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Executive Summary 

  

Ashfield Girls' High School is committed to providing a secure and nurturing learning 
environment that facilitates the holistic development of each pupil. Our attendance mission, 
"Attend today: Achieve tomorrow," reflects our dedication to preparing pupils not only for 
academic success but also for fulfilling lives beyond school.  

The Attendance Policy shares the clear aims and strategies. These include monitoring 
attendance rates, actively involving parents, carers, pupils, and external agencies in 
addressing attendance issues, and promoting good habits and values essential for lifelong 
success.  

The Department of Education’s Attendance Strategy ‘Miss School, Miss Out’ was published 
in December 2016 and outlines the support for improving pupil attendance under four key 
themes:   

1. School leadership;  
2. Early intervention;  
3. Tailored support; and  
4. Collaboration and engagement.   

 
The roles and responsibilities of parents, pupils and school, within each of these themes, are 
outlined within this policy.  

By fostering a culture of attendance, collaboration, and support, Ashfield Girls' High School 
aims to empower pupils to realise their full potential and thrive both academically and 
personally. 
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Section A (Aims of the Policy) 
 

‘Challenging girls today. Creating women of value for the future’. 

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. Ashfield 
Girls’ High School strives to promote an ethos and culture which encourages good 
attendance and where each pupil feels valued and secure.  

 
1. To improve and maintain attendance through active engagement of parents, carers, 

pupils, and external agencies, providing them with advice, support, and guidance. 
2. To provide advice, support, and guidance to both parents/carers and pupils to foster 

improved attendance. 
3. Enhance pupils' sense of belonging to the school community by improving both 

attendance and punctuality. 
4. Develop a clear framework outlining roles and responsibilities in relation to 

attendance and punctuality. 
5. To promote positive relationships with the Educational Welfare Service. 
6. Cultivate habits and values essential for success in adult and professional life. 
7. Increase pupils' awareness of the importance of regular attendance. 
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Section B (Legislative Context and Linked Policies)  

 

Children (NI) Order 1995 

Education (NI) Order 1998 (Part II Article 4(1))  

Human Rights Act 1998 

Children’s Services Co-operation Act  

Articles 3 and 5 of the European Convention on Human Rights  

Special Educational Needs and Disability Order (2005) 

Equality Act 1995 

Health and Safety at Work Act (NI) Order 1978 • Education (NI) Order 2003 

DENI: Pastoral Care in Schools: Promoting Positive Behaviour 

DENI: Every School a Good School (2009) 

DENI: Every Child (2023) 

DENI: Circular 2023/11 – Attendance Guidance and Absence Recording 

DENI: Attendance Matters – A Parent Guide 

Children and Young Peoples’ Emotional Health and Wellbeing Framework (2021) 

Children and Young People’s Strategy 2020-2030 

ETI: Inspection and Self Evaluation Framework (2017) 

Guidance on Identifying and Supporting Learners with Social, Emotional and Behavioural 
Difficulties (2014) 

Safeguarding and Child Protection in Schools (Updated September 2023).  

 
 
Linked Policies 
 
Safeguarding and Child Protection Policy 
Special Educational Needs Policy 
Behaviour for Learning and Positive Behaviour Policy 
Anti-Bullying Policy  
Pupil Wellbeing Policy 
School Uniform Policy 
Health and Safety Policy 
Mobile Phone Policy 
Medical Needs Policy 
Substance Misuse Policy 
Equality and Inclusion Policy 
Online Safety Policy 
Pupil Voice Policy 



Attendance Policy 

5

 

Section C (Policy and Procedures)  

 
 
Ashfield Girls’ High School believes that every pupil is capable of reaching their potential 
and can only do this by contributing fully, and achieving enjoyment from their involvement, in 
the life of the school.  
 
Ashfield Girls’ High School will promote an ethos which encourages good attendance and 
punctuality and where each pupil feels valued and secure. This will include the rights of 
pupils to be protected from harm and to do what is reasonably possible to safeguard and 
promote their wellbeing.   
 
This policy is one of several interrelated policies which are concerned with pupils’ welfare, 
including our Safeguarding and Child Protection Policy.   
 
We at Ashfield are committed to working with parents, carers, pupils, the Education Welfare 
Service and other outside agencies to support and encourage the attendance of pupils at 
school. We believe that through engagement with parents and encouraging them to play an 
active part in their daughter’s education that this will have a major role in improving 
attendance and punctuality and in reducing absenteeism.   
 
