
 
 

Inform office staff that all absences must be unauthorised unless medical evidence is provided 

Attendance sent to both parents/carers fortnightly and recorded that this has been done.  

Any medical evidence uploaded to CPOMS or linked documents as evidence. 

If an unauthorised absence occurs, escalate for an AO meeting – AIM invite to 

be sent and WL to be issued at meeting held. 

Irregular School Attendance 

Pastoral Manager and Education Welfare Officer discuss 

below 92% attendance students every Friday. 

Any absence concerns and actions will be noted and entered onto spread sheet - ie: 

 % at discussion 

 % at meeting 

 % each fortnight after meeting 

 % if AO meeting held – date WL issued 

 % fortnightly after AO meeting 

 % PN pursued Y/N 

 

PM and CT to have 1st support meeting 

Add to CPOMS as a record and future chronology 

PN to be sought if meets criteria – Open case for Attendance 

Compliance Team for 18 weeks – Attendance to still be sent 

fortnightly 

Improves 

Monitor 18 weeks 


