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Rationale

St. Dominic’s Primary School and Nursery recognise that positive behaviour and good attendance are central to raising standards and pupil attainment.

For our children to gain the greatest benefit from their education it is vital that they attend regularly and be at school, on time, every day the school is open unless the reason for the absence is unavoidable. 

Any absence affects the pattern of a child’s schooling and regular absence will seriously affect their learning. Any pupil’s absence or later arrival disrupts teaching routines and so may affect the learning of others in the same class. 

Ensuring a child’s regular attendance at school is a parental responsibility and permitting absence from school without a good reason creates an offence in law and may result in prosecution.    
Aims

This attendance policy ensures that all staff in our school are fully aware of and clear about the actions necessary to promote good attendance.  Through this Policy we aim to: 

· Improve pupils’ achievement by ensuring high levels of attendance and punctuality. 
· Achieve a minimum of 96% attendance for all children, apart from those with chronic health issues.
· Create an ethos in which good attendance and punctuality are recognised as the norm and seen to be valued by the school. 
· Raise awareness of parents, carers and pupils of the importance of uninterrupted attendance and punctuality at every stage of a child’s education.
· Ensure that our policy applies to Nursery aged children in order to promote good habits at an early age. 
· Work in partnership with pupils, parents and staff so that all pupils realise their potential, unhindered by unnecessary absence. 
· Promote a positive and welcoming atmosphere in which pupils feel safe, secure, and valued, and encourage in pupils a sense of their own responsibility. 

· Establish a pattern of monitoring attendance and ensure consistency in recognising achievement and dealing with difficulties. 
Promoting Regular Attendance       
Helping to create a pattern of regular attendance is everybody’s responsibility – parents/carers, pupils and all members of school staff.                                                       
To help us all to focus on this we will:                                                                           

· Report to parents/carers annually on their child’s attendance with the annual school reports.                                                                                                                         

· Contact parents/carers should their child’s attendance fall below the school’s target for attendance.                                                                                                                        

· Celebrate perfect, very good and good attendance at prize giving. 

Section 30 of the 1980 Education Act lays a duty on every parent of a child of ‘school age’ to ensure that their child attends school regularly.  Attendance must be recorded twice a day, morning and afternoon.

Regulation 7 of The Education (School and Placing Information) (Scotland) Amendment, Etc. Regulations 1993 requires each child’s absence from school to be recorded in the school register as authorised or unauthorised, as defined by the Scottish Government.
Parent/Carer Contact Details
At the start of each school session, parents will be asked to provide contact details including at least one emergency contact number. Parents are required to inform the school if these contact details change during the course of the year.
Procedures for informing the school of pupil absence

Parents and carers are asked to inform the school if a pupil is unable to attend from the start of the school day on the first day of absence and should indicate when their child is likely to return to school. Failure to do so will result in school staff accessing all contact numbers provided for the child. In terms of child safety police will be contacted if all attempts to locate the child have been exhausted.

Parents should be asked to inform the school by letter or telephone if their child is likely to be absent for some time, and to give the child a note on his/her return to school confirming the reason for absence. 

Family holidays during term time
Every effort should be made to avoid family holidays during term time as this both disrupts the child’s education and reduces learning time.  Parents/guardians should inform the school by letter of the dates before going on holiday.
Absences will be classified as authorised only in exceptional circumstances.

Such circumstances may include: 

· A family holiday judged to be important to the wellbeing and cohesion of the family, following serious or terminal illness, bereavement or other traumatic events.  

A family holiday classified under the ‘authorised absence’ category will not include such reasons as:

· The availability of cheap holidays

· The availability of desired accommodation

· Poor weather experience during school holidays

· Holidays which overlap the beginning or end of term

· Parental difficulty obtaining leave (except in cases where evidence is provided by the employer that it cannot accommodate leave during school holidays without serious consequences)
Family holidays with the above similar characteristics will be classified as unauthorised absence. Where the Head Teacher’s prior agreement has not been sought the absence will automatically be classed as unauthorised.
Extended leave with parental consent holiday
Where most family holidays will be recorded as unauthorised absence (see above) extended leave with parental consent will not be considered the same as a family holiday. Leave in such circumstances will be authorised under circumstances such as:

· Extended overseas educational trips not organised by the school 

· Short term parental placement abroad

· Family returning to its country of origin (to care for a relative, or for cultural reasons)

· Leave in relation to the children of travelling families 

Exceptional domestic circumstances

Parents may request permission for such leave in writing and the school may authorise such requests under the following circumstances:

· The period immediately after an accident or illness

· A period of serious or critical illness of a close relative

· A domestic crisis which causes serious disruption to the family home causing temporary relocation
It should be emphasised that North Lanarkshire Council investigates unexplained absence, and that they have the power to write to, interview, or prosecute parents, or to refer pupils to the Reporter to the Children’s Panel, if necessary.
Procedures for managing attendance

The school regards attainment of under 95% attendance to be causing concern and will monitor such attendances closely.

