Daily & Weekly Attendance
Routines

Consistency that prevents absence

What we do every day matters more than what we do occasionally




MODULE 3 45-60 MINUTES

Why Routines Matter

Attendance doesn't usually collapse suddenly. It drifts when routines
weaken. Most absence grows from small cracks in daily systems that go
unnoticed until patterns have already formed.

How Absence Typically Develops

e Missed follow-up after single absences

Inconsistent responses across different staff members

Delayed action when early warning signs appear

Unclear communication between teams

e Vague recording that makes pattern-spotting difficult

What Strong Routines Deliver

e Reduce anxiety for pupils and families through predictability
e Prevent escalation by catching concerns early

* Lower staff workload over time by stopping drift

* (Create a culture of consistency and care

e Build safeguarding into everyday practice

() Good routines stop small problems becoming big ones. They
create the conditions where attendance can thrive without
constant firefighting.



Attendance Is Built in the Ordinary

Before Lessons Start At Registration

The moments before registration set the tone. Welcoming presence, Registration is not admin—it's a daily safeguarding check and a

calm transitions, and visible adults create safety and belonging. moment to notice who's present, who's withdrawn, and who needs
checking in.

In Corridors In Small Follow-Ups

Corridor conversations, brief check-ins, and casual acknowledgement A quick text, a quiet word, a brief phone call—these tiny interventions

remind pupils they're noticed, valued, and part of the community. prevent drift and show families we're paying attention.

The most effective attendance work happens in predictable, repeatable systems—not dramatic interventions. Attendance improves through what we do
routinely, not what we do occasionally. It's the cumulative effect of small, consistent actions that creates a culture where absence feels unusual and
presence feels normal.



The Daily Attendance Cycle

Every school day should follow a predictable cycle that ensures absence is identified quickly, responded to calmly, and recorded accurately. When any step
is missed, risk increases.

Accurate Registration

1
Registers taken promptly at the start of every session, with correct codes used consistently across all staff. No guesswork, no delays.
Rapid Identification of Absence

2
Unexplained absence flagged immediately by admin teams, with any safeguarding concerns escalated without delay.
Same-Day Follow-Up

3
First-day calling completed by mid-morning wherever possible. Early contact reassures families and identifies barriers quickly.
Clear Recording

4
Conversations logged accurately in attendance systems, with notes that are factual, concise, and useful for future reference.
Calm Response on Return

5

Pupils welcomed back without interrogation. Brief, warm conversations that reset expectations and rebuild connection.

[ This cycle should be so embedded that staff can follow it without thinking. It becomes the school's rhythm—predictable, protective, and
preventative.



Registration Is Safeguarding

Registers are not admin tasks. They are legal and safeguarding documents. They tell us
who is safe, who is missing, and where our duty of care begins each day.

Good Practice in Registration

* Taken promptly — at the start of every session, not halfway through

e Taken accurately — using correct codes, never guessing or assuming

* Taken consistently — by every member of staff, every time, without exception

* Amended correctly — never casually changed without proper authorisation and clear

audit trails

Poor registration practice creates safeguarding risk. If we don't know who's missing, we
can't act. If we don't record accurately, we can't spot patterns. If we amend registers
without care, we lose the evidence we need to protect pupils.

[ Ofsted-safe line: "Registers are one of our first safeguarding checks of the day."




First-Day Response: What Good Looks Like
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Happens Early Is Calm and Professional

Calls made by mid-morning wherever possible, not left until the afternoon Tone matters. Calls should feel supportive, not accusatory. We're checking
when families may be unavailable or anxious. safety and removing barriers, not catching families out.

03 04

Is Curious, Not Confrontational Is Logged Properly

"We noticed [name] isn't in today—is everything okay?" opens dialogue. Every conversation recorded clearly, with key information captured: reason
"Why isn't [name] here?" closes it down. given, tone of conversation, any concerns raised.

Effective first-day calling reduces anxiety for families, identifies safeguarding concerns early, and sets a clear expectation that absence will always be
followed up. It's one of the most powerful preventative tools we have—but only if it's done consistently and done well.



Common Pitfalls to Avoid

Even well-intentioned schools can fall into patterns that undermine attendance. Recognising these pitfalls is the first step to preventing them.

Waiting Until Day Two Accepting Vague Explanations Repeatedly

Delaying first-day response sends a message that absence isn't "Not well" or "bit tired" may be genuine once or twice, but when
urgent. By day two, families may have already established a pattern of repeated weekly, they signal a deeper issue. Staff need permission to
avoidance, and safeguarding risks may have escalated. ask more and escalate sooner.

