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INTRODUCTION
At Darkley PS we strive to ensure that all our children are happy in their learning and relationships and want to attend school.  We believe that this is best achieved by providing a happy, caring atmosphere, in which children can develop and realise their full potential.  We actively promote a teaching and learning ethos which encourages all pupils to attend regularly regardless of their level of ability or need.  Encouraging good attendance habits at an early age will help children develop self-confidence, self-discipline and greater independence and prepare our children for the opportunities and responsibilities they will face in adult life.  Darkley PS believes that all members of the school community should be able to thrive and feel respected, safe and secure.  In these ways this policy and our procedures support our school vision and aims.  
School Vision:

‘Bringing Out The Best’

Aims
1. To improve/maintain the overall attendance of pupils at Darkley 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 Education Welfare Service.

Role of the School
· The Principal at Darkley Primary School has overall responsibility for school attendance.  Teachers should bring any concerns regarding school attendance to his attention.

· The Board of Governors provide support by reviewing school attendance figures and targets and ensuring it is placed as an agenda item at meetings on a regular basis.

· Teaching staff regularly monitor the attendance and punctuality of pupils by ensuring that attendance is recorded.

· To enable our school to record and monitor attendance in a consistent way we will adhere to the guidance provided in the Department of Education Circular 2013/13

· The Principal will stay in contact with and meet with the Education Welfare Service on a regular basis.
· The school aims to undertake initial intervention as requested.

· The school will, when necessary, make referrals to the Education Welfare Service.

· The school will monitor absences on a monthly basis.

Darkley Primary School is committed to working with parents to encourage regular and punctual attendance.
Role of Parent/Guardian
Parents have a legal duty to ensure:
Every child of compulsory school age shall receive efficient full time education suitable to age, ability and aptitude and to any special educational needs he may have, either by regular school attendance or otherwise.
(Education and Libraries (Northern Ireland) Order 1986)
It is a parent/guardian’s responsibility to inform the school of the reason for a pupil’s absence on the first day of the absence.  This should be confirmed with a written note when the pupil returns to school.  If the absence is likely to be prolonged, this information should be provided to enable the school to assist with homework or any other necessary arrangements which may be required.
Pupils are expected to be in school at 9:00am. Registration and the beginning of classes starts at 9.15am.  It is the responsibility of parents to ensure that your child is punctual.  Lateness is recorded at registration and recorded on your child’s attendance record.
If your child appears reluctant to attend school, please discuss the matter promptly with the class teacher or Principal to ensure that both you and your child receive maximum support.
Role of Pupils
Each pupil at Darkley Primary School has a duty to ensure that they attend school punctually and regularly.  If you have been absent from school a written note from a parent/guardian must be provided to your teacher when you return.

It is the policy in the school not to question children over poor attendance, but to speak with parents as it is their duty to ensure their child comes to school.
Absence Procedures
· On the first day of an absence the parent/guardian should inform the school of the reason for the absence.  This may be done in person, by telephone, Class Dojo message to teacher, via email or with a message, e.g. sibling.
· On return to school the parent/guardian should supply a written note explaining the circumstances of the absence.

· Absence notes shall be held on file until the end of the school year.  When, in most instances, they will by shredded.

· In certain circumstances for example where an attendance is being monitored, absence notes may be carried forward to the next school year.

Family holidays during Term Time
Darkley Primary School will comply with the directive from the Department of Education to discourage holidays during term time due to the impact they have on pupils’ learning.  Family holidays during term time will be categorised as unauthorised absences.

However, in very exceptional circumstances schools may authorize a family holiday during term time.  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.
In very exceptional circumstances, absence may be authorized using Code F.
A family holiday classified under the ‘authorised absence’ (Code F) should not include such reasons as:
· The availability of cheap holidays

· The availability of desired accommodation

· Poor weather experienced during school holidays

· Holidays that overlap the beginning or end of term

Where a school’s prior agreement is not sought and the pupil goes on holiday, absence is Unauthorised (Code G).  If parents keep a child away for longer than was agreed, any extra time is recorded as Unauthorised (Code G).






Source: DE Circular 2013/13
Procedures for Managing Non-Attendance
· The school will monitor pupil attendance on a monthly basis.
· The school will consider all pupils with a percentage attendance between 91 and 94 percent inclusive.
· Where an attendance falls below 91% the school will make contact with the home via a phone call or written letter from the principal to offer support and advice in the first instance.
· Where attendance persists at below 90% the school will invite the parent/guardian to meet re the issue.
· At all times the school aims to work in partnership with the home and the Education Welfare Service to promote regular school attendance.

Education Welfare Service
The Education Authority through the Education Welfare Service have a legal responsibility to make sure that parents meet their responsibility towards their children’s education.
Regular attendance is an essential requirement for educational results and where attendance difficulties exist or a pupil’s attendance falls below 85%, Education Welfare Service will support staff and parents in developing and implementing strategies to address or improve school attendance.
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