Parents and carers have a legal duty to ensure that their children of compulsory 
school age receive a suitable full-time education. It is vital that they encourage their 
child’s regular and punctual attendance at school. (DENI, 2024) 
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The Importance of School Attendance  
 
Regular attendance at school is essential to support a child or young person and enables them to: 
 

 
Reasons for non-attendance at school 
 
 
There are many reasons that cause pupils to not attendance school: 

 
 
 
 

Learn Build friendships Gain new skills Have fun

Have new 
experiences Value teamwork Build confidence 

and self-esteem
Feel a sense of 

belonging

Improve wellbeing Opens career 
pathways

Access 
opportunities Improve their future

Lack of motivation Financial issues Family or peer 
issues Safeguarding issues

Underachievement Friendship issues Culture Self-esteem

Anxiety Based 
School Avoidance 

Physical health / 
disabilty Mental health Special Educational 

Needs
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Interventions and Strategies to Improve Attendance 
 
 
Early intervention is key to addressing any concerns surrounding attendance. Ongoing engagement 
with pupils, parents/carers and teachers regarding attendance is important. There are many 
strategies that school use to help improve attendance.  These include: 

 
Strategies that a parent can use to help a improve a child’s attendance include: 
 

High quality 
teaching and 

learning
Recognition and 

Reward
Home-School 

Communication
Supportive 

Pastoral System

Clear Policies
Pupil Welfare 

Auxiliaries (Medical 
and Safeguarding)

Public Health 
Agency Advice

Preventative 
Curriculum

School Counselling Working with 
Outside Agencies

Parent / Carer 
Support

Special Educational 
Needs Support

Encouraging your 
child to attend 

regularly

Supporting your child 
to arrive at school, on 

time

Working in 
partnership with the 

school

Establishing good 
morning and bedtime 

routines

Valuing and 
acknowledging 

achievements in 
school

Attending parent 
consultations and 

school events

Informing school of 
the reasons for 

absence

Arranging (as far as 
possible), 

appointments outside 
of school time
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Attendance Team 
 

 
 
 
 
 
 

Board of 
Governors

Principal

Vice Principal 
(Pastoral Care)

Pastoral Support 
Co-ordinator

Home School 
Liasion Officer

Assistant Heads 
of Progress

Heads of 
Progress Form Teachers

Vice Principal 
(Curriculum)

Heads of 
Deparment

Special 
Educational Need 

Co-ordinator

Subject 
Teachers
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How a parent can raise a concern about attendance.  

If a parent has a concern about their child’s attendance: 

 
 
If you have escalated your concern as set out in the above flowchart and are 
of the view that it has not been addressed satisfactorily, you may refer to the 
school’s complaints policy.  
 
 

 
 
 

I have a concern about my / another child's attendance

I can talk to the Form teacher / Assistant Head of Progress

If I am still concerned, I can talk to the 
Pastoral Support Co-ordinator

If I am still concerned, I can talk to the Vice Principal (Pastoral Care)

If I am still concerned, I can talk to the Principal

If I am still concerned, I can talk /write to the Chair of Board of Governors
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Procedures  
 
Punctuality   
 
The school day begins at 8.50am and finishes at 3.10pm, except for a Friday when pupils 
finish at 1.10pm. Pupils are expected to remain in school throughout this time.   
 
Registration takes place at 8.50am in the pupil’s form room. If a pupil arrives after 8.55am 
but before 9am, they should go straight to their form room, however, they will receive a late 
mark. Anyone arriving after 9am must sign in at the school office.  
  
The late mark procedure and sanctions are as follows: 
  
1 late mark: Warning 
2 late marks: SchoolComms message home  
3 late marks: 15 minute detention with Form Teacher and phone call home 
6 late marks: 30 minute detention with Head of Progress and phone call home 
9 late marks: 45 minute detention with Pastoral Support Co-ordinator – meeting / phone call 
home 
12 late marks: Letter / Meeting with Vice Principal (Pastoral Care) 
 
 
 
Absence   
 
The School Office will send a notification of absence each morning, which the parent should 
respond to with a reason for absence.  In the event of a parent requesting an anticipated 
absence, they should send the pupil with a written request to her form tutor at least one day 
in advance. In an emergency, parents should contact the school office.  
 
