
 

 

 

WTD…Attendance at DBA for All Staff 

Summary of the role of the Attedance Team 

Below is an overview of the daily actions and crucial timings of the day for the attendance team. All staff, in all roles, need to understand 
the priorities and pinch points to be able to support.  

Time Actions Who 

08:00 - 08.45 Check attendance line voice mails for student absences; update Bromcom with a comment. 

Check attendance email account for absence; update Bromcom with a comment. 

Upload supporting documentation to CPOMS/Support documents.  

AO 

AO 

AO 

08.45 - 10.30 Check morning meeting registers are complete on Bromcom. Contact attached staff member or HOY if 
not.  

Focusing on our vulnerable students first, begin first day absence phone calls to absent students using 
all priority contacts to make contact; update Bromcom with a comment. 

Prioritising our vulnerable students, refer non-contact absences to SEO/VCY for 1st day absence home 
visit by printing out attendance certificates with contact details (home visits begin at 10.30am). Update 
support events in Bromcom.  

Prioritising our vulnerable students, identify 3rd day absences and refer to SEO/VCY for 3rd day absence 
home visit by printing out attendance certificates with contact details. Update support events on 
Bromcom. 

AO 

AO 

 

AO 

AO 

10.30 - 13.30 Begin year group monitoring for absence escalation: 

Attendance report by code (O,N,G) - number of unauthorised sessions to date.  

Monitor numbers of sessions missed.  Action texts, push nonfictions, letter to families, AO student 
meetings, AO parental meetings, HOY parental meetings, EWO referrals. Update support events on 
Bromcom.  

Monitor unauthorised holidays. Prepare referrals to EWO for approval. Update support events on 
Bromcom.  

Monitor for child missing in education (20 school days with no known address). Update support events 
on Bromcom.  

Monitor EHE referrals to LCC. Action parental requests and action with HOY. Update support events on 
Bromcom. 

Monitor student movement. Prepare exit forms for students to be off rolled. Update support events on 
Bromcom.   

Complete AO HOY weekly meeting. Analyse priority groups: 

Approaching PA cohort (94% - 91%), update monitoring and tracing spreadsheet & MS Planner 

Analyse PA cohort (90% - 86%), update monitoring and tracing spreadsheet & MS Planner 

Analyse non-attenders (0%), update monitoring and tracing spreadsheet & MS Planner 

Complete AO EWO attendance meeting. update monitoring and tracing spreadsheet & MS Planner 
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AO/EWO 

13.30 - 15.30 Monitor AEP/MM/IYT shadow registers spreadsheet. Update tracker. 

Analyse daily coding; remove all N codes from AM/PM.  

Run Teacher missing registers report  

AO 

AO 

AO 

Challenging Attendance 

All staff, in all roles, must support the whole school approach to drive attendance to our target of 100%. Every opportunity, in any 
communication, must be taken to challenge attendance. The content below is given to help manage these conversations.  



 

 

The importance of being in school every day 

Students must be in the building every day to maximise their potential. Evidence tells us the importance of attendance and how it 
significantly affects their final GCSE results.  

97% attendance is the Academy’s expectation but we are striving for 100% every day. Students under 90% are classed as persistent 
absentees by the Government and, if all attempts to improve attendance has failed, the case may be sent to the Local Education 
Authority. They will then investigate the case and potentially prosecute parents for non-attendance at school; this can involve large 
fines. It is ultimately the parents’ responsibility to ensure their child attends school, but we can support those families as much as 
possible within the academy.   

Students should only be staying off school if they are infectious or physically unable to get out of bed. Otherwise, they should come 
into school and try their best. Often if they have a headache or stomach ache, it is because they are dehydrated. Allow students, to 
carry a water bottle if necessary.  If they are still unwell, a first aider will assess and ring for them to be picked up if needed. Parents 
can bring in medication/painkillers for students to be given in school by first aiders; they must complete a medication form if this is 
brought into school.  

