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E-mail Address:  info@dungannonps.dungannon.ni.sch.uk                   Website:  www.dungannonps.co.uk

_____________________________________________________________________________________

2nd September 2019
Dear Parent

The Board of Governors of Dungannon Primary School believe that the whole school community should be made aware of the school’s Attendance Policy.

We feel that it is important that you understand the practices and procedures employed within this school.  This policy document outlines your responsibilities as well as those of the school while highlighting how poor attendance and punctuality can have a major impact on a child’s education.

We hope you understand the important of adhering to all of the measures identified in this policy and would ask you to support us in their implementation.

Yours sincerely

Chairperson of the Board of Governors

Statement of Principle

All members of the school community of Dungannon Primary School are fully committed to the principle that good attendance is an important part of school life.  It is further acknowledged that it is the duty of the school to promote an environment in which attendance is nurtured and in which positive steps are taken to promote the emotional and physical well-being of every pupil in its care.

Aims and Objectives

Dungannon Primary school aims to ensure that every child will want to attend school.  This will be achieved by creating a warm, welcoming and secure atmosphere where the pupils feel valued and a stimulating and accessible curriculum is delivered in a physically clean, bright and attractive environment.

This school has a good record of attendance which is aims to maintain.  An overall level of 96% attendance is the target.

Mission Statement

Dungannon Primary School aims to provide a high quality education in a happy and caring working environment where the potential of each individual can be realised.

We wish to promote life-long learning by:

· Providing opportunities for personal development;

· Promoting such values as will make each individual a caring and responsible citizen and

· Encouraging individuals to develop to their full potential while promoting moral values and respect for one another.

All members of staff will work towards promoting these values and ensuring a child-centred approach in which caring is a shared responsibility of all staff.

Management of Attendance

Responsibilities of Parents

“To ensure that children have an efficient education suited to their age, aptitude and any special educational needs”

Education and Libraries Order 1986

Parents should inform school via the mobile app and provide a reason why their child is absent from school.
Roles and Responsibilities of the Board of Governors

The Board of Governors has the ultimate responsibility for school attendance but this is delegated to the Principal on a day to day basis.  The Board of Governors has a responsibility to monitor school attendance and the effectiveness of the school’s Attendance Policy and practice.

· The Board of governors is fully aware of the school’s Attendance Policy

· The Principal reports to the Board of Governors on attendance issues on a regular basis.

Roles and Responsibilities of the Principal

Overall responsibility for attendance on a day to day basis lies with the Principal.  The Principal has the role along with the Board of Governors for determining resources and staffing to deal with attendance issues ensuring the Board of Governors are informed about attendance issues and ensuring statistical information is provided as required by Government.

The Principal will meet with the Educational Welfare Officer on a regular basis to discuss pupil attendance issues.

While the Principal has overall responsibility for attendance this is delegated on a daily basis to the class teacher.  The class teacher will meet with the Principal whenever required to identify pupils with irregular patterns of attendance.

· Liaise with the Educational Welfare Service about individual pupils

· Talking to pupils with irregular attendance

· Phoning parents of pupils who are absent from school without explanation

· Interview parents about their child’s attendance

· Organise training for staff about attendance issues

· Collate and report attendance information

· Take responsibility for overall monitoring of attendance

· Contacting parents when they fail to contact school or send absence notes

· A letter will be issued to parents when attendance falls below 90%

· A second letter will be issued to parents if an improvement in attendance has not been noticed

· A referral to EWO may be made if attendance falls below 85%

Roles and Responsibilities of Class Teacher

Effective practice in relation to managing individual pupil attendance depends on the class teacher.  In Dungannon Primary School the class teacher is responsible for:-

· Developing trusting relationships with all pupils

· Monitoring attendance, eg marking register, collecting absence notes and identifying pupils with irregular attendance patterns.

· Following up pupil absence if notes are not produced

· Talking to individual pupils about their attendance

· Promoting overall attendance through the curriculum

· Referring pupils to the Principal

· Providing support to pupils after a long absence from school

Roles and Responsibility of Office Staff

Office staff have an important role to play in monitoring attendance in our school.  To achieve this they will undertake the following roles:

· Opening the SIMS.net system

· Take and log phone messages from parents when pupils are absent from school

· Maintain the late register

· Compile lists of absentees

· Collate registration date

The Recording of Attendance

The Department of Education has issued guidelines about categorising absence as authorised or unauthorised.  As a result the following codes will be used to record absence –

	CODE 
	DESCRIPTION 
	CODE 
	DESCRIPTION 

	/ \ 
	Present: / = (AM): \ = (PM) 
	V 
	Educational Visit 

	A 
	Artistic Endeavour 
	W 
	Work Experience 

	B 
	Bereavement 
	X 
	Only staff should attend 

	C 
	Suspended 
	Y 
	Exceptional Closure/Severe Weather Conditions 

	D 
	No reason provided for absence 
	* 
	Not on roll 

	F 
	Family Holiday (agreed) 
	# 
	Holiday for all 

	G 
	Family Holiday (not agreed) 
	! 
	No attendance required 

	H 
	Other Absence 
	1 
	Alternative Education Provision (organised by the ELB) 

	I 
	Illness (not medical or dental appts) 
	2 
	Home/hospital tuition (organised by the ELB) 

	J
	Extended Leave
	3 
	Elective Home Education 

	L 
	Late (before registration closed) 
	4 
	Pupil Referral Unit 

	M 
	Medical/Dental Appointments 
	5 
	Another mainstream school (under Entitlement Framework – EF) 

	N 
	No reason yet provided for absence 

(temporary code only) 
	6 
	Training Organisation (under EF) 

	O 
	Other Exceptional Circumstances 
	7 
	FE College (under EF) 

	P 
	Approved Sporting Activity 
	8 
	Intensive Support Learning Unit 

	R 
	Religious Observance 
	9
	CAMHS

	S 
	Study Leave 
	
	

	U 
	Late (after registration closed) 
	
	


To ensure the school’s Attendance Policy operates in an appropriate manner, the Board of Governors has delegated authority to the Principal who has authority to decide whether an absence should be authorised/unauthorised.

