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Why attendance matters?
‘Attendance at school is crucial to support children and young people’s wellbeing, attainment and achievements.’
                                                     (Included, Engaged and Involved Part 1)
Good attendance at school plays a crucial role in ensuring a pupil reaches their full potential. To maximise a pupils’ learning opportunities, a consistent pattern of attendance is essential. Not only will it support their learning, but it also ensures they remain connected with their friends. A strong correlation exists between excellent attendance and positive academic outcomes. Minishant Primary places a high value on attendance to ensure all children and young people are maximising their capabilities. 
The impact of absence
‘Absence from school, whatever the cause, disrupts learning and can negatively impact children and young people and their outcomes.’
                                                     (Included, Engaged and Involved Part 1)
· Every day of absence is a day of lost learning –> 1 day absent per fortnight = 1 year of lost learning by S3. 
· A negative impact on wellbeing, social connections, social competency and social cohesion. 
· Not being able to access specific resources and support, particularly for pupils with additional support needs. 
· Limited opportunities and pathways when leaving school. 

Legislation & Policy
Education (Scotland) Act 1980, Section 30
It shall be the duty of the parent of every child of school age to provide efficient education for him suitable to his age, ability, and aptitude either by causing him to attend a public school regularly or by other means.
Education (Scotland) Act 1980, Section 135
The definition of a parent ‘includes guardian and any person who is liable to maintain or has parental responsibilities (within the meaning of section 1 (3) of the Children’s (Scotland) Act 1995) in relation to or has care of a child or young person.
Standards in Scotland’s Schools etc. Act 2000, section 1
‘It shall be the right of every child of school age to be provided with school education by, or by virtue of arrangements made, or entered into, by, an education authority.’
Article 28 of the United Nations Convention on the Rights of the Child
State parties recognise the right of the child to education, …
(e) take measures to encourage regular attendance at schools and the reduction of drop-out rates.
Our policy has been informed by the following local and national guidelines:
Included, Engaged and Involved Part 1: A Positive Approach to the Promotion and Management of Attendance in Scottish Schools
Getting it right for every child (GIRFEC) - gov.scot
South Ayrshire Council Educational Services – Management Guidelines on School Attendance and Absence.

Attendance is everyone’s responsibility – what’s your role?
Pupils should:
· take personal responsibility for attending as often as possible.
· try not to be late.
· engage in all aspects of the life of the school including learning and other social activities.
· contribute to the daily life of the school and encourage friends to attend.
Parents and carers should:
· ensure their child understands the importance of education and attendance.
· support their child to attend as often as possible.
· notify the school as soon as possible when their child is absent.
· work with staff to minimise absence and reduce any barriers to attendance.
· book medical appointments outside school hours where possible and give advance notice if an absence is unavoidable.
· keep the school up to date with telephone numbers and emergency contacts.
Staff should:
· proactively develop respectful and supportive relationships that support a positive ethos and culture.
· regularly promote good attendance through lessons, assemblies, informal and formal conversations, and events.
· make learning interesting and relevant and support learner engagement using a range of strategies.
· keep regular and accurate records of attendance for every learner.
· share concerns about a learner's engagement, attendance or wellbeing, at the earliest stage.
· respond sensitively to learners and parent/carers when exploring attendance concerns.
Senior leaders should:
· prioritise attendance and punctuality.
· promote attendance through policies, documents, training, meetings and communications.
· improve overall attendance and reduce lateness through supportive interventions.
· follow-up on all absences and identify and investigate patterns of absence.
· ensure consistency in practice that supports attendance and engagement.
Promoting attendance
We promote attendance at Minishant Primary by:
· building relationships and prioritising wellbeing and care.
· being inclusive and rights respecting.
· recognising that engagement is as important as attendance. 
· developing strong relationships with pupils and families. We listen to their views, involve them in decision making, and work collaboratively to identify and address any barriers to attendance.
· having a curriculum which is relevant, engaging, and meets the needs of all our learners.
· using a range of teaching styles and approaches that cater for different learning needs.
· all adults promoting attendance as well as having specific adults to help learners and families who may need a little bit of extra support – Senior Leadership Team.
· treating parents and carers as partners in supporting attendance.
· highlighting the importance of attendance via our newsletter and social media channel.
Our approaches to supporting attendance
At C, our whole school approach to addressing attendance is outlined within our Attendance and Engagement Action Plan 2026-27. The action plan has 8 strategic aims:
1. Embed a whole-school culture where attendance is a core driver of wellbeing, safeguarding and attainment.
2. Strengthen data systems and early-intervention process to prevent escalation of non-attendance.
3. Build strong, trust-based partnerships with families.
4. Provide targeted, rights-based support for vulnerable learners.
5. Remove curriculum-related barriers and improve re-engagement pathways.
6. Ensure consistent, safeguarding-focused absence management.
7. Strengthen governance of reducing learning hours.
8. Secure sustained improvement through leadership accountability and evaluation.
The foundation of our approach is early intervention and providing the right support at the right time. Examples of the supports we provide include:
· Soft starts
· Adapted timetables
· Safe, calm spaces
· Multi agency partnership working, including the Carrick Family First Forum
· Access to online learning resources
What our pupils have told us about attendance

