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 ATTENDANCE – Self Evaluation Form


	School

	

	Overview


	School Attendance Lead
	
	
	Governor Lead
	

	Attendance % to date
	            
	
	Attendance % previous academic year 
	

	Attendance target
	             
	
	Date of Review
	

	Persistent Absence % to date
	
	
	Persistent Absence % previous academic year
	

	Severe Absence % to date
	
	
	Severe Absence % previous academic year
	

	LA notes and guidance
This template has been created as a tool for schools to review their performance, policy, and practice in relation to attendance. 
Once completed sections could be completed at, regular intervals and progress updated. 
Schools should rank themselves as Green for “Practice is embedded”, Amber for “Work in progress” and Red for “Area to develop/ target”

For each section, they should identify the Evidence to demonstrate the grading and any actions that need to take place.  Please highlight where good work is being 

achieved. 

Actions can be used to help identify and prioritise the action plan above. 

In preparing action plans we recommend you undertake a couple of area each term and then review progress and amend the

plan as necessary. 

Post 16 students may also need to be considered where appropriate. 

Hillingdon’s Attendance Support team can can help schools review strategies and action plans once school has undertaken an initial review. 



	1.
	RECENT PERFORMANCE AND CAPACITY TO DRIVE PROGRESS

	Item
	Areas to Consider

	RAG 
	Evidence
	Action  

	1.
	Data
	
	
	

	1.1
	Is the school on trajectory?
	
	
	

	1.2
	Is attendance improving across all year groups?
	
	
	

	Item
	Areas to Consider


	RAG 
	Evidence
	Action  

	1.3
	Is attendance improving across all groups?

e.g. Ethnicity/ SEN/ EHC Plans / Disabilities / Gender/ Sexuality / FSM & Pupil Premium / LAC/ Off site pupils / Year Group / Key Stage / Child Protection / Children in Need / Lowest 10%, Highest 10% / Authorised / Unauthorised absences / Impact of new starters / Holidays in term time agreed and not agreed / Illness / exclusions / religious observation / other absence codes / Travellers / Number of days absence / Language etc. / Emotional based school avoidance  or situations unique to your school – use DFE statistical analysis on attendance for groups) 
	
	
	

	1.4
	Is there evidence of analysis of the reasons for absence and are actions taken to address the main reasons for absence?
	
	
	

	1.5 
	Is there evidence that registers are completed accurately and on time?
	
	
	

	2.
	Priority


	
	
	

	2.1
	Is attendance a school improvement priority?
	
	
	

	2.2
	Is the school attendance leader a member of the Senior Leadership Team?
	
	
	

	2.3
	Are the Governors actively involved? Is there a Governor with lead for attendance? 
	
	
	

	2.4
	Date attendance was discussed with Governors.
	
	
	

	2.5
	Are all staff members actively involved?
	
	
	

	2.6
	Are all staff actively engaged in promoting regular attendance?
	
	
	

	Item
	Areas to Consider
	RAG
	Evidence
	Action  

	3.
	Resource Allocation and Capacity
	
	
	

	3.1
	Does the school have a clear picture of current attendance issues?
	
	
	

	3.2
	Has the school allocated sufficient resources to improve attendance by following analysis of relevant data?
	
	
	

	3.3
	Is the data cleaned (i.e. no N Codes for more than two weeks) before the school census return is made? Are codes used appropriately?
	
	
	

	3.4
	Does the school attendance leader have the required knowledge and expertise to address attendance priorities?
	
	
	

	3.5
	Is there a relevant mix of provision to support groups and individual pupils, including support for vulnerable pupils?
	
	
	

	4.
	Co-ordination of Resources
	
	
	

	4.1
	Does the school effectively liaise with and access the range of services available to meet its needs?
	
	
	

	4.2
	Is time allocated to the attendance leader to manage attendance activities, including monitoring, and evaluating their impact?
	
	
	

	5.
	Relationships and Engagement
	
	
	

	5.1
	Are all members of staff, pupils, parents, and services clear about their roles and responsibilities in relation to promoting regular attendance in the school?
	
	
	

	5.2
	Does the school make clear the roles and expectations of good attendance to pupils and parents/carers?
	
	
	

	5.3
	Do external partners effectively engage with the school to promote good attendance?
	
	
	


	2.
	QUALITY OF PLANNING AND PERFORMANCE MANAGEMENT

	Item
	Areas to Consider
	RAG
	Evidence
	Action  

	6.
	Policy Framework
	
	
	

	6.1
	Does the school have a formal attendance policy that promotes high expectations and sets out required procedures that has been agreed with all key stakeholders, including Governors, teachers, parents, and pupils? Do they link with other LA support services? 
	
