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[bookmark: _Toc220423288]School attendance and behaviour: action plan template 
This template is for partner schools to record the actions they are taking to develop an effective school-wide approach to managing and improving attendance and behaviour. The action plan should be developed in line with the findings from your hubs self-assessment.
	Partner school name
	

	Responsible leader
	

	Lead school name (if applicable)
	

	Regional adviser name (if applicable)
	


How to complete the action plan
1. Identify your priorities for improvement
Reflect on the findings from your self-assessment. Identify 2 to 3 priorities for your action plan. Each priority should be linked one of the core programme outcomes. These programme outcomes include: 
· improved staff confidence in managing attendance and behaviour issues
· improved staff understanding and consistency in apply the school attendance and behaviour policies
· reduced overall absence 
· reduced persistent absence 
· improved punctuality
· reduced low-level disruption 
· reduced lost-learning time
Each priority should have a measurable target associated with it. You may want to separate the targets by term, for example: an improvement of in persistent absence of 1 percentage point by the following term and 2 percentage points by the end of the term after. If you are on the enhanced support offer, you will work with your lead school to identify your improvement priorities and targets.
2. Identify the key actions you will take
For each priority, consider the 7 areas of practice from the self-assessment and what actions you will take to meet the priority and target that you have identified. For schools receiving support through the regional offer, you should reflect on the national CPD sessions you have attended, your self-assessment, and the lead school open days you have attended. Schools receiving support through the enhanced offer will work closely with their lead school to identify actions. Actions should be focussed on implementing systems and routines that will have the biggest impact in improving attendance and behaviour.
3. Ensure that actions are SMART
Each action identified should be SMART (specific, measurable, achievable, relevant, time-bound) and have an owner from your school who is responsible for overseeing its implementation by the specified deadline. Record resources such as the time, staff and money required to complete each action. Also consider and record successes by monitoring data, positive feedback and improved outcomes. 
4. Record progress
Rating key
Use this key to rate the progress in fully delivering each expectation. Record any changes in the rating column as appropriate.

1. Identifying: leaders are identifying a realistic picture of what is happening and the work needed in this area.
2. Developing: leaders have identified what is working well and those areas which need further development. They are in the process of building systems and practices and beginning to implement them.
3. Embedding: leaders have successfully introduced systems and practices which staff, pupils and other stakeholders are following and implementing.
4. Sustaining: policies and practices are embedded. There is buy in from the whole school community. There is cohesive and consistent practice across the school which is making an impact.

Priority 1: [record your first action plan priority here and the intended target]

	Practice areas
	Action to be taken
The steps you will take to achieve the expectation. These should be SMART.
	Action owner 
Who is responsible for each action and how will they monitor it.
	Date to be completed
When the actions will be completed. 
	Resource needed 
Resources that you will need.
	Success criteria 
What success looks like and how you will measure this using evidence, milestones and outcomes.
	Rating 
Rate the progress from 1 to 4 using the rating key and date this box. 


	Leadership and vision
	
	
	
	
	
	

	Day to day systems and procedures
	
	
	
	
	
	

	Relationships
	
	
	
	
	
	

	Using data to target action
	
	
	
	
	
	

	Staff induction and development
	
	
	
	
	
	

	Pupil transition and development
	
	
	
	
	
	

	Targeted support for pupil needs
	
	
	
	
	
	


[bookmark: _Annex_C:_Schedule]Priority 2: [record your second action plan priority here and the intended target]

	Practice areas
	Action to be taken
The steps you will take to achieve the expectation. These should be SMART.
	Action owner 
Who is responsible for each action and how will they monitor it.
	Date to be completed
When the actions will be completed. 
	Resource needed 
Resources that you will need.
	Success criteria 
What success looks like and how you will measure this using evidence, milestones and outcomes.
	Rating 
Rate the progress from 1 to 4 using the rating key and date this box. 


	Leadership and vision
	
	
	
	
	
	

	Day to day systems and procedures
	
	
	
	
	
	

	Relationships
	
	
	
	
	
	

	Using data to target action
	
	
	
	
	
	

	Staff induction and development
	
	
	
	
	
	

	Pupil transition and development
	
	
	
	
	
	

	Targeted support for pupil needs
	
	
	
	
	
	






Priority 3: [record your second action plan priority here and the intended target]

	Practice areas
	Action to be taken
The steps you will take to achieve the expectation. These should be SMART.
	Action owner 
Who is responsible for each action and how will they monitor it.
	Date to be completed
When the actions will be completed. 
	Resource needed 
Resources that you will need.
	Success criteria 
What success looks like and how you will measure this using evidence, milestones and outcomes.
	Rating 
Rate the progress from 1 to 4 using the rating key and date this box. 


	Leadership and vision
	
	
	
	
	
	

	Day to day systems and procedures
	
	
	
	
	
	

	Relationships
	
	
	
	
	
	

	Using data to target action
	
	
	
	
	
	

	Staff induction and development
	
	
	
	
	
	

	Pupil transition and development
	
	
	
	
	
	

	Targeted support for pupil needs
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