Scan the QR code to hear what our pupils think about attendance:
[image: ]
How do we monitor attendance and what steps are taken when there is a concern?
· Class teachers complete the class register in the morning (by 9:10am) and straight after lunch time (by 1:25pm)
· If a pupil is absent, parents and carers will receive a text message home. 
· If the parent/carer does not contact the school, the clerical will phone home to check in.
· If there is no contact from the parent on the first day of absence, a member of the Senior Leadership Team will contact the parent the following day to check in.
· The Senior Leadership team monitors attendance daily.  Where there are concerns or emerging patterns of absence, these will be reviewed and investigated. Parents or carers may be contacted to discuss attendance concerns and to identify any support that may be required.
· Particular attention is given to pupils who may be at greater risk of low attendance, including those with additional support needs, care-experienced young people, and pupils with a history of attendance concerns.
· On a weekly basis, SLT discuss attendance as part of their weekly meeting.  An important aspect of these meetings is analysing and discussing the attendance of pupils. Discussions will be had regarding the reasons for low attendance and what interventions can be used to support the pupil and their family. 
A staged approach is taken to address concerns early. The stages are:
Stage 1 – Senior Leadership Team will contact home to speak with the parent or carer.
Stage 2 – A parent meeting will be organised. This is where the parent or carer will meet with a member of the Senior Leadership Team to establish the reasons for continued low attendance or late comings and what can be done to address things. 
Stage 3 – A parent meeting will be organised. If there are still no improvements in attendance or it has deteriorated further, the parent or carer will meet with a member of the Leadership Team again. The purpose of this meeting is to review the action points from the initial parent meeting and to agree on next steps in order to improve their child’s attendance.
Stage 4 – A Team with the Family (TWF) meeting will be organised. This will take place when the previous supports and interventions put in place have been deemed unsuccessful and overall attendance or late comings remain a concern. The purpose of the TWF meeting is to involve other partners e.g. Family First Team or Inclusion Team to address and support low attendance at school. 
Referrals to the Family First Forum
If a pupil is not attending school, they might be referred to the Carrick Family First Forum. The forum is a collaboration of different children’s services, who’s aim is to improve the outcomes of pupils educated in the Carrick cluster.  
Attendance Monitoring, Support and Recognition
As part of our approach to promoting and supporting attendance, data will be reviewed at the end of each term. Where concerns regarding attendance levels, patterns, or punctuality have been identified, a letter may be issued to parents/carers to highlight these concerns and to encourage early engagement and support.
The school recognises and celebrates improvements in attendance, particularly where this has previously been a concern. Young people and their parents or carers receive praise and positive feedback when attendance improves. This positive approach acknowledges success, encourages continued engagement, and reinforces the importance of regular attendance in supporting achievement and wellbeing.
Expectations 
· Pupils are expected to be at school for 9:00am. 
· If a pupil is late into school, they must report to the school office.
· If a pupil is feeling unwell, they will go to the first aider who will assess if the child needs to be sent home.  A parent/emergency contact will be called if the pupil needs to go home.
· Pupils must not contact parents or carers directly; all communication should be done via the school office.


