Inconsistent Messages from Different Staff Not Sharing Information Across Teams

When one tutor is firm and another is lenient, pupils and families learn Attendance, pastoral, and safeguarding teams must communicate. If
to negotiate. Inconsistency creates confusion, anxiety, and ultimately concerns are siloed, no one sees the full picture, and patterns go
more absence. unnoticed.

[ Inconsistency creates anxiety, negotiation, and avoidance. Consistency creates clarity, safety, and trust.



Return-to-School Conversations

The moment a pupil returns after absence is critical. How we greet them shapes
whether they feel safe returning again or anxious about coming back.

What Effective Return Conversations Look Like

* Brief — 30 seconds to a minute, not a lengthy interrogation
e Warm — tone should signal care, not suspicion
e Acknowledge absence — don't ignore it, but don't make it a drama

* Reset expectations — gently remind them they're part of the community

Simple, Effective Examples

e "We missed you yesterday—are you okay?"
e "Good to see you back. Let's get you settled."
e "Hope you're feeling better. Anything you need today?"

This is not interrogation. It's belonging. These conversations signal that absence
is noticed, presence is valued, and the pupil is part of something that matters.

(J Pupils who feel welcomed back are far more likely to

attend consistently. Pupils who feel interrogated or
shamed are more likely to avoid returning.



Patterns to Escalate Early

Staff should be trained to recognise patterns that require escalation, not just count absences. Patterns matter more than excuses.

Monday or Friday Absence Frequent Lateness Medical Absence Without
Repeated absence at the start or end of the Persistent lateness is a warning sign. It Evidence

week often signals anxiety, weekend often precedes full absence and suggests Repeated illness without medical evidence
disruption, or family patterns that need barriers at home that need addressing early. may indicate genuine health concerns,
exploration. school avoidance, or family challenges. All

require follow-up.
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Gradual Decline Repeated Absence from the Same Lesson

A pupil whose attendance drops from 98% to 92% over half a term is If a pupil consistently misses PE, maths, or another specific lesson,

drifting. Early intervention prevents further decline. there's likely a relationship, curriculum, or confidence issue to address.



The Weekly Attendance Rhythm

Attendance improves when schools have a weekly rhythm, not ad-hoc reactions. Predictable routines reduce workload, prevent drift, and ensure that
concerns are escalated at the right time.

Daily 1

Registers taken accurately, first-day response completed,
concerns logged, and any immediate safeguarding issues

escalated. y) Weekly
Band movement check: Who has moved bands? Who is drifting?
Who needs light-touch action now before patterns set in?
Fortnightly 3

Pattern review: Are there emerging trends across year groups,
specific lessons, or particular cohorts? Are interventions
working? 4 Half-Termly

Intervention impact review: Which pupils have improved? Which
need escalation? What's working, and what needs adjusting?

(JJ This rhythm ensures that attendance is monitored consistently without overwhelming staff. It's sustainable, purposeful, and effective.



Weekly Attendance Check

A Focused 10-Minute Review

Each week, attendance leads should run a brief, focused check with tutors
or pastoral teams. This isn't a lengthy meeting—it's a rapid review
designed to catch drift early.

Four Key Questions

1. Who has moved bands? Identify pupils whose attendance has
improved or declined since last week.

2. Who is drifting? Spot pupils whose absence is becoming more
frequent, even if they haven't officially moved bands yet.

3. Who needs light-touch action now? Flag pupils who need a quick
phone call, a tutor conversation, or a gentle nudge before things

escalate.

4. Who needs escalation? Identify pupils whose patterns now require

formal intervention, pastoral involvement, or external agency support.

This weekly rhythm ensures that no pupil drifts unnoticed. It's short,

focused, and purposeful—designed to protect both pupils and staff
workload.

() More meetings # better attendance. Sharp, focused, purposeful
meetings do.



Roles & Responsibilities

Clarity Reduces Workload

Attendance improves when everyone knows their role. Ambiguity creates duplication, burnout, and gaps in provision. Clarity protects staff and pupils.

o

Teachers & Tutors Attendance / Admin Teams

* Notice changes in attendance or .
engagement 5

e Record concerns clearly and promptly
e Have brief return conversations "

» Escalate early rather than trying to solve
alone

Monitor daily absence patterns
Conduct first-day response
Track patterns and generate reports

Share intelligence with pastoral teams

Pastoral Leaders

Coordinate targeted support and
interventions

Lead family liaison and attendance
meetings

Escalate appropriately to external
agencies

Monitor impact and adjust strategies

When roles are clear, staff feel supported rather than overwhelmed. They know what they're responsible for—and, just as importantly, what they're not

responsible for.



