
STARTIs child in 
school? 

Is child 
in after 
9.15?

Has school 
been 

notified?

Has school 
been notified?

Is child 
late?

Enter reason for absence on Arbor e.g
I (Illness), H (Agreed Holiday),  
M (Medical Appointment) etc

Phone parent/carer to establish 
reason for Day 1 & Day 2 absence.

Input child as Late (Code: L) on Arbor 
Attendance Register including number 
of minutes late

Parent accompanying child to complete 
Late Register (Paper) after 8.50am (gate 
closed) or unaccompanied child – Admin 
Officer to complete Late Register (Paper) 

Send text to parent/carer asking for 
update on absence on Day 1 & Day 2

Continue on Page 2

Monitor persistent late comers and send 
parent/carer email/letter regarding 
lateness at end of week (Weekly basis)

Parent accompanying child to 
complete Late Register (Paper) 
Unaccompanied child – Admin 
Officer to complete Late Register 
(Paper)

Monitor attendance below 95% half 
termly & send parent/carer email/letter

Half termly 100% Attendance 
Certificates awarded in Sharing 
Worship

Class register taken
KS2 – present at 8.45am
KS1 – present at 8.50am

Input child as Late Unauthorised 
Absence (Code: U) on Arbor 
Attendance Register including 
number of minutes

Child is 
absent

Has school 
been notified 
by lunchtime?

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

No

No

No

ABSENCE FLOWCHART



Is child still 
Unauthorised

Absence 
(Code: O) on 

Day 3? 

Make all reasonable enquiries to contact 
parent/carer & child (including enquiries 
to known friends/wider family) Enter on 
Arbor & CPOMS

Child not seen & parent/carer contact 
not made.  School to start a child missing 
in education procedures. 

Continued from Page 1

Child returns to school or parent 
contact made on Day 3. Enter 
reason for absence on Arbor

Contact Local Authority as child is ‘at risk 
of missing’.  Children Services staff will visit 
last known address & alert key services to 
locate the child

Continue monitoring attendance 
daily

Input child as Unauthorized 
Absence (Code: O) on Arbor for 
Day 1 & Day 2

Enter details on Arbor & CPOMS

Yes

Yes No

Has contact 
been made with 
parent/carer by 

Day 10?

Child returns to school or parent 
contact made on Day 3. Enter 
reason for absence on Arbor

No
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