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Dear Parent/Carer

At West Derby School, we place great emphasis on attendance and punctuality. For a child to achieve 
their full potential, he/she must attend school regularly and on time. Our minimum attendance target 
ŦƻǊ ŀƭƭ ǎǘǳŘŜƴǘǎ ƛǎ фт҈Φ !ƴȅ ŦƛƎǳǊŜ ōŜƭƻǿ ǘƘƛǎ ǿƛƭƭ ƘŀǾŜ ŀƴ ƛƳǇŀŎǘ ƻƴ ȅƻǳǊ ŎƘƛƭŘΩǎ D/{9 ŀƴŘ ! [ŜǾŜƭ 
results. 

This document outlines the various stages and triggers associated with poor attendance and 
punctuality.

As ever, we will continue to reward students who strive for and maintain excellent attendance. Thank 
you for your continued support with securing an excellent education for your child.

S Graham (Headteacher)
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Attendance

Good attendance is an integral part of a ǎǘǳŘŜƴǘΩǎ school career. Missed days equal 
missed learning, something which has been proven to adversely affect students in the 
future. West Derby School is committed to ensuring that your child receives an excellent 
educational experience. To deliver on this promise, students must attend school.

We will be taking a hard line approach on poor attendance, and would appreciate your 
support with this matter.

The next slide outlines the impact that poor attendance can have over the course of a 
year.



Well Done!
You are on target.
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You will find it very difficult to achieve 
good GCSE and A Level grades. You 
will have gaps in your learning and 

may find it difficult to find a job in the 
future.

You can definitely improve!



Attendance Stages (Years 7-11)

STAGE 1

ω3 day trigger, student has 3 absences

ωWarning letter 1 sent home

ωMonitoring period 1 begins

STAGE 2

ω5 further days of absence (unauthorised unless valid evidence provided)

ωStudent referred to Attendance and Welfare Officer (AWO)

ωWarning letter sent home

ωAttendance panel convened with AWO/PPL and parent/carer in school

ωMonitoring period 2 begins

STAGE 3

ω5 further days of absence (unauthorised unless valid evidence provided)

ωPenalty notice warning sent, if student has any further absences parent/carer will be 
penalty noticed by the local authority (£60)

ωAttendance panel convened with AWO/Headteacherand parent/carer in school

ωMonitoring period 3 begins

STAGE 4

ω1 day of absence within 20 day warning period, penalty notice to be issued to 
parent/carer

STAGE 5

ωNo further improvement in attendance, student/family referred to Education and Welfare 
Officer (EWO) at Liverpool City Council.



STAGE 1

ω3 day trigger, student has 3 absences

ωWarning letter 1 sent home

ωMonitoring period 1 begins

STAGE 2

ω5 further days of absence (unauthorised unless valid evidence provided)

ωStudent referred to Attendance and Welfare Officer (AWO)

ωWarning letter sent home
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STAGE 4

ω5 further days of absence (unauthorised unless valid evidence provided

ωStudent place at Sixth Form terminated

Attendance Stages (Years 12-13)


