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Introduction

Regular school attendance is crucial in raising standards in education and ensuring that every child can have full access to the school curriculum and reach their potential.

St. Finlough’s PS will strive to promote an ethos and culture that encourages good attendance and where each pupil will feel valued and secure. 

Our vision statement is ‘Teagasc Agus Curam’– ‘Educate and Care’


Aims
· To improve/maintain the overall attendance of pupils at St. Finloughs PS.
· To develop a framework that defines roles and responsibilities in relation to attendance.
· To provide advice, support and guidance to parents/guardians and pupils.
· To promote good relationships with the Education Welfare Service.

Roles and Responsibilities

The Principal at St. Finlough’s PS has overall responsibility for school attendance; designated staff and teachers should bring any concerns regarding school attendance to her attention.

The Principal will:
· liaise with DTCP and teachers to identify erratic attendances and/or other relevant concerns 
· liaise with the School Secretary to identify absentees 
· work alongside DTCP/ EWO /teachers and, if necessary SENCO to plan interventions to break unsatisfactory attendance patterns and set individual targets
· liaise with parents/guardians to plan interventions to break unsatisfactory attendance patterns
· report school attendance figures and targets at Board of Governors meetings
· forward end of year attendance audit to DE

The Board of Governors at St. Finlough’s Primary School provide support by reviewing school attendance figures and targets and ensuring it is placed as an agenda item at each Board of Governors meeting.

The Designated Teacher for Child Protection will:
· draw up a pupil attendance policy agreed by all key stakeholders
· develop procedures for monitoring and managing pupil attendance throughout the school
· liaise with teachers to identify erratic attendances and/or other relevant concerns and decide on interventions
· liaise with the School Secretary to identify absentees
· generate attendance updates and letters to parents/guardians informing them of unsatisfactory attendance patterns
· work alongside Principal/EWO/teachers and, if necessary SENCO to plan interventions to break unsatisfactory attendance patterns and set individual targets
· identify unsatisfactory attendance patterns and ensure parents/guardians are informed of such.

The Teaching Staff at St. Finlough’s PS regularly monitor the attendance and punctuality of pupils by ensuring that attendance is recorded at the beginning of morning and afternoon registration sessions.

The Teaching Staff will:
· record attendance at the beginning of morning and afternoon registration sessions (self-registration monitored in Foundation)
· ensure absences / lateness are coded accurately and explanation added in comments box (Appendix 1)
· ensure pupils are made aware of the need for parents/guardians to inform school of absences
· ensure pupils receive a copy of the Absence Notification Form (Appendix 2) if necessary
· ensure pupils requesting school hour absences are collected by parents/guardians or designated adult(s)
· liaise with DTCP to identify erratic attendances and follow agreed procedures for managing attendance 

The Clerical Staff will:
· provide monthly attendance reports 
· generate attendance updates and letters to parents/guardians informing them of unsatisfactory attendance patterns
· ensure parents/guardians submit appropriate letters/phone calls to explain absence or make a request for their child to leave the premises during school hours
· follow up on unexplained absences
· ensure pupils requesting school hour absences are collected by parents/guardians or designated adult(s) and signed in/out of school
· ensure pupils arriving late to school after registration has closed are marked present on SIMS and dinner role amended accordingly
· liaise with DTCP to identify erratic attendances and follow agreed procedures for managing attendance 
· liaise with Principal to identify erratic attendances and follow agreed procedures for managing attendance
· provide end of year whole school attendance % report
To enable our school to accurately record and monitor attendance in a consistent way we will adhere to the guidance provided in the Department of Education Circular 2017/15, which can be found at the following link:  
http://www.education-ni.gov.uk/publications/circular-201715-attendance-guidance-and-absence-recording-by-schools

St. Finlough’s Primary School is committed to working with parents/guardians to encourage regular and punctual attendance.

