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Introduction 
This policy has been reviewed with reference to the Covid-19 Northern Ireland Re-opening Schools Guidance, DE., 13th August 2020. (See Covid-19 Annex to Attendance Policy document for details on Pupil Attendance.)
[image: ]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. This concurs fully with Article 28 of the UNCRC – Every child has the right to an education.
Sion Mills Integrated Primary School will strive to promote an ethos and culture which encourages good attendance and where each pupil will feel valued and secure.
School Mission Statement
At Sion Mills Integrated Primary School we aim to enable and encourage everyone in our school community to SMILE:
Share experiences built on Mutual respect that Inspire Lifelong learning through opportunities to Excel as individuals.

Policy Aims 
1. To improve the overall attendance of pupils at Sion Mills Integrated Primary School. 
2. To develop a framework that defines roles and responsibilities in relation to attendance. 
3. To provide advice, support and guidance to parents/guardians and pupils. 
4. To promote good relationships with the Education Welfare Service. 

Role of the School 
The Principal at Sion Mills IPS has overall responsibility for school attendance; teachers should bring any concerns regarding school attendance to her attention. 
Teaching staff regularly monitor the attendance and punctuality of pupils by ensuring that attendance is recorded at the beginning of morning and afternoon registration sessions. This shows whether the pupil is present, engaged in an approved activity off site, or absent.
If a pupil is absent, every half-day absence must be classified by the school as either authorised or unauthorised. (See Pg 5 for examples) Only the school can authorise the absence, not parents/ carers. This is why information about the cause of each absence is required. 
It is hoped that parents/carers, school staff and statutory authorities can work closely to overcome any problems which may affect a pupil’s attendance. If a pupil is reluctant to attend, it is never a good idea to cover up their absence or to give in to pressure to excuse them from attending. This will only give the impression that attendance does not matter and may make matters worse.

The school should: 
• Make daily, accurate recordings of attendance, for morning and afternoon sessions. 
• Analyse attendance trends ½ termly. 
• Correspond with parents if there is a concern. 
• Provide the Educational Welfare Officer with a printout on request, of all children who have an attendance percentage of 85% or below. 
• Complete a Referral to the E.W.O. if deemed necessary. 
• Provide an annual attendance figure on each School Report in June. 
• Recognise good attendance by providing 100% Attendance Certificate 

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 Attendance Guidance & Absence Recording By Schools – Circular 2023/11, which can be found at the following link: 
https://www.education-ni.gov.uk/sites/default/files/publications/education/Circular%202023%2011%20for%202023%2024%20Academic%20Year%20-%20Attendance%20Guidance%20and%20Absence%20Recording%20By%20Schools.pdf 
Sion Mills IPS is committed to working with parents to encourage regular and punctual attendance. Extracts from “School Attendance Matters – A Parent’s Guide” are sent home annually to parents. A link to the document is available on the school website. 
https://www.education-ni.gov.uk/sites/default/files/publications/de/attendance-matters-a-parents-guide.pdf 
Attendance is monitored monthly. Pupils’ attendance will be discussed at monthly staff meetings using the DENI % measures as terms of reference. Parents requiring a telephone call or letter from the class teacher or principal will be identified at that meeting.

Role of Parent 
Parents have a legal duty1 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. 
[footnoteRef:1]If a child is registered in school, their parent has a legal duty to ensure that they regularly attend that school.  [1:  Article 45(1) of The Education and Libraries (NI) Order 1986] 

Parents Should:
• Ensure that their child/children attend school regularly. 
• Ensure that their child arrives in school punctually. Our school opens its doors at 8.45am and children can proceed to their classrooms from that time. School starts at 8:50am. Lateness (after 9.20a.m.) is recorded at registration and on your child’s attendance record. Teachers will record the number of minutes late from 9.00am.
• Contact the school on the first day of their child’s absence giving reasons (suspected or confirmed) for absence and expected duration of the absence. 
• Provide the school, on the day the child returns, with a signed note giving reasons for the absence- this can be completed on the school app or by emailing the Principal. 
• Contact the school in confidence if there is a problem which is affecting attendance or punctuality.
 • Communicate with the school if their child is a reluctant attender. The school will work with and support the parents. Parents should not cover up a child’s reluctance or give in to pressure from their child to excuse them from attending school as this will cause long term problems. 
• Not book holidays during term time 
• Arrange medical/ dental appointments outside school hours. 

