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SBPS Attendance Tracking Flow Chart

consecutive days.

SAM or SAO will call parents/carers if students are away for 2 unexplained consecutive days.

. Parents/carers to be called on the afternoon of the 2nd day, when students are away for 2 unexplained

. SAM/SAOQ to record phone calls on Sentral.

. SAM/SAO updates reason on Sentral with their initials.

Students are identified in stage
meetings with patterns and are add-
ed to the meeting minutes.

SAM sends attendance data with high-
lighted students showing less than 85%
attendance to attendance coordinator.

LAST team to discuss attendance
concerns at LAST meetings.
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LAST team enter identified students
into Excel spread sheet and notify
teachers.
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SAM or SAO will contact
parents after 2 days ab-
sent or late arrivals/ 1
early leaving

ﬁ

1st Care call- Classroom
teacher contacts
parents to offer
support immediately after
students are placed on a
LAMP

—

After two weeks with no
improvement -
2nd Care Call
Assistant Principal

Letter 1 +
Principal phone,

see improvement

Letter 2

Further 2 weeks to

monitor for 2 weeks to T  show improved
attendance.

Letter 3

Informal meeting: Parents,
Attendance Coordinator & Principal
- strategies for improvement.

Letter 4 + HSLO referral.

Formal Attendance Plan
> meeting, Parents, HSLO &
Principal,

HSLO Caseload
Student placed on HSLO

caseload. School supports HSLO
with attendance information.

v
Secretary Conference

Secretary Conference is

scheduled if no improvement.
Undertakings are agreed to.




