

	Child / School Details

	Child Name
	
	Date of Birth
	
	NCY
	

	Address
	
	School
	

	Parent name
	
	Parent Date of Birth
	

	Parent Address
	

	Parent name
	
	Parent Date of Birth
	

	Parent Address
	

	Referral Date
	
	Referrer Name
	




	Attendance Intervention Support (please tick as appropriate)

	In school support
	External Support Services

	Home visits
	
	ESNAAP (below 50%)
	

	School/pastoral support meeting
	
	Early Help Assessment offered
	

	Mentoring/counselling
	
	Early Help Assessment completed
	

	Part time timetable
	
	Team around the family meeting
	

	Attend Tool
	
	Social Care
	

	Dimensions
	
	SEND
	

	Pastoral conversation with pupil
	
	CAP
	

	Pastoral conversation with parent
	
	
	

	Informal meeting/discussion
	
	
	

	Formal meeting
	
	
	

	
	
	
	

	Other (please list below)
	
	Other (please list below)
	

	
	
	
	

	Social Care Worker must approve this legal sanction ahead of the Attendance Contract being put into place.


STAGE 3 ATTENDANCE CONTRACT REFERRAL



Attendance Intervention Support Log over the last 6 weeks during the Attendance Intervention Plan.
Summary of attendance intervention and outcomes.
This information will be used as evidence to provide a background summary to the Attendance Contract.
Please provide this information in chronological order.


	

	Date
	What did you do?
	Action/Outcome

	
	Stage 2 referral completed and shared with Local Authority.
	Will be used as evidence.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Contact Log over the last 6 weeks during the Attendance Intervention Plan.
In order for a Section 444(1A) Prosecution to proceed, both parent/s must receive first day absence texts from school.
A report of these text messages will be required and be used in the court file (separate exhibit).



	Phone calls

	Date
	Details of Contact (outside of the first day texting service)
	Staff Initial

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Emails

	Date
	Details of Contact (outside of any first day contact by email)
	Staff Initial

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





	Letters

	Date
	Details of Contact
	Staff Initial

	
	Please include here any letters that were sent prior to the intervention process (below) over the last 6 weeks during the Attendance Intervention
Plan.
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	E.g.
· Letter B - Informal School Attendance Meeting (School Action Plan)
· Letter C - Formal School Attendance Meeting
· (as a result of Letter C) - Attendance Improvement Plan (AIP)

Please note schools can use their own letters. The letters detailed above are model templates.




	Home visits

	Date
	Details of Contact 6 weeks during the Attendance Intervention Plan
	Staff Initial

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Student Contact/Discussions

	Date
	Details of Contact 6 weeks during the Attendance Intervention Plan.
	Staff Initial

	E.g.
· Meeting in school with student (voice of the child) when discussing school attendance.
· Student Support Base (in-house unit), please specify (i.e. 1 hour, morning session, afternoon session etc).
· Conversation had during home visit (voice of child)
· Appointments in school during the school day (i.e. learning mentor, counselling service, SEMHL etc).

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



· An Early Help Assessment must have been offered before any legal intervention is able to take place. If Early Help is declined, this must be stated.

· Prior to a child’s attendance being progressed to attendance prosecution (Stage 3) there should be evidence that voluntary support (access to services) and formal support (Attendance Improvement Plan) has been put into place.

Next Steps:

Stage 3 Section 444(1A) Aggravated Offence Prosecution (parents knowing of the Offence)

· When all attempts to engage with the family at a voluntary and formal support level have failed or where support has been deemed inappropriate in the circumstances of the individual case, the local authority will consider proceeding to Prosecution. An Attendance Contract is a forerunner (mechanism) to this and it provides the parent/s with a final opportunity to engage with the support being offered to improve school attendance.

· To ensure that the prosecution can be carried out, the school should ensure the Attendance Contract Referral Form is completed thoroughly, ensuring as much information and evidence of previous 6 weeks intervention is included, as well as naming any other practitioners who are currently involved with supporting the family. The staff member providing this evidence will be required to be part of the Attendance Contract Meeting. The Headteacher may also be called to give evidence if a Not Guilty Plea is entered.


· If the Attendance and Children Missing Education Team proceeds with legal action, a Section 9 Witness Statement will be prepared by the Prosecuting Officer and evidence of interventions that school used prior to the Attendance Contract will be exhibited in the Prosecuting Officer statement.

· The Prosecuting Officer is the staff member in school who has led the support/interventions prior to the case being bought before the Local Authority Attendance Officer.

· The court file will contain the Attendance Certificate (displaying the unauthorised absence), A report of first day texting contact (to both parents), informal school meeting, formal school meeting, Attendance Improvement Plan, Final Warning Letter and the Attendance Contract will also be used as exhibits.

· Legal Team will apply the Evidential Test and Public Interest Test to all cases before proceeding the case through to the Magistrates Court.
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