 

 

➢ Holidays should not be taken in College time. Holidays will not be authorised during term time. 

 

➢ Respond to College letters or telephone calls regarding attendance and punctuality. 

 

➢ Contact your child’s Tutor if you are experiencing difficulty in getting your child into College. 

 

Thank you for working in partnership with us to achieve the highest possible levels of attendance 

and punctuality at St. Ignatius College. 

 

Yours sincerely, 

 
Mary O’Keeffe  

Head Teacher 

St. Ignatius College. 
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Appendix Two 

Referral process 

The following is an outline of the approach which we will take to improve attendance: 

 

Step 1-Tutor conversation 

At the first sign that there has been low attendance Form tutors will identify this using the weekly 

attendance tracker and have a conversation with the student.  

 

Step 2-Attendance officer call home 

If attendance continues to be a concern the Attendance officer will make a call home to discuss our 

concerns and identify any support which we can provide in order to improve the students 

attendance. 

 

Step 3- Letter 1 - General concern 

A letter will be issued to inform you of the school’s concern over your child’s attendance. This will 

be sent if your child’s attendance figure is below 92% in any term during an academic year. There 

may be legitimate reasons for this absence (e.g. a period of illness). 

 

Step 3- Letter 2 - Meeting invite - Attendance officer/Pastoral/HOY 

If there is still no improvement in attendance, parents will be invited into school for a meeting with 

the attendance officer and the Learning Coordinator. 

 

Step 4- Home visit - parent failed to attend meeting on two consecutive occasions. 

 

Step 5- Letter 3 – SLT 

If attendance has still not improved and parental/carer engagement is considered to be low, a third 

letter from a member of SLT will be issued. 

 

Step 6-Letter 4 - Final warning 

A final warning letter will be issued, urging parents/carer to engage with the school to improve 

attendance immediately. If this does not happen a referral to the Educational Welfare Officer will be 

made. 

 

Step 7- Referral to EWO 

The student will be referred to the Educational Welfare officer once all avenues of support and 

intervention have been exhausted, without positive impact, by the school. 

 

Step 8- Court action 

Once all avenues of support have been exhausted, and parents/careres continue to not engage 

with the process, court action will proceed. 
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