
 

Appendix to Attendance Policy 2023/2024 

Process and procedures for monitoring attendance: Willow Green Academy 

This appendix should be read in conjunction with the Willow Green Attendance 

Policy 2023. 

Willow Green Academy are committed to supporting parents and families to ensure 

high levels of attendance. In line with our attendance policy we follow a process of 

routine and continual monitoring of pupils’ attendance and the support of families 

to improve and maintain good levels of attendance.  

 

THE PROCESS FOR MONITORING ATTENDANCE  

Instances of absence and lateness will be logged daily and monitored by the 

attendance officer and the Head of Academy.  

 

This monitoring process will involve the review of: 

•      Pupils whose attendance for the past week is 95% or below 

•      Pupils whose cumulative attendance for the year is below 95% 

•      Pupils whose attendance is below 90%. These pupils are deemed persistently  

           absent (PA) 

•      Pupils whose attendance patterns indicate they are at risk of PA 

•      Pupils who have previously been classed as PA or have been monitored for  

            attendance. 

•       Pupils who are consistently late to school. 

 

Where concerns arise or issues persist the following will be initiated: 

1) Informal action: monitoring letter to parents detailing pupils’ current attendance 

patterns and reason for monitoring. Parents of any pupils with attendance below 

95% will automatically receive a monitoring letter.  

2) Formal action:  invitation to an attendance review meeting with Head of 

Academy and the Academy attendance officer. These meetings will be requested 

for parents of pupils who: 

• Have previously received a monitoring letter and show no improvements in 

attendance. 

• Pupils who are deemed PA (Persistently absent) attendance below 90% 

• Pupils with patterns of attendance which cause concern and who are 

deemed at risk of becoming PA.  

During attendance review meetings, the academy will speak with parents, discuss 

attendance patterns and offer any necessary support.   

At the initial meeting the academy will carry out a ‘Listening and understanding’ 

summary which will take the views of parents, the children and the school. They will 

use this to help them formulate an ‘Early intervention plan’. 



 

Where pupils attendance is below 90% (Persistently absent, PA) or in instances where 

an Early Intervention plan hasn’t been successful, a comprehensive attendance 

support plan will be created. This may involve other agencies: Academy AAB 

members, Early help, Local authority, social care etc. 

Early intervention plans and attendance support plans will be monitored and 

reviewed regularly.  

Absences 

The academy will usually authorise absences for pupil illness. However, where 

attendance is a concern, the decision may be made not to authorise illnesses 

without medical evidence.  

Pupils who are classed as persistently absent (below 90%) will not have illnesses 

authorised without medical evidence. 

As per the attendance policy, parents of children with ten or more sessions of 

unauthorised absence (10 session = 5 days) could be issued with a Fixed Penalty 

notice of £60 per parent per child in line with Local Authority Code policy and 

procedure.   
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