Attendance self assessment tool for schools
This tool is designed to support attendance leads, head teachers and governing/trustee boards to undertake a check to ensure the school is compliant with statutory guidance.
	Area for consideration
	Comments
	Action Required
	Dates and actions undertaken

	Has the school appointed a senior member of the school’s leadership team to take lead responsibility for dealing with attendance?  Have they received appropriate training to equip them for the role?
	
	
	

	Has the attendance lead and other attendance staff been given reasonable time for them to carry out the responsibilities of the role?  How is this monitored?
	
	
	

	Does the school have an up to date attendance policy in line with the latest DfE guidance?  The policy should include the roles and responsibilities of all school staff, governors/trustees, parents/carers and pupils.   Is the policy on the school website?  
	
	
	

	Are the school’s expectations around attendance easily accessible and visual to all members of the school community?  Are these regular shared with all stakeholders? Is there a clear definition of what the schools considers to be ‘regular’ attendance?  Is this shared with parents?
	
	
	

	Is attendance a regular agenda item at staff and governor/trustee’s meetings?  Do governors/trustees receive regular reports about school attendance?  Is there a governor/trustee with oversight for attendance?
	
	
	

	Is communication about the importance of attending school made regularly with pupils and parents?  This can be achieved through assemblies, notice boards, tutor time, parent’s evenings and the school newsletter.  Incentives and rewards should also be communicated.
	
	
	

	How does the school make parents aware of the guidance around holidays in term time and the impact on a child’s attainment?
	
	
	

	What systems does the school have in place to monitor the attendance and admissions registers to ensure they are compliant with statutory guidance?
	
	
	

	Are there systems in place to ensure the registers are accurate and completed on time?
	
	
	

	Are first day procedures for following up on absence conducted in a timely manner?
	
	
	

	What systems does the school have in place to ensure, at the earliest opportunity, that parents are notified about absences?
	
	
	

	What arrangements does the school have in place for monitoring attendance and responding to children who go missing during the school day?
	
	
	

	How is attendance data analysed to examine patterns across classes and year groups?  How regularly does this happen and how is it used to inform practice?
	
	
	

	What tracking and monitoring systems does the school use to ensure appropriate intervention is put in place at the earliest opportunity?
	
	
	

	What incentives does the school offer for improving attendance and rewarding those with good attendance?  As attendance is a whole school approach, staff can be included.  For example praise postcards, attendance lottery…
	
	
	

	What systems does the school have in place to ensure parents received regular information about their child’s attendance where it is a concern?
	
	
	

	Does the school have individual attendance plans (could use My Plan template from Graduated Pathway resources ) in place for all children who are deemed persistently absent (90% and below)?  How are these monitored and reviewed?
	
	
	

	Does the school address attendance issues with parents through meetings and written agreements e.g., parenting contracts? Attendance (gloucestershire.gov.uk)
	
	
	

	How does the school ensure a multidisciplinary approach is used to address those pupils whose attendance continues to be a concern?
	
	
	

	What formal interventions does the school use to enforce good attendance where necessary,  e.g., Penalty notices, referrals to GCC for consideration of legal action?
	
	
	

	Do you use the Schoolsnet resources and the legal drop ins to support school practice? Attendance Legal Questions Drop In Sessions (gloucestershire.gov.uk)
	
	
	



