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Tackling behaviour and attendance issues is the
shared responsibility of every member of the school
community. It is not simply about the consequences
of poor behaviour for the groups of children involved.
Nor is it about stigmatising groups or individuals as
deserving special attention. Rather it must be about
embedding a culture of positive behaviour and
attendance across a school both within and outside
the classroom. Better behaviour and attendance
means better learning. Classrooms become better
places in which to study and more enjoyable to work in.
Helping children to manage their own behaviour and
work well with others are also important educational
ends in themselves. So everyone has an interest in
developing teaching strategies that promote positive
behaviour for learning and enhancing the quality of
relationships between staff, children and other
members of the school and its community. 

Why use this document?

The circumstances which affect each school’s
behaviour and attendance are specific to that school.
What is not unique is that every school has examples
of excellent practice which need recognising and
celebrating. This initial review and the in-depth audits
that follow are intended to help you recognise your
good practice and build on it, as well as focus on those
areas which warrant further attention. They will work
best when used as a part of your regular school
improvement cycle, helping you to review the impact
of your current procedures, including the statutory
behaviour and anti-bullying policies. They should not
be used simply as a mechanism for collecting data
for use by other bodies outside the school. 

We have carefully structured the review and in-depth
audits so that they can give you new insights without
taking up a disproportionate amount of time. Staff at
every level can spend a lot of time and energy on
dealing with behaviour and attendance issues, and
time spent on a review and audit can be more than
repaid through improvements in practice. In the first
instance, we suggest you undertake the initial review.
Once your school’s specific strengths and areas for
improvement have been identified, you may then find it
helpful to consider which if any of the six in-depth audit
booklets would help you with further investigations and
the development of an action plan.

Who can help you?

There are a variety of sources of support including:

• the LEA’s behaviour and attendance support
services, educational psychology service and
advisory service;

• (for some schools) expertise and/or funding from
the Behaviour Improvement Programme (BIP).

What does the review involve?

There are two sections to the review process:

• an initial review, which it is recommended all
schools undertake;

• in the light of the review findings, a series of 
in-depth audits which support more detailed
analysis, planning and action.

Who should undertake the initial review?

The school’s senior management team should
undertake the review. They are likely to nominate
a member of the team with particular responsibility
for the leadership and management of behaviour
and attendance to take day-to-day responsibility
for coordinating its completion. 

There are four stages in the initial review:

1. Reviewing the data

• Collating the data from available statistics.
• Identifying patterns and trends in behaviour and

attendance for groups of pupils. 
• Looking at patterns in attainment and progress

alongside patterns in behaviour and attendance,
to show priorities for action. 

2. Drawing on others’ views 

• Collecting together relevant comments from
external evaluations, e.g. Ofsted, LEA reviews,
etc. including actions already taken and progress
made as a result.

3. Taking an overview of strengths and 
weaknesses, using the grid for self-evaluation.

• The senior management team may find it helpful
to set up a focus group for this stage of the review,
with a wide membership that represents all
elements of the school community.

4. Setting out the areas which require
action or further examination through 
the in-depth audits.
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Further information

Annex 1 provides the most recent national data
on attendance and exclusions.

Source material

The following sources have been used to construct this
initial review:

• DfES advice on school behaviour, attendance
and anti-bullying policies (July 2003);

• Ofsted’s Inspecting schools (the Framework) and
Handbook for inspecting nursery and primary
schools (May 2003);

• statutory guidance on equality;
• the DfES Behaviour and attendance initial review

for secondary schools (August 2003);
• a range of behaviour and attendance auditing

schedules currently in use in LEAs. 
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Section 1

Review of data

1. Attendance

Effective schools use data to develop a broad view on trends within the school. The same schools use the attendance
information to compare their performance with the national picture and with schools in similar circumstances.
Complete the following table where the figures are known. Schools with electronic registration will be able to retrieve
this information with relative ease, but others can gain a picture by sampling registers for the current year to get a
sense of the patterns (see the data in Annex 1).

Other analysis you might do includes looking at patterns of attendance:

• across year groups; 
• in different terms and year on year;
• on different days of the week;
• as the term progresses;
• in each class group, in the morning and afternoon;
• reasons for absence.

