	
	
	




[bookmark: _GoBack]School Attendance Support Checklist
Guidance: This checklist is a supportive, non-exhaustive tool designed to help schools identify and address barriers to attendance. It is organised into three sections to assist schools in recording, monitoring, and evaluating attendance-related interventions. The checklist aims to clarify expectations and support informed decision-making. It is intended as a flexible resource rather than a rigid, step-by-step checklist. Schools are not required to complete it in a specific order, and not all sections will apply to every pupil. The availability of services may also vary depending on locality. Where relevant, hyperlinks have been included to signpost schools to useful resources. The ‘MUST DO’ section must be completed in all cases and clearly evidenced as part of the support provided before submitting any referrals to the School Attendance Legal Team. In line with the DfE’s Working Together to Improve School Attendance guidance, legal intervention should only be pursued as a last resort once all appropriate support strategies have been either exhausted or declined.
	Name of pupil
	Name of school
	Name of person(s) completing log
	Date commenced

	

	
	
	



	MUST DO IN ALL CASES - These are non-negotiable actions that must be completed for every case of attendance concern. They form the foundation of good practice and are essential for legal defensibility
	Completed Y/N
	Date
	Outcome / Evaluation of Action / Next Steps

	Letters to parents/carers
	
	
	

	Meetings/phone calls/emails with parents/carers – ensure voice of the child and parent both captured
	
	
	

	Home visits undertaken (if no engagements/meetings/child not seen by school)
	
	
	

	Inform and discuss with Senior Attendance Champion and DSL
	
	
	

	Attendance contract initiated and monitored – clearly record if the parent(s) decline to sign the contract, including the date and any reasons given 
	
	
	

	Early Help Assessment offered/in place
	
	
	

	Concerns shared, discussed and feedback received from the allocated social worker (if the child is open to Children's Social Care), family support worker (if the child is open to Child and Family Wellbeing Service) or case discussion with Community CFW Senior
	
	
	

	Discussion held with Lancashire's Virtual School (if the child is looked after or formerly looked after) with the Designated Teacher for CLA leading this conversation
	
	
	

	MUST CONSIDER IN SPECIFIC CASES - These actions must be considered if certain criteria are met, such as safeguarding concerns, SEND status, or emerging concerns regarding persistent absence
	Completed Y/N
	Date
	Outcome / Evaluation of Action / Next Steps

	Welfare check requested by CSC/Police if child not seen or safeguarding reg flag identified – DSL discussion with the Multi Agency Safeguarding Hub (MASH)
	
	
	

	Consider if an EHC needs assessment is appropriate (for a child with suspected SEN) including involvement of Education Psychology (EP) Service
	
	
	

	Early review considered for child with existing EHCP led by SENCO and/or further discussion with LA SEND case manager
	
	
	

	If appropriate consult Lancashire Specialist Teaching Service (for children with SEND needs)
	
	
	

	Child meets with pastoral support to discuss wellbeing/friendships/feelings around school/sense of belonging/feeling valued
	
	
	

	Discussion with child regarding timetable/ways of learning/their perceived barriers to learning (are there any noticeable patterns of absence?)
	
	
	

	Reasonable adjustments made within school to address barriers to attendance which have been identified (ensure voice of child and parent has been captured) Please detail in outcome column including support offered/accessed
	
	
	

	Catch up work and support for filling gaps in learning provided where appropriate – See DfE statutory guidance for supporting pupils with medical conditions at school
	
	
	

	Support from school-led services (counselling, etc) where appropriate
	
	
	

	Exploration of any familial issues which may impact attendance (domestic violence, parental health issues, Young Carer responsibilities, etc); please detail in outcome column including support offered/accessed
	
	
	

	Discussion with School Attendance Support Team (SAC/SASW) 
Advice can also be sought from local attendance clusters / via attendance Teams support
	
	
	

	Consultation with School Nurse (if absences are related to medical concerns), referral to GP/CAMHS or link in with existing CAMHS worker or Paediatrician
	
	
	

	AVENUES OF SUPPORT IF APPROPRIATE - These are optional or supplementary interventions that schools can explore based on the individual needs of the pupil and family
	Completed Y/N
	Date
	Outcome / Evaluation of Action / Next Steps

	Formal Part Time Timetable, only where appropriate based on identified issues, time limited, regularly reviewed and with package of support to complement. Paperwork submitted to the Local Authority
	
	
	

	Use of Emotionally Based School Avoidance (EBSA) resources within LCC guidance and/or completion of the ATTEND framework (this is an additional EBSA resource available after taking the associated training course)
	
	
	

	Additional school-led support to address poverty related barriers (e.g. uniform, transport, sanitary products, etc). LCC school transport information
	
	
	

	Consultation with PMHW (Primary Mental Health Worker) or seek support from Mental Health Support Team (MHST) for schools and colleges (availability varies by region)
	
	
	

	Advice sought from Lancashire Emotional Health in Schools and Colleges (LEHSS) – free consultations available for Lancashire schools
	
	
	

	Neighbourhood police team/PCSO LANCASHIRE POLICE - Lancashire Constabulary if behaviour involves criminality or anti-social behaviour
	
	
	

	Involvement of Lancashire Child and Youth Justice Service
	
	
	

	Support from any appropriate external agencies, e.g. Child Action North West / www.lancashiremind.org.uk / www.adhdnorthwest.org.uk / Drug and Alcohol Support | WithYou (wearewithyou.org.uk)
	
	
	

	Further support (including the DfE communication toolkit) via DFE guidance 
	
	
	

	Support from Equality and Diversity team sought where appropriate, e.g. for support with language barriers / translation
	
	
	

	LEGAL INTERVENTION – Last resort, all appropriate support strategies have been implemented and documented, and there is no improvement in attendance or engagement from the parent or carer
	Completed Y/N
	Date
	Outcome / Evaluation of Action / Next Steps

	Consideration given to use of school attendance legal interventions
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