Role of Parent/Guardian:
· Parents/guardians have a legal duty (Article 45(1) of the Education and Libraries (NI) Order 1986) to ensure their child of compulsory school age shall receive efficient full time education suitable to age, ability and aptitude and to any special educational needs they may have, either by regular school attendance or otherwise.
· If a child is registered in school, their parent/guardian has a legal duty to ensure that they regularly attend that school.
· It is a parent’s/guardian’s responsibility to inform the school of the reason for a pupil’s absence on the first day of absence. If the absence is likely to be prolonged, this information should be provided to enable the school to assist with homework or any other necessary arrangements which may be required.
· Pupils are expected to be in school at 09:00 for registration and the beginning of class. It is the responsibility of parents/guardians to ensure that your child is punctual. Lateness is recorded at registration and on your child’s attendance record. It also impacts negatively on your child’s attendance.
· If your child appears reluctant to attend school, please discuss the matter promptly with the class teacher or Principal to ensure that both you and your child receive maximum support.

Role of Pupils:
· Each Pupil at St. Finlough’s PS must attend school punctually and regularly.
· Pupils must ensure that their parent(s)/guardian(s) receive any attendance updates/letters and if appropriate return them to their class teacher.
· Pupils must always report to the front of the school if they are late coming to school.

Absence Procedures

· On the first morning of absence parents/guardians must inform the school of the reason for a pupil’s absence. If the absence is likely to be prolonged, this information should be provided to enable the school to assist with any necessary arrangements that may be required.
· If no explanation has been provided, on return to school pupils will be given an Absence Notification Form (Appendix 2) to be completed by parents/guardians and returned immediately to school. Parents/guardians are required to complete the absence notification form which provides a clear reason for any absence.
· If parents/guardians fail to provide an explanation for their child’s absence, then a code D will be used and hence will be recorded as an unauthorised absence.
· If a pupil has a medical appointment and will arrive in late to school, parents/guardians should inform school in advance where possible.


Family Holidays during Term Time

St. Finlough’s PS discourages holidays during term time due to the impact they have on pupil’s learning. Family holidays taken during term time will be categorised as an unauthorised absence. Only in exceptional circumstances will a holiday be authorised.

Procedures for Managing Non-attendance

· DTCP (G Herron) / EWO (Marina Doherty) as required/monthly meetings
· Attendance percentage printouts: class profiles/scope under 90%: Mrs Colhoun
· Pupil attendance monthly update (Appendix 3): DTCP & Class Teachers 
· The Class Teacher informs parents/guardians when their child’s attendance falls below 90%: attendance update (Appendix 3) sent home to be signed and returned to school. 
· If attendance continues to cause concern parents/guardians receive a letter from DTCP in school (Appendix 4) and a copy of Attendance Matters: A Parent’s Guide. (Appendix 5) 
· If attendance continues to cause concern parents/guardians will be invited to a pre-referral meeting with EWO and Principal/DTCP
· If a pupil’s attendance is 85% or below /causing concern, we are obliged to make a referral to EWS.
· A positive reward system is used to encourage and celebrate good attendance. Stickers are awarded at the end of each half term for good attendance and punctuality, and certificates are awarded at the end of the school year for 100% attendance. 



Education Welfare Service

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






Signed: _______________________________________     
                        
                        (Chairperson of the Board of Governors)



Signed: _______________________________________                             
                                              (Acting Principal)


Policy Review Date:  19th December 2022
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ABSENCE NOTIFICATION FORM 	 
 
 
Please Note – This form must be completed for each period of pupil absence and returned to the school immediately.  
 
 
 
Name of Pupil  	 	 	 	 	 	 	 	 	 
 
Class / Teacher Name     	 	 	 	 	 	 	 	 
 
Date(s) of Absence  	 	 	 	 	 	 	 	 
 	 	 
 Reason  __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Signed (Parent/Guardian) __________________________________________


Date _________________ 	 	 	 	 	 	 	 	 	 	 
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 ATTENDANCE UPDATE

Dear Parent/Guardian,
                                    ______________ attendance is currently ________. 
Please complete and return the reply slip below to your Child’s Class Teacher.
Many thanks

Class Teacher:                                              Date:
----------------------------------------------------------------------------------------------------------------
I/We acknowledge that I/We have been informed of our Child’s attendance at School.
Name of Child:
Class Teacher:                                                  
Signature of Parent/Guardian:                                          
Date:
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https://www.education-ni.gov.uk/sites/default/files/publications/education/miss-school%3Dmiss-out-english-June%202021.pdfAppendix 6 (sample pre-referral meeting letter)
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3rd December 2022

Dear Parents/Guardians
 
You are invited to attend a pre-referral meeting in relation to your Child’s / Children’s attendance at school.