It is important that we explain to parents that as adults we wouldn’t be able to stay off work with a headache and that we are trying 
to teach students resilience as they progress into adult life. If any parent reports the student is doing work at home whilst off or on 
holiday, please explain that whilst this is good they are revising, it does not replace being in school. Being out of lesson may mean that 
they miss a key piece of information given by a teacher. They have great, dedicated teachers that are expected to be here everyday 
and they need to be utilising their knowledge by being here every day too.  

If a parent rings and says their child won’t be in today, tomorrow or the rest of the week, the parent must ring daily to provide an 
update as its part of our attendance policy for safeguarding reasons. 

Being ill shouldn’t be taken as a reason for absence. We ask for specific symptoms, so that we can check for patterns of recurring illness. 
If parents challenge why we are asking for symptoms, the answer we always use is we need to check symptoms to cross check against 
other students. For example, large numbers of students absent with vomiting would raise an alarm, and we also need to be aware of 
things like chickenpox /measles in case of pregnant staff or students with low immunity.  

Reasons for illness 

Below are common reasons why families may refuse to send their child in. If they give any of these reasons to you on the phone as to 
why they may have more time off school in the future, here are some explanations you can offer to rationalise why they should be in 
school:  

• Asthma: This is an illness they will have to manage for the rest of their life. If the student is struggling with asthma, you can suggest 
a visit to their GP or Asthma nurse around how to manage it, so they can still be in school. It might be that they may not take part in 
excessive amounts of exercise during PE, or they may walk a little slower up the stairs. At times, they may be allowed a lift pass when 
their asthma is particularly bad.    

• Hayfever: this is also an illness they will have to manage for the rest of their life. If the student is struggling, again, suggest a visit to 
their GP as they may need stronger medication than just off the shelf. 

• Headache or feeling sick: This is not a reason to stay off school. It is likely that they are dehydrated, so suggest the child drinks plenty 
of water and has eaten something. They must be in school as they are not actually ill. Advise them to stay away from sugary or 
caffeinated drinks 

• Cold: Again, this is not a reason to stay off school. Students should be encouraged to take paracetamol and drinking plenty of water 
- then sent to school.  

• Tiredness: This is absolutely not an excuse to be off school. If parents say their child is recovering as they are tired, or aching, they 
are not ill. They must be in school or it will be logged as an unauthorised absence. They need to be in school and then encourage 
students to get an early night when they go home as sleep is our most effective recovery process.      

Students requesting a leave of absence 

We always inform parents that we do not authorise any holiday requests and they will be liable to a fine of £60 per parent per child. If 
they take one day off they will affect their child’s learning; even if they complete work whilst absent they will miss key information 
given by a teacher in class. 

Parent should complete a LOA request form, which are available from the school website and reception.  

Contacting families 

You may need to call or meet families about students’ attendance. Before you call the family, ensure you prioritise our vulnerable 
students. Have the student’s attendance data up in front of you. Please look for patterns of absence, for example, if they are absent 
every Monday, is there a lesson student doesn’t like on a Monday? Or, is it something a student does on a Sunday or a Monday morning 
that prohibits them from getting into school? You may also want to liaise with HOY / SLT / DOK about any particular child that you are 
calling about, so they can fill you in any additional information about that family and child.  



 

 

Below are a few phrases that you may want to use when speaking to families about the importance of attendance. 

• Hello, is that XXX’s mum?  

• How are you today? There’s nothing to worry about, XXX is fine. I’m just calling as I have noticed that his/hers attendance has 
dropped a little recently and I just wanted to catch up about how we can work together to get this back up to what it was in Cycle 1. 

• XXX’s attendance is currently at ……..% which is below the academy average as we are striving for 97% attendance, but, realistically, 
we should all be aiming for 100% attendance.  

• We know there is a direct correlation between attendance and attainment, so students that are in the building every day are 
statistically much more likely to get the top grades in their results. 

• Did you know that the students with the top 10 attendance have the highest grades? Those from the bottom 10% for attendance 
tend to gain 2 grades lower at GCSE. That’s quite a difference isn’t it!   

