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Guidance for Attendance Meeting
Introduction:
At Amotherby Primary School, we are committed to supporting our students in achieving excellent attendance, as we know that regular attendance is crucial for both academic success and personal development. If your child’s attendance has fallen below 90%, we would like to work with you to understand any challenges you may be facing and to identify ways we can support you and your child moving forward. This meeting is an opportunity for open, honest discussion, and we want to ensure that you feel supported throughout the process.
Purpose of the Meeting:
The main aims of this meeting are to:
· Understand the reasons for your child’s absence.
· Discuss any challenges you or your child may be facing.
· Identify and agree on actions to improve attendance.
· Ensure that you are aware of the support available to both you and your child.
Process of the Meeting:
1. Welcome and Introduction:
· The meeting will be led by Mrs L Brazier (Headteacher) or Miss K Cooper (Assistant Headteacher) and may be attended by a named governor responsible for attendance. 
· We will begin by explaining the purpose of the meeting and ensuring that you feel comfortable to speak openly.
· The discussion will be positive and solutions-focused, as we aim to work together to support your child’s attendance.
2. Review of Attendance:
· We will review your child’s current attendance record and explain how it compares to school expectations and the national average.
· We will discuss any patterns of absence, such as frequent short-term absences or long-term illness.
3. Understanding the Causes:
· We want to understand the reasons behind your child’s absence. This could include factors such as health issues, family circumstances, transport difficulties, or challenges at school.
· Please feel free to share any concerns you may have, as we are here to listen and provide support.
4. Discussing Support and Solutions:
· Together, we will explore what support can be offered to improve your child’s attendance. This may include:
· Adjustments to the school routine or additional support in class.
· Referrals to external agencies, if appropriate.
· Practical help with transport or school meals, if needed.
· Help with managing health-related issues or appointments.
· If your child is facing challenges at school, we can discuss how to address these, including working with pastoral staff or offering additional learning support.
5. Setting Targets and Next Steps:
· Based on our discussion, we will agree on specific steps to improve attendance. This might include:
· Regular attendance targets for your child.
· A review date to track progress.
· Any further actions or support needed.
· We will set a follow-up meeting date or check-in to assess progress and make adjustments as necessary.
6. Questions and Concerns:
· We will give you time to ask any questions you may have or express any further concerns you would like to discuss.
· We want to ensure you feel supported and confident in the steps moving forward.
Before the Meeting:
To make the most of this meeting, it may be helpful to:
· Bring any relevant medical certificates or documentation if absences are health-related.
· Prepare any questions or concerns you would like to raise.
· Think about possible ways the school or outside agencies can support you.
During the Meeting:
· Please feel free to share your thoughts and concerns openly.
· We are here to listen, and we want to ensure that your child gets the best possible support to improve their attendance and engagement in school.
· The meeting will remain confidential, and any personal information shared will be treated with respect.
After the Meeting:
· A summary of the meeting will be provided to you, including the agreed actions and any targets set. This will be in the form of an agreed action plan. 
· We will continue to monitor your child’s attendance and provide ongoing support where needed.
· We will keep in regular contact to ensure progress is being made and to address any new concerns that may arise.
Conclusion:
The aim of this meeting is not only to address attendance concerns but to provide a supportive environment where we can work together to ensure your child’s continued success at school. We are committed to supporting both you and your child throughout this process.
Please don’t hesitate to contact us if you have any questions before the meeting or need to reschedule.
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