At the end of each month, attendance for the whole school is printed off and monitored by the Management Team. It is at this point, letters will be issued to parents/carers of pupils with absences below 95%. The school appreciate that from time to time children will be unwell and will have to be absent from school and that parents/carers may have phoned to inform the school of the absence or, indeed, sent in a letter but it is important to provide parents/carers with this information as part of our monitoring procedures.
Examples of letters issued can be located in Appendix 1 (Attendance letter), Appendix 2 (Invite to school to discuss attendance patterns) & Appendix 3 (Lateness letter).
	Appendix 1 (Attendance Letter)
Dear 


Dear Parent/carer

ATTENDANCE AT SCHOOL - (NAME OF PUPIL) (CLASS OF PUPIL) (DATE OF BIRTH): 

(NAME OF SCHOOL) is committed to working in partnership with parents/carers, children/young people and partner agencies to ensure that all of our children/young people benefit from an education that maximises their full potential.

School staff have a responsibility to track and monitor attendance.  They will provide advice, guidance and work in partnership with parents/carers, children and young people to promote positive attendance. 

I would like to draw your attention to (PUPIL’S NAME)’s attendance as it is currently (%).  The table below highlights missed learning opportunities through absence.

	100 % Attendance
	0 Days missed
	Gives your child the best chance of success and ensuring their full potential is achieved

	95% Attendance
	9 Days of Absence

1 week and 4 days learning missed
	Makes it harder to achieve full potential and secure the best possible outcomes

	90% Attendance
	19 days of Absence

3 weeks and 4 days of leaning missed
	

	85% Attendance
	27 Days of Absence

5 weeks and 3 days of Learning Missed

Almost half a term missed
	Impacts significantly on learning and progress which can lead to poorer outcomes in achievement, wellbeing and social and emotional development 

	80% Attendance
	36 days of Absence

7 weeks and 3 days of learning missed

Half of a term missed
	

	75% Attendance
	45 Days of Absence

9 weeks and 1 day of learning missed

Almost 1 whole term missed
	


Please do not hesitate to contact the Head Teacher if you wish to discuss matters further.  We look forward to working in partnership with you to ensure the best possible educational outcomes for your child/young person.

Yours sincerely 
(Head Teacher)
Appendix 2 (Invite to school to discuss attendance patterns)
	Dear Parent/carer




ATTENDANCE AT SCHOOL - (NAME OF PUPIL) (CLASS OF PUPIL) (DATE OF BIRTH): 

I refer to my previous letter in which your attention was drawn to (PUPIL NAME)’s level of attendance. I have to report to you that (PUPIL NAME)’s attendance remains a concern and is currently (%). 

North Lanarkshire Children and Families is committed to ensuring that all children and young people receive an education that maximises their full potential. We are committed to working in partnership with parents/carers, achieve skills for life, skills for work and skills for learning.

We recognise that non-attendance at schools is an early indication that a child/young person may require additional support through robust planning and interventions to promote and support good attendance, curricular attainment, wider achievement and positive health and wellbeing.

I would therefore invite you to a meeting to discuss (PUPIL NAME)’S absence and agree strategies to help support (PUPIL NAME) achieve an improved level of attendance. This meeting will be held on (INSERT DATE) at (INSERT TIME) in (INSERT VENUE). If you are unable to attend, please call the school to reschedule. 

Yours sincerely 
(Head Teacher)

Appendix 3 (Persistent lateness letter)
DearParent/carer

Re: Persistent Lateness 

I am writing to inform you that your child ________________________ is persistently late for school.  Between date and date he/she was late on ____ occasions and missed ____ hours of education. 

When pupils arrive late, they miss out on essential instructions given at the beginning of the lesson.  This can significantly reduce achievement, regardless of academic ability.  Your child may also feel awkward arriving to the classroom when everyone else is settled. Furthermore, when one pupil arrives late, it disrupts the entire class and the teacher – everyone’s education is compromised. 
We are required to monitor children’s punctuality and attendance. On-going lateness (after the class register has been taken) is classified as an unauthorised absence and this is contrary to The Education Act.

We understand that there may be rare occasions when you are unavoidably late due to unforeseen circumstances. On these occasions please make sure that you contact the school office to inform us when you will arrive.

Meanwhile, if anything can be done to support _________________ getting to school on time, please do not hesitate to contact me. 

Yours sincerely, 

(Head Teacher)
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