Date & time of pre-referral meeting: Monday 10th December at ________

You are already aware that ___________________________ attendance is being monitored in school. You have received attendance updates and a formal letter as outlined in our Managing Pupil Attendance Policy.

Ms Marina Doherty Education Welfare Officer will be in attendance at the meeting to offer advice and support.

I would appreciate it if you would complete the reply slip below and return it to school on or before Friday 7th December 2022.

Yours sincerely

Mrs F Patton
Acting Principal
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Name of Child: ________________________________________________

Year Group/Class Teacher: __________________________________________

Date & time of pre-referral meeting: Monday 10th December at ________

I/We will / will not be able to attend the arranged pre-referral meeting.


Signed: ____________________________________ Date: _____________







Appendix 7 (sample EWS referral letter)
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CODE DESCRIPTION CODE DESCRIPTION 


/ \ Present: / = (AM): \ =(PM) X Only staff should attend 


A* Artistic Endeavour Y* Exceptional Closure 


B* Bereavement # Holiday for all 


C Suspended ! No attendance required 


D No reason provided for absence 1 Community Providers / EOTAS (organised by the EA) 


F* Family Holiday (agreed) 2 Exceptional Teaching Arrangement / hospital 


G* Family Holiday (not agreed) 3 Elective Home Education 


H* Other Absence 4 Pupil Referral Unit 


I Illness (not medical or dental appointments) 5 Another mainstream school (under Entitlement Framework – EF) 


J* Extended Leave 6 Training Organisation (under EF) 


L* Late (before registration closed) 7 FE College (under EF) 


M* Medical / Dental Appointments 8 Intensive Support Learning Unit 


N No reason yet provided for absence (temporary code only) 9 CAMHS / Mental Health Support 


O* Other Exceptional Circumstances  COVID-19 SPECIFIC CODES - Please refer to DE circular 2021/16 
(page numbers listed) 


P* Approved Activity ( COVID-19 Illness Confirmed 
– to be used when child is sick and COVID-19 is confirmed. – Page 23 


R* Religious Observance ) COVID-19 Illness Suspected / Unconfirmed 
– to be used when child is sick and COVID-19 is suspected but unconfirmed. – Page 23 


S* Study Leave { 
COVID-19 Self-Isolating – Vulnerable Pupil or Household member 
Pupil chooses not to attend school due to own underlying health conditions or due to health 
conditions of other family members”. If a pupil is sick, they should be recorded as such. – Page 
25 


U* Late (after registration closed) } COVID-19 Self-Isolating - No evidence of learning from home 
Pupil required to self-isolate but not learning from home / evidence not provided. – Page 25 


 


V* 
 


Educational Visit / Examination [ 
COVID-19 Self-Isolating & Learning from Home  


Pupil required to self-isolate and learning from home” – does not discount from attendance 


record. – Page 17 


 
W* 


 
Work Experience ] 


COVID-19 Learning from Home - Social Distancing  


Pupils are not required to attend physically at school due to social distancing rules, imposed by 


DE or school. E.g. pupils required to attend on certain days or for a certain number of hours per 


day. This decision must be informed by health professional advice. – Page 17 


COLOUR CODE  


  Present / Approved Educational 


Activity / 


 


 Authorised Absence 


 Unauthorised Absence 


 Attendance not required 
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Appendix 4           Dear Parent / Guardian,     I am writing to highlight that ___________________                        attendance is currently ______%.      Regular school attendance is a pre - requisite of effective schooling, and is   vital to allow your Child to fulfil their potential.       We, in  St. Finlough’s PS  are keen to help support pupils improve their  attendance and therefore, will be monitoring _________________     attendance very closely for the next few weeks.     If there is no   improvement  we   will want to meet with you to discuss any  issues surrounding absences, or support strategies that can be put in  place in order to improve your Child’s attendance and hence prevent a  referral to  the   Educational Welfare  Service .     Yours  Sincerely,     G. Herron   (Designated Teacher for Child Protection)      

St Finlough’s Primary School  (Sistrakeel)   138 Tartnakelly Road   Glack   Limavady   County Derry   BT49 9JL   Tel/Fax: 028 77763848   Principal:   Mrs F. Patton   email: fpatton475@ c2kni.net     www.stfinloughssistrakeel.co.uk        
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Dear Parent / Guardian,



I am writing to highlight that ___________________                      attendance is currently ______%. 