	
	

	6.2
	Date policy last reviewed / amended? 
	
	
	

	6.3
	Are these policies rigorously and consistently applied? How do you know?
	
	
	

	6.4
	Is there a school action plan to improve attendance (with timescales) that has been agreed with Governors? When was it last reviewed?
	
	
	

	6.5
	Are there detailed procedures in place for all staff that outline their responsibilities to promote and manage student attendance? Do new staff receive training on this? Do all staff receive regular updates and reminders on procedures?
	
	
	

	6.6
	Are there detailed procedures in place for students that outline their responsibilities? Do they receive regular reminders in assemblies, form time etc. about the attendance policy, procedures, lateness, and up to date data?
	
	
	

	6.7
	Are there reminders for parents in newsletters about the attendance policy, procedures for exceptional leave, lateness, and published attendance rates?
	
	
	

	6.8
	Are there clear register closure times?
	
	
	

	6.9
	Does the school operate first day calling?
	
	
	

	Item
	Areas to Consider

	RAG
	Evidence
	Action

	7.
	Performance Monitoring and Management
	
	
	

	7.1
	What computer systems are used to monitor attendance? 

What reports are produced, at what intervals and who has access to them?
	
	
	

	7.2
	Are registers completed twice daily by staff using codes as outlined in DfE guidance?
	
	
	

	7.3
	Is attendance data issued to designated staff so that it can be effectively audited and monitored? Do they require additional training in this area?
	
	
	

	7.4
	Is attendance data regularly shared with staff so that they can follow up on absence in line with whole school strategy and procedures?
	
	
	

	7.5
	Does the school regularly collate and analyse its data to enable effective monitoring of performance against trajectory (minimum half‑termly basis) using robust systems?
	
	
	

	7.6
	Does the school regularly collate and analyse data to enable effective monitoring of the performance of groups (year groups, SEND, PP, CiN, CP, LAC etc.)
	
	
	

	7.7
	Are persistent absentees and those at risk of PA routinely identified and followed-up by pastoral/other staff with individual plans?
	
	
	

	7.8
	Are severe absentees and those at risk of SA routinely identified and followed-up by pastoral/other staff with individual plans?
	
	
	

	7.9
	Is there a clear escalation process for groups of pupils and parents/carers who persistently absence / under‑performing?
	
	
	

	7.10
	Are interventions reviewed and their impact monitored? (Section 11) 
	
	
	

	Item
	Areas to Consider

	RAG
	Evidence
	Action

	7.11
	Are authorised and unauthorised absences analysed in order to identitfy patterns or issues?
	
	
	

	7.12
	Are poor attenders identified and interventions monitored? Is there any post registration truancy? (where pupils are missing from class or from the school premises)
	
	
	

	7.13
	Does the school link attendance data to pupil level attainment?
	
	
	

	7.14
	Is there a clear and robust system for recording absences and pursuing absences for pupils who may be educated off site? (See also Section 11) 
	
	
	

	7.15
	Does the school have a register for vulnerable pupils who travel independently?
	
	
	

	8
	Strategic Framework
	
	
	

	8.1
	Does the school have a whole school strategy, which all stakeholders contribute to and understand?
	
	
	

	8.2
	Has the school set an appropriate attendance target agreed by the school and shared with staff, parents, and pupils?
	
	
	

	8.3
	Are the governors, school staff / pupils/ parents aware of the target to improve attendance?
	
	
	

	8.4
	Does the school use a range of effective strategies to provide support, incentives, and sanctions, including measures to tackle persistent absence?
	
	
	

	8.5
	Has the school made referrals for Penalty Notices (PN)?

Include number requested in current / last academic year
	
	
	

	Item
	Areas to Consider
	RAG
	Evidence
	Action

	8.6
	Has the school monitored the impact on attendance for the term after those families issued with a PN?
	
	
	

	8.7
	Have there been re-referrals for PNs / Other actions
	
	
	

	8.8
	Has the school made referrals for Pre-Court Panels to the LA?

Include number requested in current / last academic year.
	
