
SCHOOL-INITIATED PROSECUTION FLOWCHART 
* Where case has not been referred to Early Help or for Penalty Notice

This document should be used along the Support for Vulnerable Children Flowchart 

*NB: ALL PARENTS IN GENERAL SHOULD BE ISSUED THE LEAFLET ON ATTENDANCE

 3 weeks 

                                                               

 3 weeks  

No improvement

Unauthorised absence at 15% or above 

No 

improvement

Letter(s) to family   
wi    th   l  ea  fl  et      re -
issued

Attendance at 90-93% 

(over 6-week period) 

Attendance 

improves  

Invite to meeting at school – 

Attendance Contract agreed.  

Other actions include: Action 

Plan with review dates; 

meetings/visits undertaken etc. 

Meeting identifies 

more complex issues 

Refer to Early Help 

or Social Care 

Parent attend Panel 

15-day monitoring 

Court Hearing 

Parent ‘No show’ at Panel 

Refer to LA for 
Prosecution

Continue with 
regular monitoring 
+ analysis of 
attendance. 
Undertake 
appropriate action 
(refer to School 
Attendance Action 
Plan template)

Witness Statement prepared 
by school with help from LA 
Attendacne Officer

LA Attendance Officer  issues 
notification of intention to 
prosecute and invites parents 
to formal  Panel

School Coordinator submits 
statement along with 
Exhibits to LA Attendance 
Officer

Letter warning of refferal to 
LA Attendance Officer for 
prosecution