Authorised Absences

In normal circumstances the following types of absence will be classified as authorised:-

· Illness

· Hospital/dental appointments (when prior notice is given)

· Family bereavement

· Representing the school/county/country at an approved event

· Taking music/ballet/drama examinations

· Religious holidays (when prior notification of absence is given).

In special circumstances parents may apply for a leave of absence for their child.  The authorisation of the absence is at the Principal’s discretion and must be requested in writing prior to the absence.  In exceptional circumstances, when a written request is impractical, parents should contact the Principal in person to discuss the matter in confidence.

Unauthorised Absence

In normal circumstances the following types of absence will be classified as unauthorised:

· Birthday

· On a shopping trip with parents

· Staying at home with ill parent or sibling

· Term time holiday 

Lateness

In Dungannon Primary School lateness is strongly discouraged.  Pupils are expected to be in the playground before the bell rings at 8.45 am so that they can line up with their class.  The teacher will make the class register on arriving in his/her classroom and complete this by 9.00 am.  If a pupil arrives after registration has closed the pupil must go directly to the office where the secretary will mark him/her ‘L’ on the register unless a valid reason is provided (eg SEN Taxi/Bus).

· Time of arrival and reason for lateness will be noted in the ‘Late’ register book.

· Principal reviews late marks on a weekly basis.

· Register amended/further action taken.

· When a child is late on a regular basis the Principal will contact the parents to discuss the matter.

· Whenever it is deemed appropriate an Attendance Action Plan will be drawn up when involves a Parent/School Contract (Appendix A)

Registration/Attendance Procedures

	
	Classes Start at 8.45 am
	

	
	

	

	
	Class Register closes at 9.00 am (Completed by Teacher)
	

	
	

	

	
	

	

	Absence
	
	Lateness

	


	· Child brings note on return

· Prior approval sought and given
	
	No Note provided on return


	
	· Report direct to the office

· Secretary enters ‘L’ in Register

· Reason entered on reverse of paper record.

· Teacher checks late marks on a weekly basis

· Mark altered if appropriate

	
	
	Teacher reminds pupil about note


	
	

	
	Teacher sends home official reminder


	
	

	
	
	
	

	
	
	
	


	
	Satisfactory

Explanation provided
	
	No Satisfactory

Explanation Provided

	
	

	
	

	
	Appropriate absence indicator letter entered on register
	
	Principal Contacts

Parent

	
	
	
	


	
	
	
	Satisfactory

Solution
	
	Unsatisfactory

Solution

	
	
	
	

	
	Secretary transfers paper record onto SIMS.net System
	
	

	
	

	
	

	
	Principal Monitors

Attendance
	
	
	Referred to

EWO


Rewarding Good Attendance and Punctuality

Dungannon Primary School believes that good attendance and punctuality are to be encouraged at every opportunity.  Parents are responsible for ensuring their children attend regularly and are punctual. However, the school currently has a whole school reward/award system to encourage regular attendance and punctuality.

· Full attendance awards are presented on termly basis within the classroom setting

· Full attendance and excellent attendance for the full year are also recognised at the school’s Annual Prize Distribution.

Discretionary Awards/Rewards

In order to promote good attendance and punctuality, the school will make use of discretionary rewards.  The following examples indicate how these may be employed to assist in the promotion of good attendance and punctuality.

Example 1 – Child Identified as Poor Attender

Attendance for the whole month of January has fallen to 77%

· Matter discussed with parent

· Action Plan formulated

· Contract with parents

· Child involved

· Monitored on a weekly basis – small award for improvement

· Told that Principal will reward them for achieving 90% attendance in month of February.

Example 2 – Regular Lateness

· Older child has been late on a regular basis

· Matter discussed with child.

· Importance of being on time emphasised

· Matter discussed with parent

· Action Plan formulated

· Contract formulated with all parties concerned:  parents, child and school.

· Punctuality monitored on a weekly basis – small award for improvement

Monitoring and Review

The Principal and Staff work closely with the Educational Welfare Service to promote good attendance.  The Policy will be review on an annual basis to determine the success or otherwise of the attendance strategies employed within the school.

Appendix A

DUNGANNON PRIMARY SCHOOL

Parent/School Attendance Contract

Name of Child:
_____________________________________________

Date of Meeting with Parents:  ___________________
Review Date:  ____________________

Child Attendance:  
________________________________________

Child’s Punctuality:   
________________________________________

Concern’s to be raised with parent:

1. _____________________________________________________________________________

2. _____________________________________________________________________________

3. _____________________________________________________________________________

4. _____________________________________________________________________________

5. _____________________________________________________________________________

6. _____________________________________________________________________________

How the parent will help resolve the concerns:

How the school will support the parent:

Signed:  ________________________________________ (Parent)
Date:  _____________

Signed:  ________________________________________ (School)
Date:  _____________

May 2017


Updated – October 2019
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