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Aims 

The staff and Governors of Hazelbank Primary school are committed to working in partnership with parents/carers and children in order to build a well-respected school serving the whole community. 

There is a proven link between regular attendance and educational progress and attainment. We also believe that encouraging good attendance will help children to develop self-confidence, independence, self-discipline, and a sense of individual responsibility. Good attendance habits established at an early age will prepare our pupils for the future opportunities, responsibilities, and challenges of adult life.
 We will encourage every parent to ensure their child achieves maximum attendance and that any problems that prevent this are identified and acted on promptly. 

Good attendance is important because: 

Statistics show a direct link between under-achievement and poor attendance. Generally, children whose attendance is 95% or above 

· make better progress, both socially and academically 

· find it easier to cope with school routines and school  

· have an easier transfer to secondary school. 

The duty of a parent, in relation to the education of their children, is found in the

Education and Libraries (Northern Ireland) Order 1986 and says:

“The parent of every child of compulsory school age shall cause him/her to receive efficient full-time education suitable to his/her age ability and aptitude, and to any special educational needs he/she may have, either by regular attendance at school or otherwise.” 
If a child is reluctant to attend, the school should be contacted to allow any issues to be quickly addressed. A reluctance to attend, leading to an absence supported by a parent, can give the impression that attendance does not matter and may lead to the development of a poor pattern of attendance.

Responsibilities:
Parents and pupils can expect the following from school:

· Regular, efficient, and accurate recording of attendance using DENI SIMS system.
· Early contact with parents when a pupil fails to attend school without providing

     good reason.

· Immediate and confidential action on any problem notified to us. (Confidential

     means that the member of staff notified will not disclose that information to

     anybody, other than the principal, without the consent of the student or their

     parent).

· Recognition and reward for good attendance.

· An annual summary of the child’s attendance

· Liaison with the Educational Welfare Office regarding any matters of attendance
We expect the following from parents:
· To ensure their children attend school regularly and punctually.

· To ensure that their children arrive in school well prepared for the school day,

     with all necessary items and to check that homework has been completed.

· To contact the school on the first day of their child’s absence before 10:00 am 
     giving the reasons for and expected duration of the absence. A Seesaw message,

     email or phone call are all acceptable communications
· To provide us with a note signed and dated explaining the absence on the day

     that the pupil returns to school. (If an email has previously been sent no written

      note is required A note does not automatically ensure an authorised absence.)

· To contact the school in confidence whenever any problem occurs that may 
     affect their child’s performance in school.
·  To notify the school immediately of any changes to contact details

·  To arrange medical, dental, and other appointments outside the school day, when possible. 
We expect the following from all our pupils:

· That they attend school regularly.

· That they will arrive on time and be appropriately prepared for the day.

· That they will tell a member of staff about any problem or reason that may
     prevent them from attending school. 

Authorised Absence – where the school has been consulted and can approve

                                  the absence.

Examples include:

· Illness.
· Unavoidable medical/dental appointments during school hours.
· Bereavement

· Exceptional family circumstances

Unauthorised Absence – where the school cannot approve the absence.

Examples might include:

· Family holiday (except in exceptional circumstances)

· Pupil is kept off school unnecessarily

· When no written reason is provided

· Pupils who arrive at school after the morning register has been closed and are

     too late to get a mark for the morning session (9.30am)

Punctuality

The school day begins at 9:10am. Pupils who are frequently late disrupt their own

education and that of others in their class. 
The morning register remains open until 9:30am to accommodate the second bus run and/or an unexpected delay 
Pupils who come to school after this time without prior arrangement or without approved reason will be marked absent for the morning session and this will appear as an unauthorised absence on their school record.
 Holidays During Term Time
Withdrawal of a child during term time disrupts a child’s learning and may cause them to fall behind their peers. Parents do not have an automatic right to withdraw their child from school during term time.
· Family holidays/leave of absence during term time will only be authorised in exceptional circumstances. 