It will also be very important to look for patterns within identified groups, such as children with SEN, children from
minority ethnic groups, boys and girls, looked after children, refugees and asylum seekers, children who may have
moved from another school, children experiencing bullying, children supporting parents with disabilities, children
with responsibilities for younger siblings and children living some distance from the school.

Year before Last year This year Compared Nationally 
last so far to the

average for
Date........... schools in

the same
FSM band

Pupil attendance % % % %

Unauthorised absence % % % %

Authorised absence % % % %

Main patterns and trends Contributory causes of absence Children most likely to be affected



2. Exclusions

Complete the following table (see the data in Annex 1).

Other analysis you might do includes looking at:

• the type of incident leading to exclusion;
• the length, distribution and frequency of exclusions;
• the effects of pupil grouping;
• the history of support for pupils who have been excluded.

It will also be very important to look at patterns within identified groups, such as children with SEN, children from
minority ethnic groups, boys and girls, looked after children and children experiencing bullying.

3. Other internal factors

Evidence base for identifying patterns:

• rewards logs – certificates, points, notes home, etc.;
• missed playtimes or lunchtimes;
• records of lateness;
• referrals to senior staff;
• referrals to EWS, educational psychologist, behaviour support service, etc.;
• records of parent/carer contact;
• records of incidents of bullying.
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Main patterns and trends Children most likely to be affected

Year before This year so far Compared to Nationally in
last the average for 1999/2000

schools in the
Date........... same FSM band

incidents days incidents days incidents days

Fixed-term exclusions n.a. n.a n.a.

Permanent exclusions

Lunchtime exclusions n.a. n.a n.a

Main patterns and trends Contributory causes of exclusions Children most likely to be affected



4. Attainment

Patterns you might look for in attainment overall and within identified groups (such as children with SEN, children
from minority ethnic groups, boys and girls, looked after children and children experiencing bullying) include:

• the number of pupils who fail to progress as expected;
• fluctuations over time;
• variations between attainment in different subjects.

Identify links between attainment, progress, behaviour and attendance. 
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Main patterns and trends Links between attainment, progress, 
behaviour and attendance
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Section 2

External findings

1. Last Ofsted report

How was the school judged in relation to:
• attitudes and behaviour?

• other aspects of personal development?

Summarise the key points on behaviour
(including the behaviour of different groups of children)

How was the school judged in relation 
to attendance?

Summarise the key points on attendance
(including the attendance of different groups of children)

Summarise your follow-up actions

How effective did they prove?

What do you consider the outstanding 
issues still to be resolved? 
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2. Other external evaluations (e.g. LEA reports or external consultancy reports)

Summarise the key points 
about behaviour
(including the behaviour of different groups of children)

Source:

Summarise the key points 
about attendance
(including the attendance of different groups of children)

Source:

Summarise your follow-up actions 

How effective did they prove?

What do you consider the outstanding 
issues still to be resolved?



Section 3

Policy checklist

Indicate briefly how the school’s policy for behaviour, attendance and anti-bullying addresses the following questions. 

1. What are the principles underlying the 
policy and how do they apply to the whole-
school community?

2. How do these principles relate to the school’s 
overall aims and the rest of its curriculum?

3. How does the policy promote effective learning 
and teaching about positive behaviour and 
regular attendance?

4. What are the roles, rights and responsibilities 
of governors, staff, children and parents/carers 
for promoting positive behaviour and 
regular attendance?

5. How does the school set high standards 
of behaviour and attendance for children?

6. What are the school systems for promoting 
positive behaviour and regular attendance? 

7. What are the school systems for minimising 
and responding to unacceptable behaviour 
and unauthorised absence?

8. What support is available for children whose 
poor behaviour or attendance reflects 
significant learning or personal problems?

9. What support and training is available to 
help staff promote positive behaviour and 
good attendance?

10. What support is available for parents/carers who
wish to learn more about how to develop their 
children's social, emotional and behavioural 
skills, and support attendance from home?