	
	

	8.9
	Has the school monitored the impact on attendance for the term after those issued with a Pre-Court Panel?
	
	
	

	8.10
	Was there an improvement in attendance? 
	
	
	

	8.11
	Has the school had any court prosecutions for pupils attending the school? 

Include number for current / last academic year
	
	
	

	8.12
	Have there been re-referrals for court prosecutions / other actions?
	
	
	

	8.13
	Has the school monitored the impact of pupil’s attendance for the term after prosecution? 
	
	
	

	8.14
	Was there an improvement in attendance?
	
	
	

	8.15
	Is improving teaching and learning central to attendance performance improvement?
	
	
	

	8.16
	Does the school use Parenting Contracts?
	
	
	

	9.
	Communications


	
	
	

	9.1
	Is relative performance fed back regularly to heads, Governors, parents/carers, and the LA?
	
	
	

	Item
	Areas to Consider

	RAG
	Evidence
	Action

	9.2
	Does the school collaborate with other schools effectively on improving attendance?
	
	
	

	9.3
	Does the school have an effective publicity strategy which targets all stakeholders including:

Displays and publications emphasising the importance of attendance and the impact of absences?  How is this done for example, display, newsletters, website, and letters to parents, text messages etc.?

Regular celebrations of achievements in attendance (assemblies, newsletters, parenting evening) undertaking targeted communication?

Regular communication on attendance data headlines for parents and students. 

Is communication targeted at certain groups where attendance is a concern?
	
	
	

	9.4
	Does the school make it clear about procedures for applying for exceptional leave and about Penalty Notices?


	
	
	

	10 
	Lateness 

	
	
	

	10.1 
	Are there clear procedures to address punctuality, which are communicated to all stakeholders? How are latecomers dealt with? E.g. Sign in, late slips, time recorded, reason for lateness

Is punctuality data tracked, shared and tackled?
	
	
	

	Item
	Areas to Consider

	RAG
	Evidence
	Action

	10.2
	Is there a school bell? 

Is it accurate?

Do all clocks show the same time? 
	
	
	

	10.3
	Do pupils show a sense of urgency about being on time for the start of school, and at lessons / after breaks?
	
	
	

	10.4
	Do staff provide a visible presence at the start of the school day to monitor punctuality and hurry along latecomers?
	
	
	

	10.5
	Are there sanctions in place for latecomers?
	
	
	

	11
	Ofsted Preparation 


	
	
	

	11.1
	Are leaders able to demonstrate that attendance forms part of the school improvement plan and where OA is low and or PA is high is there a separate attendance improvement plan?
	
	
	

	11.2
	Have leaders ensured that all staff have received training on attendance procedures? Have designated attendance staff undertaken specialist training in order to operate attendance MIS systems, analyse data and initiate legal procedures?
	
	
	

	11.3
	Is the school able to show attendance trends across the last three years, compared to the borough and the national averages for attendance?  Including Persistent Absence rates and groups (see Ofsted Inspection Handbook)
	
	
	

	11.4
	Have leaders undertaken a code analysis? What does it tell you? (Particular focus on B, D and C Codes)


	
	
	

	Item
	Areas to Consider

	RAG
	Evidence
	Action

	11.5
	Is the school aware of any off-site units that cater for pupils with attendance difficulties run either by the school or in partnership with other schools / organisations?  Are the students attending dual registered? What are daily procedures to check on attendance and follow up on absence?
	
	
	

	11.6
	Are any children attending on a part time basis?  Why is this? How often are their timetables reviewed? What progress are they making towards securing full time provision?
	
	
	

	11.7
	Are children attending online provision? Why is this? How often are their timetables reviewed? What progress are they making towards securing full time provision?
	
	
	

	11.8
	Is the school able to demonstrate that low attenders are improving their attendance over time and whether attendance is consistently low (in the lowest 10 %?)  Use case studies to illustrate support and outcomes. 
	
	
	

	11.9
	Is the school able to demonstrate what actions they will take if attendance levels / and or certain groups have poor levels of attendance and how they implement and monitor improvement?  (See 1.3) 
	
	
	

	11.10
	Is the school able to demonstrate the visibility and oversight of children who are Looked After, known to safeguarding, EHCPS and SEN?
	
	
	


School Action Plan on attendance / punctuality 
	Item 

Number 
	Recommendation and resources
	Lead responsibility
	Timescale
	Expected Outcome
	Review of progress 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	
	Signature:
	Date:

	Headteacher

	
	

	Governor


	
	

	Attendance lead 


	
	

	Attendance Support Officer
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