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PUPIL ATTENDANCE POLICY

MISSION STATEMENT
In Thornfield House School we work to create of a happy, caring, safe and supportive school environment, offering high quality educational provision which places our pupils at the heart of school life.  We seek to promote the intellectual, moral, social, emotional, physical and spiritual development of our pupils while developing their communication skills and maximising their full potential.

UNCRC Rights for the Child:
Every child has the right to:
· An education (Article 28) 
· Relax and play (Article 31)
· Freedom of expression (Article 13)
· Know their rights (Article 42)

1. Introduction
1.1 There can be many advantages for children who attend school regularly. 
1.2 Pupils with good attendance will generally:
· Be less anxious about going to school
· Achieve more in school
· Feel happier in school
· Find it easier to make and keep friends at school
· Have access to extended school activities
· Do better in assessments and accreditations
· Develop interests and hobbies which may benefit them in making post school/transition plans

2. Roles and Responsibilities - School
2.1 Thornfield School is committed to providing a broad and balanced educational experience for all pupils. We believe that if pupils are to benefit from education, good attendance (85% and above) is crucial. 
2.2 Any problems that impede full attendance will be identified and addressed as quickly as possible. 
2.3 Our school will reinforce the importance of regular and punctual attendance with parents and pupils.
2.4 We recognise that parents have a vital role to play and that parental partnerships, strong home/school links and effective communication systems are key. 
2.5 Should a concern arise regarding attendance, the school will contact the family, identify the issues, and strive to resolve those problems in partnership with parents/guardians as quickly and efficiently as possible. 
2.6 The Principal and Board of Governors expect pupils to attend school regularly, on time, equipped[footnoteRef:2] and ready to learn.  [2:  E.g., Equipped with any medication, glasses, physical aids, communication devices required by the pupil] 

2.7 The Principal has overall responsibility for school attendance. The Vice Principal will oversee all attendance matters and all members of staff are responsible for bringing any concerns regarding attendance to their attention. 
2.8 The Principal, Vice principal and Designated Governor for Safeguarding and Child Protection will regularly review school attendance figures and report to the Board of Governors.
2.9 Thornfield staff will set a good example in matters of attendance and punctuality and will promptly investigate all absenteeism. (See Appendix 2) 
2.10 An electronic registration system is used to register pupils at class level using SIMS. 
2.11 A manual Fire Register will also be completed daily and kept in the classroom in case of an emergency. 
2.12 The attendance register is a legal document and must be marked accurately, recording pupils’ attendance or absence and in the latter case if authorised or unauthorised. Pupil attendance records and pupil registration records will be held for 10 years from the date on which the register ceased to be used. 
2.13 The Vice Principal will meet regularly with the Education Welfare Officer to monitor the attendance of pupils. 
2.14 The administrative team is responsible for ensuring that registers are kept safely and are available for inspection to relevant professionals. 
2.15 Class teachers are responsible for logging attendance daily (AM and PM sessions) using SIMS. 
2.16 The administrative team is responsible for checking attendance has been logged onto SIMS monthly. 
2.17 Thornfield School will ensure that all staff are aware of the registration processes. 