11. How are staff, parents/carers and children 
involved and consulted when the policy is 
formulated or revised?

12. What resources does the school invest in 
promoting positive behaviour and attendance?

13. How is the policy monitored and 
reviewed? How do you know that it is fair?

14. How is the policy cross-referenced to other 
relevant school policies?

Place the number of the checklist item in the appropriate box below to indicate the priority to be given to this area.
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A strength Generally content Requires attention Major concern



Section 4

Self-evaluation grid: behaviour and attendance

The self-evaluation grid is both a tool for school reflection and self-evaluation, and a basis for future development.
It can form part of a professional development programme for those who lead on behaviour and attendance issues
in primary schools. 

The grid identifies six key areas in the area of behaviour and attendance and is closely aligned to the TTA published
‘National Standards for Subject Leaders’ document (1998), the self-evaluation grids produced by the National
Literacy and Numeracy Strategies for literacy and mathematics coordinators, and the ‘Effective Leadership and
Management’ self-evaluation tool produced by the National College for School Leadership (NCSL) for the National
Numeracy Strategy.

The principle of self-evaluation upon which the grid is based reflects the emphasis on self-evaluation and review
embedded within and promoted by the Ofsted Handbook for Inspecting Nursery and Primary Schools, the NCSL
approach to improving management and also other publications and research evidence related to effective school
improvement processes.

What does the grid focus on?

The grid focuses on six key areas of leadership in relation to behaviour and attendance.

1. Leadership and management for improved behaviour and attendance (styles and structures; policy; collecting
and analysing information; establishing priorities and action planning; target setting, monitoring and review).

2. Whole-school ethos and framework (values and beliefs; emotional wellbeing; relationships and bullying;
partnership and liaison; values into practice; rewards and sanctions; whole-school systems for
promoting attendance).

3. School organisational factors and the management and deployment of resources (establishing an effective 
whole-school learning environment; timetabling, grouping and curriculum planning; deployment of resources
and personnel).

4. Continuing to improve the quality of teaching and learning (evaluating the quality of teaching; classroom
environment and curriculum delivery; classroom management; responses to poor behaviour).

5. Pupil support systems (systems for all children, including support at transition; support for children with identified
difficulties in the area of behavioural, emotional and social development). 

6. Staff development and support.

Schools and LEAs may wish to add further areas to the grid as part of their development of school self-evaluation,
and according to specific local priorities. 

How does the grid work? 

Under each of the key areas there are four columns which represent a continuum of development and effectiveness.
Within each column there are written prompts which serve to provide a moderated illustration of the elements which
will be present at each stage of development. By highlighting the relevant prompts or parts of the prompts, across
the grid, schools can identify their current strengths and areas for development. 

The table on the following page illustrates the stages of the continuum represented on the grid.
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The prompts on the self-evaluation grid provide moderation to support self-evaluation. 

It is important to recognise that whole-school development is not always a linear process – schools are changing
communities and judgements about positions on the developmental continuum may change as a consequence 
of changing contexts. It is also important to stress that the purpose of this activity is to acknowledge what has been
achieved as well as to provide a basis for future development. Planning for development from the current position
is the key issue.

How do we use the grid? 

As the self-evaluation grid spans everything that the school does that impacts on behaviour and attendance,
it touches on almost every aspect of school life. It is unlikely that any individual would have the necessary knowledge
to complete the grid individually. It is therefore suggested that a behaviour and attendance focus group is set up
within the school. The group could usefully incorporate representatives from the management group, the SENCO,
a class teacher, an NQT, a teaching assistant, a governor and if possible an external ‘critical friend’. Schools might
like to consider the inclusion of a pupil representative and a parent representative. 

Members of the focus group should individually record their responses to the descriptions at each stage, making
notes of their evidence and points they would like to discuss with the group.

The group then meets and discusses their individual responses, working through the six key areas in order. 

The group identifies priorities from this meeting, depending on whether the group consensus identifies the school as
being at the focusing, developing, establishing or enhancing stage for each key area. From this consensus, together
with the other forms of evidence, it is possible to set out the areas which require action or further examination through
the in-depth audit (see section 5). 
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Key area identified

Focusing

At this stage, the review
group recognise that
the school is at the
beginning of a process.
The review group
identifies what is
happening already but
recognises that much
remains to be done.

Developing

At the developing
stage, the school has
started to address
some aspects of the
key area, but there 
is a need for further
development to secure
and consolidate
practice and process
in identified aspects.

Establishing

At this stage there still
remain some issues
to address in terms
of whole-school
consistency and
cohesion, but many
things are now in place
and are becoming
embedded. There
has been significant
development of the
quality of provision
and a real impact
on standards.