Role of Pupils 
At Sion Mills Integrated PS we encourage children to take increasing responsibility for their attendance. 
Children should: 
• Attend school regularly. 
• Arrive punctually. 
• Tell a member of staff about any problem that may prevent them from attending regularly or being punctual regularly.



Role of Governors 
 The Board of Governors has overall responsibility for pupil attendance, but on a day-to-day basis, this responsibility 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. The Principal reports to the Governors on these matters and issues are placed on the agenda of full Board of Governors meetings during each academic year.
Absence Procedures 
In accordance with the Sion Mills IPS Child Protection Policy parents are requested to inform the school office if their child is not attending. Upon return of the child all parents/guardians are required to submit a written or electronic note (Seesaw) which provides a clear reason for any absence. If no written note is provided the class teacher will request this information. The reason for absence is recorded on the School Information System (SIMS) and the note destroyed in line with the Data Protection policy.  
Attendance information will be recorded daily by teachers using SIMS. A child who is late before registration closes at 9.15am will receive an L mark which, while officially recording the child as late, does not record them as being absent for the morning session, however children recorded late after registration closes at 9.15am will receive a U mark which officially records the child as late and records them as being absent for the first session. 
Authorised Absence-where the school has been consulted and can approve the absence. 
Examples include: 
• Illness (incl. Hospital confinement) 
• Bereavement 
• Attendance at a very close relative’s wedding 
Unauthorised Absence- where the school cannot approve the absence. 
Examples include: 
• Family holiday 
• When a pupil is unnecessarily kept off school 
• When no written reason is provided upon return to school 
• Pupils who arrive for school after registration closes at 9.15am. 


Family holidays during Term Time 
Sion Mills Integrated Primary School strongly discourages holidays during term time due to the impact they have on pupils’ learning. Parents/carers must contact the school, prior to booking any holiday to explain the need to remove a pupil from school during term time. The contact should be in the form of a letter addressed to the Principal.

Currently there is no legislation in Northern Ireland about holidays in term time (as there is in the rest of the United Kingdom).  However, if a pupil’s attendance falls below 85% in a school year, the school concerned is obliged to contact the Educational Welfare Officer.

Monitoring Attendance (Procedures for Managing Non –Attendance) 
• At the end of each ½ term, all children with 85% or below attendance will be reviewed by the Principal and long term attendance patterns analysed. (Poor attendance on a particular day of the week will be scrutinised) 
• After consultation with the child’s teacher, a letter will be sent to the parents advising them of our concern, if it is felt necessary. (Appendix 1)
• If attendance remains a concern, a second letter will be sent, in which the concerns will be highlighted again, and parents will be asked to contact the school to arrange a meeting at which the issue can be discussed. (Appendix 2)
• If attendance does not improve and concerns remain, then a Referral Form may be sent to the Education and Welfare Officer. 
• Our target for attendance will be 95%+

Education Welfare Service 
The Education Authority (EA) through the Education Welfare Service (EWS) has a legal duty to make sure that parents meet their responsibility towards their children’s education. 
If a pupil’s absence causes concern, and they are referred to this service EWS will support staff and parents in developing and implementing strategies to address or improve school attendance. 





[image: ]Appendix 1: Letter 1
24/03/2025 
Sion Mills Integrated Primary School,
Westview Terrace,
Sion Mills,
Strabane, Co. Tyrone.
BT82 9HP


Phone No: (028) 816 58249
Principal: Mrs Louise Kingh
Vice Principal: Mrs Kristel Cunningham 
E-Mail: info@sionmillsintegrated.strabane.ni.sch.uk
Website: https://sionmillsintegratedps.com/



