Attendance Recording Flowchart

Attendance register taken and recorded in Arbor

No further action required.

Absence request form sent to
parent/guardian for completion if
relevant.

Pupils’ attendance is updated in Arbor
accordingly no further action required.
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parent/guardian requesting
a reason for absence.
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Parent/guardian makes contact and
gives a reason for pupil’s absence.
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school office before 9am on each a reason for pupil’s
day that pupil is absent.

Office calls priority 2
4—| parent/guardian to obtains
reason for absence.

Parent/guardian gives a
reason for pupil’s absence.

parent/guardian to obtains
reason for absence.
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Office inform SLT of pupil’s
| absence.

SLT decide if home visit necessary.
DSL inform social worker
(if applicable)
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Reason for absence letter emailed
to parent/guardian by the end of
the school day.