What Staff Are NOT Expected to Do

Reassurance Matters Staff ARE Expected To:
Attendance can feel like an endless responsibility if boundaries aren't e Notice — spot changes, patterns, and concerns
clear. Staff need permission to care and permission to escalate without « Care — respond with warmth and curiosity
ilt.
gul e Record — log concerns clearly and promptly
Staff Are NOT Expected To:  Escalate — pass concerns to the right person at the right time

e Chase attendance endlessly on their own
e Diagnose mental health conditions

e Solve complex family crises in isolation

e Make judgement calls without support

e Work outside contracted hours to follow up absence

(J Protecting staff wellbeing protects attendance systems. Burnout

helps no one.



Consistency Across Adults

Pupils attend more when expectations are predictable, responses are calm, and
messages are consistent across all adults. Inconsistency creates confusion, anxiety, and
negotiation.

Predictable Expectations

Pupils need to know that attendance expectations don't change depending on
which adult they speak to. Consistency creates safety.

Calm, Not Chaotic

When adults respond to absence with calm professionalism rather than drama or
frustration, pupils and families feel supported, not judged.

Unified Messaging

One adult being "softer" can undermine ten others being consistent. Schools must
agree core messages and stick to them collectively.

0O [EE AR OEN It removes ambiguity, reduces anxiety, and helps
pupils know what to expect.




Reflection: Strengthening Your Routines

5-Minute Staff Reflection

Ask staff to consider the following questions individually or in pairs. This isn't about blame—it's about improvement.

Which part of our daily routine is weakest?

Is it registration accuracy? First-day response? Return conversations?
Identifying the weak link helps us target improvement.

What could we tighten slightly to prevent drift?

Small adjustments—like logging concerns more clearly or having
quicker team check-ins—can make a significant difference.

Where do we react too late?

Are we missing early warning signs? Waiting too long to escalate?
Catching drift earlier reduces workload later.

What do we do inconsistently across staff?

Are some staff stricter than others? Do messages vary? Identifying
inconsistency is the first step to resolving it.

Optional: Pair staff for a brief discussion (2-3 minutes) to share reflections. Collective reflection builds shared ownership.



What Comes Next

This module has focused on building strong daily and weekly routines that prevent absence before it escalates. The next modules will build on this
foundation by exploring how to support pupils and families when absence does occur.

8

EBSA and Anxiety-Informed Practice

@

Working with Parents Confidently

Understanding emotionally-based school avoidance, recognising

How to have difficult conversations, build trust, and support families anxiety, and adapting responses to support anxious pupils.

without blame or confrontation.

N

Thresholds and Escalation

&

Targeted Interventions When to escalate, who to involve, and how to work with external

Evidence-informed strategies for pupils whose absence requires more agencies to safeguard pupils.

intensive, personalised support.

[ This module gives you structure. The next modules give you support strategies.
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Routines Prevent Escalation Consistency Creates Safety

Strong daily and weekly routines catch drift early, reducing the need for When expectations are predictable and responses are calm, pupils and
crisis interventions later. families feel supported, not anxious.

Clarity Protects Staff Early Action Reduces Workload

Clear roles and boundaries prevent burnout and ensure that attendance Addressing patterns early prevents them becoming entrenched,

work is sustainable. protecting both pupils and staff time.



Practical Next Steps for Your School

Immediate Actions Longer-Term Improvements

1. Audit your daily cycle — identify which step is weakest and commit to 1. Establish a weekly attendance rhythm — build in regular, brief check-
tightening it ins that prevent drift

2. Review registration practice — ensure all staff understand that 2. Train staff on return conversations — ensure everyone knows how to
registers are safeguarding documents welcome pupils back warmly

3. Check first-day response — is it happening early, consistently, and 3. Build consistency across teams — agree core messages and
calmly? expectations that all staff follow

4. Clarify roles — ensure every member of staff knows what they're 4. Monitor impact — track which routines are working and refine those

responsible for (and what they're not) that aren't



Resources to Support Implementation

: : : : L, L\,

Daily Attendance Checklist  First-Day Call Script

A simple one-page checklist for A template script to guide staff Return Conversation ROle.S & Responsibilities

staff to ensure every step of the through effective, calm, and Prompts Matrix

daily attendance cycle is completed  professional first-day response calls  Quick-reference prompts for staff to A clear, visual breakdown of who

consistently. with families. use when welcoming pupils back does what in your attendance
after absence, ensuring warmth and  system, reducing ambiguity and
consistency. duplication.

These resources are designed to be practical, easy to implement, and sustainable. They support staff without adding unnecessary workload.



Strong routines create safety

And safety brings attendance.

Attendance improves when systems are simple, adults are consistent, action is timely, and workload is protected. The work you do every day—the quiet,
routine, unremarkable work—matters more than any single intervention.

This isn't about perfection. It's about consistency. It's about creating a culture where absence is noticed, presence is valued, and every pupil knows they
belong.

() Thank you for your commitment to building routines that protect pupils and support staff. Your consistency makes all the difference.



