OFFICIAL

OFFICIAL

	School Attendance Support Meeting Record and Plan 

	The focus of the meeting should be on how to improve attendance and really understand the barriers you face and agree how we can all work together to resolve them (It is also useful to identify on what has worked well or had a positive influence). This is an opportunity for everyone to share ideas about anything else that might help, including any new strategies or interventions that may be worth trying to prevent things becoming worse. At the end of the meeting, everyone will have a clear plan of the way forward.



	Date of Meeting:
	
	Location:
	



	Name of pupil:
	
	Year Group:
	

	Parent Name:
	
	Parent name:
	

	Address:
(If different from school records)
	
	Address:
(If different from school records)
	


[bookmark: _Hlk116636794]
	Sibling(s):

	Name:
	
	DOB:
	
	School:
	

	Name:
	
	DOB:
	
	School:
	

	Name:
	
	DOB:
	
	School:
	

	Name:
	
	DOB:
	
	School:
	



	Meeting Invitees Name:

	Role & Organisation:
	Attended?
(Y/N)
	Email address:

	
	
	
	

	
	
	
	



	EARLY HELP: Support/Services already involved?

	Is there anyone that is working with your family that has not been invited to this meeting? 
	Y/N

	If Yes:  Who are they and organisation?  What support is in place and how is it working?
	If No:  Would you like us to explore support for you and your child at the end of this meeting?

	
	Y/N

	Is the child subject to a Child Protection or Child in Need
	Y/N
	Social worker name (if applicable)
	



	[bookmark: _Hlk116637188]Attendance

	% Attendance Year to date
	

	% Authorised:
	
	% Unauthorised:
	
	Number of sessions/lessons
missed:
	
	Full weeks your child could have attended:
	
	Full weeks your child has only attended:
	

	Attendance last academic year
	

	What are the main reasons for not attending:
	



	[bookmark: _Hlk125536701]Child’s view: (see optional ‘Day in the Life’ section and ‘Child Focused Restorative Enquiry’ below to support conversations particularly where the is an event that has triggered non attendance.
Depending on the age of the child and their understanding, it would be a good idea to obtain their views of attending school.  This must be the most appropriate person, usually the class teacher or another significant adult who they may be working with.  If they have not been given chance to have their voice heard and they are at the meeting, ask if they would a chance to talk to someone now. 

	



	SCHOOL INTERVENTION/SUPPORT PROVIDED TO DATE:
(In this section you should discuss the child’s absence to date providing a copy of the registration certificate, log of school support provided both academic and pastoral including phone calls/letters sent home)

	Include EHCP – what’s in the plan? Do you understand what actual support is in place and what it looks like for your child?
Does your child know what support is in place, what it means for them, how it may help, are they happy with the support in place, does it need to change?
If there are SEN needs – what reasonable adjustments have been made in school?





	Present situation – You already may know what is impacting the attendance so any questions can be adjusted to suit the family circumstances. 

	What has impacted/caused the current low attendance?
Worries at home, school issues, relationships, friendship group.
All relevant safeguarding concerns
Impact of absence on the child’s attainment and progress)
Include any SEND requirements
	

	What actions are you currently taking to improve the attendance?


	

	What has worked previously?
What helped me the past?
When have things been better?
Why were things better?
	

	What strengths do you think your family and the pupil has?
Identify and record pupil strengths that can be built upon to secure improved attendance

	




	What can we do to help them with improving attendance?
	

	Is there anything you could be doing to improve attendance?
	






	Other key issues discussed: (please ensure you record any issues/key points not captured above):


	






	We need to set up a plan to support you and your child to attend school with a target for attendance over the next 2-4 weeks initially.
The target is up to you and may vary according to circumstances 


	Action Plan Aim:
(SMART goal)
	



	[bookmark: _Hlk116637387]Actions to be taken to achieve this Aim:
(Include school, parent(s), child, other professionals)

	If there is a medical condition that requires support in school - complete an Individual Healthcare Plan (IHCP)  Supporting pupils with medical conditions at school - GOV.UK (www.gov.uk)

	
	Identified Barrier:
	Actions/interventions to be taken to address the barrier:
	By When:	
	Person responsible:
	How will we know it is working for the child?

	1
	
	
	
	
	

	2
	
	
	· 
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	



	Everyone is to be given a copy of the plan.
A review of your child’s attendance will be carried out in 2-4 weeks.

	Review Meeting Date:
	
	Time:
	
	Venue:
	



	If there are any difficulties or concerns that they have forgotten to mention after, they must contact the school rather than wait for the review as the earlier any concerns are addressed the better.
If things change for your family, you must also contact the school in the first instance
	SCHOOL CONTACT NAME:




	Plan Agreement 


	Role (parent/school/child)
	Signature
	Name (printed)
	Role if applicable
	Date

	Child (if appropriate)
	
	
	
	

	Parent
	
	
	
	

	Parent
	
	
	
	

	School
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	OPTIONAL: Day in the life of the pupil:
On days that the pupil is not in school, what does it look like?
The questions asked would depend on why they are not attending school:

	Do the parent’s work?

	What time do they leave for work?
Is the pupil at home all day on their own?
Does anyone visit them throughout the day?
	



	How does the day start?

	What time do they get up, who wakes them?
Alarm/Mobile phone/parents – what happens?
Do they get up straight away, do they have to be reminded?
Do they get angry/upset?
	




	What do they do after they get up?

	Do they go on computer?
Are they on their phone?
PlayStation/Xbox/TV?
What games are they playing?
Are they inactive all day? 
	

	What does bedtime look like?

	What time do they go to bed?
Do they have their mobile phone with them?
Do they have their laptop/Computer/games in their room? 
	




	Does the poor attendance effect friendships?

	How does the low attendance affect friendships, In and Out of school?
Do they see their friends in the evenings or at weekends?
What do they do?
Could friends meet them before school? 
	




	Medical support: Anxiety/Mental/Physical Health needs?

	CAMHS– engagement/waiting – What are you doing while waiting
Have you seen your GP?
When did you see them? (In person appointment)
Has any evidence been given to school?
What School support is in place?
When are the next appointments?
What do you think will help?
	

	What school support is in place?

	What support is offered in-house
Counselling/121/pastoral support/Safe place
Have any reasonable adjustments been made?
Has the school received medical advice on what reasonable adjustments could/should be made?
How is the pupil in school?
	




	Child Focused Restorative Enquiry 

	Restorative enquiry questions can be used as a prompt for reflecting on an event or situation impacting on a child.  Whilst you may not be using these questions directly with a child, they open a professional curiosity to consider the child’s perspective, impact and focus towards a solution. The questions can also prompt others to connect with the child’s experience and could be used with family members/carers and professionals.

	Question
	Why is the question important

	
1) What happened?
      What is the child’s experience?
      How do you know?

	
Remaining child centred, grounded in understanding their experience and perspective.

	
2) What was the child thinking?
      How were they feeling?
      How do they feel now?

	
Linking thoughts, feelings and behaviour.

	
3) How has the child affected by what has happened?
What has the impact been? 

	
A focus on harm and how to repair this harm; on the effect of the action and who has been affected.

	
4) What does the child need to move forward?

	
An appreciation of individual needs and also that there is much similarity between the needs on all sides.


	
5) So what needs to happen now? 
      What support does the child need?
      Who can help them?
      What do others need to do?

	
Ownership of problem-solving and decision making by those directly involved Accountability; empowerment; collaborative problem-solving
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