Dear Parent/Carer, 
Our Education Welfare Officer monitors pupil attendance on a half termly basis and unacceptable levels of attendance are discussed. 
Please see the acceptable percentages outlined overleaf. 
I am writing regarding your child’s attendance to date which is causing concern as it is recorded as         %.  
I understand that some absences such as illness are unavoidable, please ensure you have communicated the reasons for all absences with the class teacher via Seesaw or Mrs Lynch via the school office. 
If there is an ongoing medical issue that we are not aware of or if there is anything that you would like to discuss with me, or another member of staff regarding the absences, please do not hesitate to contact the school so we can support you.
If you consider that there are additional issues which impact on your child’s ability to attend school regularly, it may also be possible for the school to access some additional support through Educational Welfare Service, if you would like us to look into this with you then please get in touch.
We will now closely monitor your child’s attendance and hope to be able to report an improvement at the next attendance meeting with our Education Welfare Officer. 
Yours sincerely,
Mrs Kingh




Levels of attendance:

100% Attendance 0 Days Missed Excellent
95% Attendance 9 Days of Absence = 1 Week and 4 Days of Learning Missed Satisfactory
90% Attendance 19 Days of Absence = 3 Weeks and 4 Days of Learning Missed Poor
85% Attendance 28 Days of Absence = 5 Weeks and 3 Days of Learning Missed Very Poor
80% Attendance 38 Days of Absence = 7 Weeks and 3 Days of Learning Missed Unacceptable
75% Attendance 46 Days of Absence = 9 Weeks and 1 Day of Learning Missed Unacceptable

As parents/carers you have a legal obligation to ensure your child attends school.


How to prevent your child from missing school
You can help prevent your child missing school by:
· having a routine from an early age and sticking it to it
· making sure your child understands the importance of good attendance and punctuality
· making sure they understand the possible implications for themselves and you as a parent if they don't go to school
· taking an interest in their education - ask about school work and encourage them to get involved in school activities
· discussing any problems they may have at school and letting their teacher or principal know about anything that is causing concern
· not taking time off school for minor ailments or holidays during term time


[image: ]Appendix 2: Letter 2

Sion Mills Integrated Primary School,
Westview Terrace,
Sion Mills,
Strabane, Co. Tyrone.
BT82 9HP


Phone No: (028) 816 58249
Principal: Mrs Louise Kingh
Vice Principal: Mrs Kristel Cunningham 
E-Mail: info@sionmillsintegrated.strabane.ni.sch.uk
Website: https://sionmillsintegratedps.com/



08/05/2024 
Dear Parent/Carer, 
Following our previous communication regarding the monitoring of attendance, I am writing to express my ongoing concerns which have been highlighted again by the Education Welfare Officer. 
_________________________  attendance is currently  recorded as         %.  
I understand that some absences such as illness are unavoidable, please ensure you have communicated the reasons for all absences with the class teacher via Seesaw or Mrs Lynch via the school office. 
We kindly request your cooperation in addressing this matter promptly. If there is an ongoing medical issue that we are not aware of or if there is anything that you would like to discuss with me, or another member of staff regarding the absences, please do not hesitate to contact the school so we can support you.
If you consider that there are additional issues which impact on your child’s ability to attend school regularly, it may also be possible for the school to access some additional support if you would like us to look into this with you then please get in touch.
Should ________________ attendance not show improvement after this communication, the next step will involve a referral to the Education Welfare Officer who will assess your personal situation in order to support you moving forward. 
Yours sincerely, 
Mrs L Kingh 


Levels of attendance:

100% Attendance 0 Days Missed Excellent
95% Attendance 9 Days of Absence = 1 Week and 4 Days of Learning Missed Satisfactory
90% Attendance 19 Days of Absence = 3 Weeks and 4 Days of Learning Missed Poor
85% Attendance 28 Days of Absence = 5 Weeks and 3 Days of Learning Missed Very Poor
80% Attendance 38 Days of Absence = 7 Weeks and 3 Days of Learning Missed Unacceptable
75% Attendance 46 Days of Absence = 9 Weeks and 1 Day of Learning Missed Unacceptable

As parents/carers you have a legal obligation to ensure your child attends school.


How to prevent your child from missing school
You can help prevent your child missing school by:
· having a routine from an early age and sticking it to it
· making sure your child understands the importance of good attendance and punctuality
· making sure they understand the possible implications for themselves and you as a parent if they don't go to school
· taking an interest in their education - ask about school work and encourage them to get involved in school activities
· discussing any problems they may have at school and letting their teacher or principal know about anything that is causing concern
· not taking time off school for minor ailments or holidays during term time
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