Enhancing

At this stage, the
identified aspects
are embedded fully
in whole-school
approaches and
practice. There
is whole-school
consistency and
cohesive practice
and the impact on
standards and
progress is evident. 
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Section 5

Key findings and issues for further action

The senior management team should agree on the overall strengths and weaknesses of the school after reviewing
Sections 1 to 4 and make judgments on the school’s current performance. You may want to use this sheet to decide
which areas need further exploration. You may want to use the appropriate in-depth audit from the suite of materials
to support that process.

Focusing Developing Establishing Enhancing

1 Leading and managing
for improved behaviour
and attendance

2 Whole-school ethos 
and framework

3 School organisational factors and 
the management and deployment 
of resources

4 Continuing to improve the quality 
of teaching and learning

5 Pupil support systems

6 Staff development and support



Section 6

In-depth audits and action planning

The in-depth audits are organised into the same six areas as the school overview section of the initial review. They
should be used only in respect of the areas you select as needing further work. Organised as a suite, each
audit provides a number of ways of collecting evidence and views through questionnaires, discussions, observations
and other activities. Each one is designed to explore in detail the issues that you identify in your review as needing
a closer look. 

In using the audits you will want to: 

• develop, review or update agreed protocols for conducting discussion groups, questionnaires and observations
(including issues of confidentiality and sensitivity);

• use existing school structures for focus group discussion wherever possible;
• incorporate classroom observations into the normal observation schedule already agreed within the school,

using the materials provided in support if necessary.

Deciding on the action required

Once the various aspects of the audit have been completed, you need to decide what to do to address the issues
raised. There are several points to bear in mind in writing and implementing an action plan:

• write it as quickly as possible after the audit so that the impetus and expectations arising from the work is not lost;
• describe in clear terms what needs to improve;
• don’t try and do too much – it is better to focus on and achieve improvement in two or three areas than attempt

many more and fail; 
• communicate the outcomes of the audit and what needs to happen next to the different audiences in the school

(e.g. teachers, support staff, pupils and parents/carers);
• make sure that the action plan is fully integrated within the overall school improvement plan.

The key to successful action plan writing and implementation is being as clear as possible about what needs
to improve. 

To assist you in constructing a focused action plan, this booklet provides:

• a summary sheet (on page 36), designed to help you focus on the main findings of the audit, the objectives 
to be achieved and a brief description of the actions required to achieve the objectives;

• an action planning sheet (on page 37) which enables you to identify the specific actions, timescales, responsibility,
the financial and time costs involved and how progress will be monitored and the overall objective evaluated.

In addition, a set of typical findings, objectives and next steps that other schools have devised can be found in each
in-depth audit booklet.
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In-depth audit summary

Area:

Main findings:

What do you what to achieve (SMART objectives)? List no more than 5 or 6 objectives.

What actions are required to achieve your objectives? Summarise the key actions for each objective.
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Annex 1 – National data on attendance and exclusions

Maintained primary schools: percentage of permanent exclusions, authorised
and unauthorised absence, benchmarked by free school meal eligibility

As at January 2000 (1)

England

(1) Free meals data as at January 2000. Exclusions data represents school year 1999/2000.

(2) Number of pupils eligible for free meals expressed as a percentage of numbers of pupils (excluding boarding pupils).

(3) Number of permanent exclusions over school year 1999/2000 expressed as a percentage of the number of pupils on roll in 2000.

(4) Number of sessions missed due to unauthorised absence expressed as a percentage of total number of sessions.

(5) Absence data based on 99% of schools.

(6) Number of sessions missed due to authorised absence expressed as a percentage of total number of sessions.
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Percentage of pupils eligible Percentage Percentage of half Percentage of half 
for free meals (2) of permanent days missed due days missed due to 

exclusions (3) to unauthorised authorised absence 
absence (4)(5) (5)(6)

National Average 0.03 0.5 5.6

Up to and including 8% 0.01 0.1 4.5

Over 8% to 20% 0.02 0.6 5.1

Over 20% to 35% 0.04 0.7 5.9

Over 35% to 50% 0.06 1.1 6.4

More than 50% 0.07 1.6 6.8
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