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Oakwood Junior School
Attendance action plan 2023-24 
	What the school already does 
	
	
	
	

	Desired outcome 
	Action to achieve 
	Person responsible 
	Frequency 
	Monitored by 

	To improve attendance  
	First day calling – Phone calls will be made to parents every morning if parents have not phoned in/sent on email.  A record will be kept of the calls.  Order of calls: 
CP and LAC, CiN.
Any other social care involvement and all other children. 
	Ms Whitehead (Office Staff, PW)
Mrs Rowles, Attendance Officer GR
	Daily 
	GR to check book weekly 

	
	If there is no contact with a family, staff will contact the social worker if there is one attached to the family, may carry out a home visit if there is concern for  child’s welfare. 
	DSL, GR
	If necessary 
	HT

	
	Contact details updated twice a year (at Parents Evening). 	 	 
	PW and RM
	Twice a year 
	SBM 

	
	GR analyses attendance and then phones parents to advise of attendance concerns (less than 93% or another pattern emerging).
ATTENDANCE POLICY AND SYSTEMS TO BE FOLLOWED.
	DSL, GR, PW
	Monthly 
	HT and GR check Logs of all calls

	
	Half-termly review of attendance with EWO (children under 93%) to decide interventions.  Parents to meet with any of GR/HT / EWO/NF.
 Letters sent to parents where attendance is a concern (below 93%)
	GR, HT, EWO
	Half-termly
	HT

	
	Attendance is shared with parents termly on Progress and end of year reports.
	Office staff
	Termly
	HT / GR

	
	The Headteacher and Governors will agree attendance and persistent absence targets for the year.
	HT /Govs
	Annually
	CofG

	Reduce persistent absenteeism including holidays
	Term dates are communicated via school newsletters and on school website and via Parenthub. 
	
	
	

	
	Parents are requested to complete a ‘Leave of Absence’ form for any holidays. This is not routinely authorised and penalty fines may be submitted. 
	Office Staff. AO 
	As necessary
	HT

	To reduce lateness
	Late arrivals are logged and analysed for emerging patterns. 
Letters are sent to parents, with herring-bones, where patterns are emerging. 
If no improvement is seen, meeting with parents arranged with GR / HT
	GR
	Monthly
	HT

	Recognise and Rewards
	Half-termly certificates for 100% Attendance. Raffle prizes and Ribbon on each class with highest attendance.  Pupils with 100% weekly attendance to enter a draw and win small prize. End of year recognition 100% attenders – certificate, sticker and book token 95% and above – certificate and sticker Improved attendance – certificate and sticker
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