Appendix 1 – Definitions of attendance and absence

Definition of Attendance 

Attendance is defined as participation in a programme of educational activities arranged and agreed by the school, including: 

· Attendance at school; 
· Learning out with the school provided by a college or other learning provider while still on the roll of the school (College only OAT); 
· Educational visits, including day and residential visits to outdoor centres (FLD); 
· Interviews and visits relating to further and higher education or careers events (FLD); 
· Debates, sports, musical or drama activities in conjunction with the school (FLD); 
· Study leave for young people participating in national exams if arranged by the school during the period of the national examination timetable (STY); 
· Receiving tuition via hospital or outreach teaching services (FLD); and 
· Work experience (WRK). 

Definition of Authorised Absence 

School staff are best placed to decide the school’s most appropriate response to requests for absence to be authorised. Schools may authorise absence when they are satisfied by the reason provided, usually by the parent (via a note, email, or phone call), self-certified or sometimes may be provided by another service provider. Reasons for authorised absence can include: 

· Illness where no learning provision is made (including ongoing mental health concerns) (SEL); 
· Any openings where it has been agreed that the child/young person should not attend school, i.e. part-time timetable (PTX or PTH), 
· Meetings prior to and during court appearances and other legal processes (ABS); 
· Attendance at, or in connection with, a Children’s Hearing or care review or appointment with another service provider, e.g. social worker (ABS); 
· Religious observance (ABS); 
· Bereavement (ABS); 
· Weddings or funerals of close friends and family (ABS); 
· Arranged absence about children and young people in Gypsy/Traveller families; 
· Participation in non-school debates, sports, musical or dram activities agreed by the school (ABS), 
· Lack of transport – including due to bad weather (ABS); 
· Family recovery from exceptional domestic circumstances or trauma (authorised) (DCA); 
· Family holidays agreed by the school to be taken in exceptional circumstances (HPL);
· Medical and dental appointments (PER); 
· Period of exclusion (EXC); and 
· Extended leave with parental consent, including some young carer activities (EXL). 

Definition of Unauthorised Absence 

Schools must record absence as unauthorised when there is no reason for absence provided or they are not satisfied with the reason provided. Such absence is likely to include: 

Absence with parental awareness in specific circumstances 
· Family holidays during term time; 
· Absence with parental awareness; 
· Occasional absence without parental awareness (formerly truancy); 
· Longer term absence – related school-related issues; 
· Longer term absence – home and the broader community; and 
· Absence relating to substance and alcohol misuse. 






















Appendix 2 – Agreed Reduced Attendance (ARA) timetable flowchartAn Agreed Reduced Attendance (ARA) timetable can only be agreed at a Team with the Family meeting or Parent meeting 2 (PM2).

We must receive confirmation from the parent or carer that when the pupil is not in school, they have caring responsibilities. This should be recorded on the form to Learning & Raising Standards.
PT Guidance will submit the paperwork to the local authority. The Year Head should be copied into this email. 
The timetable, application form and risk assessment should be submitted to the local authority within 1 week of the meeting. 
A review should be arranged with the child and parent. This should take place 1 week before the timetable end date. 
A copy of the timetable and relevant paperwork should be saved within the ASN folder in Teams. Office staff can also access this folder to check dates.
At the end date, the clerical team will remove the ATF code. 
At the top of the timetable, it must state the start and end date. The maximum length of a timetable is 8 weeks. 
Once the local authority approves the timetable, it is submitted to the clerical team for processing. 



























	
Appendix 3 – Minishant Primary Attendance Letter
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COUNCIL

Head Teacher: Mrs F Bruce
Minishant Primary School
Merrick Crascent, Minishan,
Kn19 8ET

Emal: minishant msil@south-ayrzhice sov.uk
0ute-8 October 2020

Dear Parents / Carers,

ishant Attendance Update

1 2m writing to provide you with an update on (INSERT NAME) attendance. Your child' attendance has dropped
below 903 and currently iting at (%)

We regogniss that absence can occur for a range of reasons including liness and other exceptional circumstances.
Wnere attendance is becoming 2 concern, we are committed to working alongside familles o understand any
barriers and identify appropriate support we can offer 25 2 school.

At Minishant Primary School we [gcogise that attending school regularly helps young people build frendships,
‘Gevelop confidence, achieve success In thei learing and prepare for future opportunities. Even a small number
of days can quickly add up t0 3 significant amount of learning time across a school year.

1fyou would like to iscuss your chil's attendance or explore sugparts available within the school, please contact
the school office and make an appointment with a member of the Senior Leadership Team.

Yours sincerely

Mrs Bruce
Head Teacher
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