· Should parents remove children during term time schoolwork will not be provided to complete during the holiday, as it is not an efficient use of a teacher’s time to expect them to plan work for children who are not attending school. Reading may be provided and missed homework will be retained should the parent wish the child to collect it on their return. 

· Absence without a valid reason or where no explanation is provided will be treated as unauthorised. 
MONITORING ATTENDANCE

The daily register is completed by the class teacher at the beginning of morning and afternoon sessions. This information is then recorded electronically on the Department of Education’s system. At this time attendance levels are also monitored on an individual and a whole school basis
Rewarding Good Attendance & Punctuality

We believe that it is important that pupils realise that good attendance and punctuality is acknowledged.

All pupils who have 100% attendance in a year will receive a certificate of attendance which can form part of their Record of Achievement.

Where pupils make a significant improvement in these areas, or achieve individual targets agreed by the school and family, they will receive a certificate of achievement as part of our Pupil of the Week assembly.

Failure to ensure regular attendance at school. 

Where the class teacher has concerns about the level or pattern of a pupil’s attendance they are discussed with the principal:
Attendance records are collated monthly, and parents will be contacted at the end of each term if their child’s attendance is giving cause for concern. Should such contact fail to resolve the issue the school may refer the matter to the Educational Welfare Service for additional direction and support.
· If a pupil’s attendance falls below 93% a letter will be sent notifying parents.

· If a pupils attendance falls below 88% parents will be invited to attend the school for an interview with the principal.

· If a child’s attendance falls below 85% or if there are regular unexplained absences a referral will be made to the E.W.O. 

The role of the E.W.O is to work with parents to overcome difficulties that may prevent a child’s regular and punctual attendance at school.  Parents may also seek advice and direction from the Educational Welfare Service.

The local Education Welfare Office is at:

Education Welfare Service (EWS) 028 3741 5374
EA Ballee Office

Susan Harkness Education Welfare Officer Safeguarding Service

Pupil Well-Being and Protection Division Children and Young Peoples Services

Telephone:
Ext: 661270 DDI: 02825661273

Email:
Susan.Harkness@eani.org.uk
A failure by parents to ensure their child’s attendance can

ultimately lead to prosecution.

 
Changing schools 
It is important that if a child moves to another school that parents inform the school office as soon as possible. Once the following information has been received a child will be removed from the school roll. 

· The date the child is leaving and the date for starting the new school. 
· The name & address of the new school. 
· A new home address (if appropriate). 
 

The child’s records will be sent to the new school
 EVALUATION

The effectiveness of this policy and our procedures in monitoring and improving

attendance levels are evaluated in a number of ways:

· Parents are given a summary of their child’s attendance as part of the End of Year Report.

· The Governing Body monitor the effectiveness of this policy through Principal’s

     reports on attendance at Governing Body meetings.

· The annual attendance figures are published in the Governor’s Annual Report to

     Parents.

· An officer from the Education Welfare Service regularly monitors attendance

     levels on a whole school and individual basis.

· NEELB receive information on pupil attendance as part of the annual audit.

· The Department of Education monitor the school’s attendance statistics as part of

     the Annual School Census.
Responsibilities of Governors

The Board of Governors has the ultimate responsibility for school attendance but on a day-to-day basis this is delegated to the principal. The Board of Governors has a

responsibility to monitor school attendance and the effectiveness of the school’s

Attendance Policy and Procedures. 
The principal reports to Governors on these matters.

SPECIFIC RESPONSIBILITY

It is the responsibility of the principal to:

· Monitor and evaluate the effectiveness of this policy as part of the annual review.
· Ensure that each member of staff receives the necessary training and support to

     enable them to carry out their responsibilities at induction and as part of

     ongoing INSET.

This Attendance Policy has been prepared in consultation with the full school staff.

Adopted by the Board of Governors of Hazelbank Primary.
Signed …………………………………………………….           Date …………………………………….
Chairperson                                                    
                                                                                     Date of Review:  September 2025
