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In St Caolan’s Primary School we are committed to maintaining high levels of attendance and punctuality. Regular school attendance and good punctuality are vital components in helping pupils to have full access to the Northern Ireland Curriculum and to fulfill their potential. St Caolan’s Primary School will strive to promote an ethos and a culture, which encourages excellent attendance and punctuality, and where each pupil will feel valued and secure.

The majority of our pupils have excellent attendance records with many of our pupils having 100% attendance. 

Our pupils are not rewarded for their punctuality or excellent attendance. As very few of our children walk to school we believe that punctuality and attendance is beyond our pupils’ control we consider this to be their parents’ responsibility. Therefore, to reward individual children would be unfair. 


Aims

To improve the overall attendance and punctuality of pupils at St Caolan’s Primary School.
To develop a framework that defines roles and responsibilities in relation to pupil attendance and punctuality.
To work in partnership with parents/carers to establish good patterns of punctuality and attendance.
To encourage parents/carers to ensure their children are at school on time every day the school is open, unless the reason for the absence is unavoidable.
To keep parents/carers informed about their child’s attendance and punctuality.
To liaise closely with the Educational Welfare Officer with regard to attendance.


The Importance of Excellent Attendance and Punctuality

 A good pattern of attendance and punctuality is important because it helps children: 

 To learn. 
 To have fun. 
 To make new friends. 
 To experience new things in life. 
 To develop awareness of other cultures, religion, ethnicity and gender differences. 
 To achieve. 
 To develop new skills. 
 To build confidence and self-esteem. 
 To develop the confidence to attempt new work and to learn alongside others.
 To develop good habits in readiness that will last throughout their lives.
  To have the best possible start in life. 



	
Young people who regularly miss school without good reason are more likely to become isolated from their friends, to underachieve in their education and are at risk of becoming involved in anti-social behaviour and becoming victims of crime or abuse. 
- Source: (Adapted from) School Attendance Matters – A Parent’s Guide.





Role of the School

The Principal Mr Mc Veigh is responsible for managing pupil attendance in his absence the Senior Teacher Miss Kearney.

The Principal 
· will effectively communicate with parents and carers to promote good attendance and punctuality. 
· analyse attendance trends and to correspond with parents/carers/pupils if a problem is identified. 
·  provide guidance and support to parents/carers who are having difficulty getting their child to attend school each day or to school on time.
· provide to parents/carers (based on ‘School Attendance Matters – A Parent’s Guide’ supplied by DENI, 2016) to remind them of the importance of having a good pattern of attendance.
· send initial letters to parents/carers whose children are showing signs of concern with regard to absence and/or punctuality. 
· complete a referral to the EWO if pupil attendance falls below 85% with no acceptable explanation 
· provide an attendance figure on each school report in June. 
· provide an annual attendance figure for the whole school for the Board of Governors to be included in The School Development Plan.


Roles and Responsibilities of the Board of Governors

To consider the Principal’s report on school attendance each year.
To review the impact of Attendance and Punctuality Policy and Procedures
To ratify the Attendance and Punctuality Policy, at the beginning of each academic year.


Roles and Responsibilities of Staff – Clerical and Teaching 

 For clerical staff to make daily accurate records of attendance and lateness and to update the SIMS register each day.
 For teaching staff to report any concerning patterns of lateness or absence to the Principal.


Roles and Responsibilities of Parents/Carers

 It is a parent’s responsibility to inform the school by telephone call (8am -9am) of the reason for a pupil’s absence on the first day of absence. If the absence is likely to be prolonged the school should be updated about the pupil’s progress. This should be confirmed with a written note when the pupil returns to school.

 Pupils are expected to be in school in classrooms before the 9:00am bell for registration and the beginning of classes. It is the responsibility of parents/carers to ensure punctuality. 

 If a child appears reluctant to attend school it is the responsibility of the parent to inform the Principal, Mr McVeigh to ensure that support can be offered.

 If a child needs to miss school, eg religious festival, sporting event or some other special occasion, the parent should seek the school’s agreement well in advance and giving full written details.

 Parents/carers are requested to make routine medical or dental appointments outside of school hours.



Family Holidays During Term Time

St Caolan’s Primary School strongly discourages holidays during term time due to the impact they have on pupils’ learning. Family holidays taken during term time will be categorized as an unauthorised absence. 


Roles and Responsibilities of Pupils It is the responsibility of pupils to

 Be organised and ready for work. 
 Inform their teacher or Mr McVeigh about any problem that may prevent them from attending school regularly and on time.
  Supply a written note to explain any absence when they return to school.


