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Fairfield High School for Girls 
Tiers of Activation and Escalation based on previous year’s attendance 

 
Attendance Category Descriptor Stage: Attendance Procedures 

100 – 95% On Target Congratulations your 
attendance is excellent. You have 
the best chance of academic 
success. If your attendance is in 
this band you will be eligible for a 
range of rewards. 

Form Tutor/HOY 
Celebrate class achievement Celebrate 
individual achievement 
Verbal praise to pupils 
Attendance Certificates each half term 
Praise during assemblies 
Pupils record attendance in their Planners 
Form prizes 

94.9 – 92.1% Below 
Target 

Stage 1 

Your attendance is slipping. Your 
progress being to be affected 
below this stage. Pupils below 97% 
will be monitored. 

 
Further absences will not be 
authorised by school. 

Form Tutor 
Speak to pupils about reasons for absence. 
Pupils record attendance in their Planners 
Assistant HOY Informal Attendance Plan 

 
Ensure pupils are aware that their absence 
has been noted and will be monitored 

Attendance Officer 
Stage one letter is sent home 

92 – 90.1% Below 
Target 

Stage 2 
 

Triggers 
Monitoring 
Plan – 

Your attendance means you are 
at risk of underachieving. You 
have a responsibility to work hard 
to catch up on missed work and 
to improve your attendance. 

 
Any further absences will only be 
authorised if school receives 
medical evidence. 

HOY 
Four-week attendance monitoring plan. 
One day off within this period will trigger 
the next stage in the policy 
Return to school meeting with HOY 

 
Set individual attendance targets and 
award achievement points if target is 
met 

 
Attendance Officer 
Stage two letter is sent home 
At risk of Penalty Notice Letter sent home 

90 – 50.1% Pink 
 
Stage 3 
Meeting 
and 
Monitoring 
Plan 

Your attendance means you are 
at serious risk of underachieving 
and has become a serious cause 
for concern. Any further 
absences will only be authorised 
if school receives medical 
evidence 
 
Parents / carers will be at high 
risk of being issued with a 
Penalty Notice 

Attendance Manager / EWO 
Attendance Improvement Plan 
Penalty Notice Referral to TMBC 
Stage three letter is sent home 
 
Four-week attendance monitoring plan 
Parents / carers and pupil are invited to an 
Attendance Panel Meeting. 
Agency involvement to be considered (such 
as Early Help) 
One day off within this period will trigger 
the next stage in the policy 
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Attendance Category Descriptor Stage: Attendance Procedures 

50 - 0% Red Stage 
4 

Your attendance is 
unacceptable. 
You are identified as a Persistent 
Absentee (PA) under 90% or 
Severe Absentee (SA) under 50% 
Your education is at risk and you 
will not reach your potential, 
you will gain fewer qualifications 
and will be less likely to gain 
entry into further education, 
training or employment. Unless 
there are genuine reasons that 
are preventing you from 
attending school your parents 
will either receive a Penalty 
Notice or be prosecuted for your 
irregular attendance which will 
result in a criminal record. 

Attendance Manager / EWO/DHT 
 
Refer pupil to Education Welfare Officer. 
 
Stage 4 Letter 
Monitor attendance and ensure 
safeguarding. Invite parents and pupil to 
an Attendance Panel Meeting (with EWO) 
and review Action Plan for attendance 
 
Issue a Penalty Notice 
 
Collate evidence and begin to prepare a 
case for prosecution 
 
Referral to other agencies if appropriate. 
Work with outside agencies to develop 
personalised intervention. 

 

 

19 Legal Interventions and Sanctions 
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Appendix 1: Leave of Absence Form 

 