Regular school attendance is a pre-requisite of effective schooling, and is vital to allow your Child to fulfil their potential.

 

We, in St. Finlough’s PS are keen to help support pupils improve their attendance and therefore, will be monitoring _________________    attendance very closely for the next few weeks.



If there is no improvement we will want to meet with you to discuss any issues surrounding absences, or support strategies that can be put in place in order to improve your Child’s attendance and hence prevent a referral to the Educational Welfare Service.



Yours Sincerely,



G. Herron

(Designated Teacher for Child Protection)
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[bookmark: _GoBack]Every single day a child is absent from school equates to a day of lost learning.
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



Establish a good routine in the 

mornings and evenings so your child 

is prepared for the school day ahead.





Make sure your child goes to school 

regularly and follows the school 

rules.





Ensure your child arrives at school on 

time - not late.





Arrange dental and medical 

appointments outside school hours 

when possible.





Always inform the school if your 

child is absent due to illness - this 

should be followed up with a written 

note when your child returns to 

school.





If your child is not attending school 

as you expect they may be putting 

themselves at risk - Who are they 

with?  What are they doing?





Do not take family holidays during 

term time.





Talk to your child about school and 

take an interest in their school work 

including homeworks

).

(





Attend parents evenings and school 

events.





Praise and reward your child’s 

achievements at school.





Always support school staff in 

their efforts to control difficult or 

challenging behaviour.

HOW PARENTS CAN HELP

EVERY SCHOOL DAY COUNTS

Parents of children aged 4

‑

 who are

16

enrolled in school are legally required 

to make sure they attend.

Key Point
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= To gain qualifications.

= To develop new skills.
= To build confidence and self-esteem.

= To have the best possible start in life.

CAN ATTENDANCE MAKE A DIFFERENCE TO EXAM RESULTS?
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49% of pupils achieved at least 5 GCSEs including
English and Maths when they attended less than 80%

Source: School Leavers 2019/20
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            Wednesday 3 rd   March 202 2         Dear  Parent/Guardian     Following a review of ___________________ attendance ,   I wish to inform you that  a referral has been made to Educational Welfare Services.     Ms  Marina Doherty , our Education Welfare Officer will be in cont act to offer advice  and support, and to  implement   strategies to address or improve school attendance.     In the meantime, should you need any support, do not hesitate to contact school.     Yours S incerely,     Mrs Patton   Acting  Principal    

St Finlough’s Primary School  (Sistrakeel)   138 Tartnakelly Road   Glack   Limavady   County Derry   BT49 9JL   Tel/Fax: 028 77763848   Principal :   Mrs F. Patton   email: fpatton475@ c2kni.net                           www.stfinloughssistrakeel.co.uk        


Microsoft_Word_Document2.docx
St Finlough’s Primary School (Sistrakeel)

138 Tartnakelly Road

Glack

Limavady

County Derry

BT49 9JL

Tel/Fax: 028 77763848

Principal: Mrs F.Patton

email: fpatton475@c2kni.net

                       www.stfinloughssistrakeel.co.uk

	





[image: N:\picture sign.jpg]








Wednesday 3rd March 2022

 



Dear Parent/Guardian



Following a review of ___________________ attendance, I wish to inform you that a referral has been made to Educational Welfare Services.



Ms Marina Doherty, our Education Welfare Officer will be in contact to offer advice and support, and to implement strategies to address or improve school attendance.



In the meantime, should you need any support, do not hesitate to contact school.



Yours Sincerely,



Mrs Patton

Acting Principal
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