
Attendance Flowchart 
 

 

A home visit may well be undertaken during the above process and before a Fixed Penalty is 

requested. 

Stage 1

•Letter 1-AMBER LETTER (90%-96.9%)

•School raises concerns about pupil attendance. 

Stage 2
•Letter 2: RED LETTER (below 90%) Request evidence e.g. Medical Letters.

Stage 3

•Letter 3: Panel meeting arranged (Attendance Manager, Governor & 
SLT/HoY) - absences now unauthorised unless evidence received. 

Stage 4

•Letter 4a: Referral Leicestershire Attendance Team - consider possible legal 
intervention. Fixed penalty warning letter

•or

•Letter 4b: Referral to Leicetrshire Inclusion Service to offer support to 
parents/carers and child.

Stage 5
•Letter 5: A Fixed Penalty issued by LCC to both parents/carers if required. 
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