School Holidays

Parents are given advance notice of school holidays and holidays are grouped together to allow for weekly midterm breaks.




Procedures to Record Attendance and Punctuality Arrival and Registration 

· There is a Breakfast Club available from 8am each morning.
· Pupils not attending the Breakfast Club may come into school from 8:30 am and go straight to their classes where they will be supervised buy their class teacher
· Registration is taken at 9:00 am by the class teacher. Any child who arrives after 9:00 am will be marked as late.


Categorising Absence Authorised Absence Examples include: 

 Illness 
 Unavoidable medical appointments 
 Taking part in a religious event 
 Exceptional family circumstance (Eg: wedding or funeral) 
 Representing their club/school/county/country in a particular event - sport, music, dancing etc. 

Unauthorised Absence 

 Birthdays. 
 Visiting relatives. 
 Looking after other members of the family. 
 A pupil is unnecessarily kept off school. 
 Shopping. 
 Family holiday/ long weekend break. 
 No written reason is provided on return to school after absence.



Monitoring Absence 

Each month an audit is printed out from SIMS which identifies pupils whose attendance is showing signs of concern under 90%.

Mr McVeigh will check the reasons for pupil absence and if the parents/carers should be sent a letter. 

Where Mr McVeigh believes there is a concern regarding a pupil’s attendance and there is not a sufficient reason to explain this, a “Letter 1” will be sent to the parent/carer advising of the schools concern. 

If attendance remains a concern a second letter, ‘Letter 2’ will be sent to the parent/carer and the parent/carer will be asked to contact the school to arrange a meeting with the Principal. 

If attendance does not improve and falls below 85% then a referral form may be sent to the Education Welfare Officer Parent/Carers will be informed of this decision.


Monitoring Lateness 

If a pupil has been recorded as coming late to school on five or more occasions in a one-month period, his/her name will be forwarded to the Principal. The Principal will send a letter of concern to the parent/carer. 

If there is no improvement the Principal will contact the parent/carer and request a person-to-person meeting to discuss the issue of punctuality and explain why good punctuality is so important. 

Educational Welfare Service 

The Education Authority, through the Educational Welfare Service (EWS) has a legal duty to make sure that parents/carers meet their responsibility towards their children’s education. If a pupil’s absence causes concern, or if their attendance falls below 85%, they will be referred to the EWS if appropriate. EWS will support staff and parents/carers in developing and implementing strategies to address or improve school attendance. 


	
Under Part III of Schedule 13 to the 1986 Order, if a child or young person who is registered at a school does not attend regularly a parent/carer can receive a fine not exceeding £1000 in court (for each child). An Education Supervision Order (ESO) could also be made by a court under Article 55 of the Children (NI) Order 1995. - Source: School Attendance Matters – A Parent’s Guide








Monitoring of the Policy


The Principal will review the policy every year and present any changes to the
Governors, staff and parents. The policy will be available for parents to view.











Every School Day Counts 

Attendance percentages can be misleading. 

	100%
	Attendance 0 Days Missed
	Excellent

	95%
	Attendance 9 Days of Absence 1 Week and 4 Days of Learning Missed
	Satisfactory

	90% Attendance
	19 Days of Absence 3 Weeks and 4 Days of Learning Missed
	Poor

	85% Attendance
	28 Days of Absence 5 Weeks and 3 Days of Learning Missed
	Very Poor

	80% Attendance
	38 Days of Absence 7 Weeks and 3 Days of Learning Missed
	Unacceptable

	75% Attendance 
	46 Days of Absence 9 Weeks and 1 Day of Learning Missed 
	Unacceptable

	
	
	



For some parent/carers, 90% may seem like an acceptable level of attendance, but the reality is that 90% attendance means your child will miss half a school day each week or 19 days of school during the school year – that is nearly 4 school weeks.
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Letter One 


Dear ____________ 

Your child ______________’s attendance record is giving us cause for concern. 

We will continue to monitor the number of days your child is absent from school. If there is no significant improvement the school will request the assistance of the Education Welfare Office (EWO) who will help with this problem. If you wish to discuss or explain reasons for your child absence please contact Mr McVeigh.




Letter Two

Dear ____________ I am writing to inform you that there continues to be ongoing concerns regarding your child ____________________’s attendance. Your child’s current level of attendance is _______%. If your child’s attendance falls below 85% without a valid reason for the absence, he/she will be referred to the Education Welfare Officer. If you wish to discuss or explain reasons for your child absence, please contact Mr McVeigh.