• We don’t want XXX to fall short because they weren’t in the building every day to maximise their potential.  

• They are currently doing really well in their subjects, but we want to ensure this is maintained. This won’t necessarily be the case if 
they are taking more time off school which is not what we want.   

• What do you think the reason is as to why they are staying off school? 

• I can see that XXX has had five Mondays off in the last eight weeks; why do you think this is? What can I do to support XXX so they 
can get in on a Monday? Is it a particular lesson or student that is bothering them?   

• What do you do think we can do to work together to improve this situation as I know that you really want XXX to do well? 

• If XXX continues to fall below 93% attendance they are at significant risk of underperforming in their GCSEs; below 90% attendance 
they are at severe risk of underperforming and below 97% at risk of underperforming (depending on their attendance figure to date).  

• You don’t want to put your child in a position where they are missing extensive amounts of learning time. If you take holidays during 
term time, you are putting your child at risk of severe of underperformance in their Cycle assessments. You also don’t want to 
increase XXX’s level of anxiety; if students are out of lessons for a considerable length of time, it becomes more challenging to then 
step through the door as the anticipation of the returning to school grows each day they are not in. We don’t want that to be the 
case for XXX, as their wellbeing and mental health is everyone’s main priority, so what can we do together to mitigate this?  

• If XXX’s attendance is 96%, they have missed 5.5 school days. If they attend every day between now and the summer holidays, their 
attendance will reach 97%.  

• If their attendance is 95%, they have missed 7 school days. If they attend every day between now and the summer holidays, their 
attendance will reach 96.2% which was the average of Year 11 last year.  

• What can we do, to work together, to ensure that we can boost XXX’s attendance? Is there any further support you need from 
school?  

• Thank you so much for all your support, I know that if we work together, we can definitely see an improvement in their attendance 
which will support your child to get the best set of results they can.  

• If you would like, I am happy for us to have a follow up conversation next week in order to keep on top of this situation, and to ensure 
that, as always, we are supporting one another to get XXX into school.  

• I hope you have a lovely evening, thanks again.  

Completing home visits 

HOYs, attendance officers and SLT are most likely to complete home visits, but, at times, an advisor (or other staff) may be the person 
that child has the strongest relationship with and is likely to be the most appropriate person to get the child into school. We do not tell 
parents a home visit will be conducted; if the child is too ill to be at school we would anticipate they will be at home unless they were 
being cared for by another adult. This in itself could raise safeguarding concerns that you may need to added to CPOMS after the visit 
has been completed if something did not feel right. A DSL will advise you on whether that home visit is similar to those that have 
happen historically with that child. If you have any concerns, no matter how minor, please always log them. The only exception to this 
is if somebody was off on long term sick, for example following an operation, a home visit may not always be appropriate.  

Before knocking on the door, we need to be clear and confident about reasons why we are going.  

In most cases, introduce yourself and say you are just coming to see how XXX is, although they may not be well enough to come in for 
the full day, you wondered if they would be able to, or if it was appropriate, for them to do any work even though not well enough for 
a full day at school. Ask if there is there any extra support they might need on return to school for example, carrying a water bottle, or 
a buddy to help with books? Are they worried or concerned about any lessons that we can put a solution in place for by the time they 
arrive back at school?  

It may be helpful to say it is our practice to visit when a child has been absent for three days or more to see if there is anything we can 
do to support their return to school.   



 

 

If someone opens the door, always try to get into the property unless it is a child who said they were at home alone. At that time, 
remain at the property but outside and contact safeguarding at school for advice. You may be instructed to contact the parent; 
depending on the age of the child, or the nature of the illness, it may not be appropriate for them to be home alone. 

We must never leave the property without seeing the child, as, again, this is a safeguarding concern.  

During a home visit, it is also useful to take a note of who else was present, their relationships with others in the house and the 
surroundings. 

If no one is home at the time, we always leave a DBA Home Visit slip. Available centrally and from the attendance team. Ensure you 
have some before you set off for the visit.  