3. Roles and Responsibilities – Parents/Carers
3.1 Some parents may need support in meeting their responsibilities regarding pupil attendance. 
3.2 Thornfield School will endeavour to provide this support along with relevant professionals where appropriate. 
3.3 It is understood that at times, situations beyond the control of parents /carers may impact on attendance. The Principal/Vice Principal and/or a member of SLT will, with the agreement and support of parents, will work in partnership with external agencies to resolve these issues. 
3.4 The school will keep channels of communication open between themselves and parents to ensure that any attendance issues can be resolved amicably. 
3.5 Reports to parents on a child’s achievement will include pupil’s attendance at least annually. 
3.6 Pupils who have been absent for an extended period will be supported back into school through a structured and individually tailored programme. This may involve phased, part-time, and staggered re-introduction to school routines.
3.7 Parents/guardians have a legal duty to ensure that their child of compulsory school age receives efficient full-time education suitable to their age, ability, and any special educational needs they may have.
3.8 Parents are responsible for ensuring their child regularly and punctually attends school, properly dressed, equipped and ready to learn. 
3.9 Thornfield School absence slips are available from your class teacher (See Appendix 1). Absence slips should be filled in following a period of absence and simply require brief detail on the type of illness along with a date and signature. 
3.10 Parents should work actively with school staff and the Education Welfare Officer, to agree a way forward regarding attendance problems that may develop. 
3.11 Thornfield School strongly discourages holidays during term time due to the impact that they have on pupils’ learning. 
3.12 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. 
3.13 If a pupil’s attendance falls below 85% in a school year, the school is obliged to contact the EA (Education Authority) Educational Welfare Officer so that support and assistance may be provided. Parents will be informed should this be the case. Further information regarding the EA Educational Welfare Service and be found via this link Education Welfare Service | Education Authority Northern Ireland (eani.org.uk)
3.14 It is the responsibility of the parent/carer to contact the school on the first morning of the child’s absence. This can be done by leaving a message on the answer phone or phoning when the school office opens at 8.30am. In any case a parent/carer should contact the school prior to 9.30am.
3.15 Absence for the following reasons could be authorised where parents have confirmed the absence in writing on the child’s return to school. Interpretation and translation services will be provided on request if required: 
♦ Sickness PHA guidance on common illnesses; 
♦ Unavoidable medical/dental appointments; 
♦ Days of religious observance; 
♦ Exceptional family circumstances i.e. bereavement; 
♦ Transport arranged by EA (Education Authority) failed to arrive.
3.16 It may be necessary for the school or Education Welfare Officer to ask the parent/carer to provide the school with written evidence of reason for absence e.g. 
♦ Appointment cards/letters; 
♦ Medical certificate; Letter from GP. 
3.17 If a pupil is absent from school and no reason has been recorded in the diary, the class teacher should contact the parent/carer as soon as possible. If no reason for absence is provided in writing, the absence will be recorded as unauthorised.

4. Educational Maintenance Allowance
4.1 Education Maintenance Allowance (EMA) is a means tested weekly allowance of £30 which is paid fortnightly, to help 16-, 17-, 18- and 19-year-olds with the costs of further education. The allowance is designed to promote and encourage attendance at school.
4.2 Further detail regarding eligibility for EMA can be found here Education Maintenance Allowance application forms and guidance notes | nidirect

5. Useful links to documents regarding Pupil Attendance
https://www.eani.org.uk/services/education-welfare-service 
https://www.education-ni.gov.uk/publications/miss-school-miss-out-improving-pupil-attendance-strategy 
Update to 2021 16 - Attendance Guidance & Absence Recording By Schools.pdf (education-ni.gov.uk)
Microsoft Word - Final Revised Circular 2010 07 - Pupil Attendance Absence Recording by Schools - 07.09.10.DOC (eani.org.uk)
Anxiety based school avoidance (middletownautism.com)
















Appendix 1: Absence Notification Forms  - Only submit one either online or paper
https://forms.office.com/e/KLTKim95Dt
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	Absence Notification Form[image: ]
 Please note – This form must be completed for each period of pupil absence and returned to the school immediately.
Pupil Name: ______________________Class:__________________
 
Absent From:  ______/________/_________
 
Return to School : __________/_________/__________
 
Reason For Absence: 
 
 
______________________________________________________________
 
Signed: ___________________(Parent/Carer) Date: _______________















Appendix 2 
The Process at Thornfield 
Early Identification of poor school attendance is key to early intervention.  The following flow chart sets out the key measures that our school will follow when working to resolve absence and/or poor attendance at school. 


Thornfield Attendance Policy 


1. Pupil Absence


2. Parent to phone school to notify of absence and the reason


3. Class Teacher will record absence using correct code. 


4. If a teacher has a concern about absences they will speak with the pupil, telephone the parents and notify the V.P


5. Parents will be notified officailly by the Vice principal when absences are:
 a) At risk - 2 days off a month
b)Chronic - 2-3 days a month 
c) Severe Chronic  - 4 or more days a month


6. School will monitor attendance to ensure that it rises. 
  If attendance remainns low the school will invite Parents/Carers onto school for a meeting/ pre-referral  meeting. 
If attendance  remains a concern a referral will be submitted to Education Welfare Officer and parents/carers will be notified of this referral


	
	
	



image2.png
00K

Microsoft Forms




image1.jpg
Thornﬁeld House School

Building Confidence in Communicati




image2.png
Thornfield House School

Building Confder