If you are unsure of whether your child is well enough to attend school, this is a helpful 
resource: 
https://www.nhs.uk/live-well/is-my-child-too-ill-for-school/ 
 
 
Requests for School Work due to Absence 
 
School can provide access to the online learning platform Microsoft Teams. In addition, Key 
Stage 3 pupils have access to the Accelerated Reading Programme, Bedrock Learning and 
Maths Pad. In addition, Literacy, Numeracy and Year Ahead booklets can be provided. 
School is unable to provide daily classwork for pupils who are absent. If a child is going to be 
absent from school for a prolonged period, due to illness, then an application for Exceptional 
Teaching Arrangements may be considered.  
 
 
Public Health Agency Guidelines Infection Control in Schools 
 
Ashfield Girls’ High School regularly refer to the Public Health Agency’s advice on Infection 
Control in Schools available at: https://www.publichealth.hscni.net/publications/guidance-
infection-control-schools-and-other-childcare-settings-0 
 
You may be advised to keep your child at home, depending on the guidance provided to 
school. This is to protect all members of the school community and we look forward to 
welcoming your child back to school. 
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Attendance / Absence Figures 
 
Attendance figures are grouped in tiers by the Department of Education: 
 

 
 

Tier 1a Tier 1b Tier 2 Tier 3 
Regular  

(0-4.99%) 
At Risk  

(5 - 9.99%) 
Chronic  

(10-19.99%) Severe Chronic (20%+) 
 
All pupils should aim to be in Tier 1a. 
 
Medical attention requiring being sent home 
 
If a pupil is ill during the school day, she should indicate this to her class teacher who will 
complete a Pupil Welfare Auxiliary Referral Form and send it with the pupil to the Medical 
Room. The pupil must also bring her Pupil Planner with her. If the Pupil Welfare Auxiliary is 
unavailable, the pupils must go to their Form Teacher or Head of Progress who will make 
arrangements to contact parents / carers. 
 
No pupil may go home without following this procedure and obtaining the necessary 
permission from the Pupil Welfare Auxiliary or other relevant members of staff. Pupils should 
not be using their mobile phones during the school day. If you have a concern about your 
daughter’s health, please contact the school reception. 
 
If a pupil is too unwell to remain in school, a member of staff will contact a parent / carer to 
request that they be collected from school. Arrangements must be made by the parent/carer 
to collect their child from school as it is a health and safety risk for them to leave school 
unsupervised. School will not release unwell pupils to travel home on their own and parents 
/carers need to make arrangements for their daughter to be accompanied. 

Tier 3
Severe Chronic 
(below 80%)

Tier 2 
Chronic 

(80 - 89.9%)

Tier 1b
At Risk

90 - 94.9%

Tier 1a
Regular 

Above 95%
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Medical Appointments 
 
Parents /carers should make medical appointments outside school hours, where possible.  
 
If a pupil needs to leave school during the school day, please contact our school office or 
send in a note or SchoolComms message to inform us of the time the pupil needs to leave. 
All pupils must sign in and out at reception. 
 
 
Family holidays during term time  
 
Ashfield Girls’ High School discourages holidays during term time due to the impact they 
have on pupils’ learning. Parents should make every effort to make sure that their child does 
not miss school due to holiday plans.  
 
Any young person who is absent from school due to a holiday will miss out on important 
learning and will fall behind with their schoolwork. In each Academic Year, there are a 
maximum of 185 statutory school days, leaving 180 alternate days in which holidays can be 
booked. Holidays taken during term time will be categorised as an unauthorised absence. 
 
 
 
Extended Leave for pupils who need to temporarily move to another country (DENI)  
 
The Department of Education aim to meet the needs of our increasingly diverse population. 
Extended Leave allows pupils, for a limited period only (ideally no more than three weeks), 
to travel outside the UK without their attendance levels being adversely affected.  
 
This does not apply to family holidays but does refer to:   

• Short-term parental placement/employment outside the UK.   
• A need to leave the UK for a specific complex family need such as:  

• death of a relative  
• care for a sick relative  
• sibling or parent receiving medical treatment outside NI or   
• to attend to immigration matters  
 

For ‘Extended Leave’ be used, the family concerned must make an application to the school, 
outlining the reasons for the request and the proposed period of extended leave. Each 
request will be considered on an individual basis, taking into account the circumstances for 
which leave is sought, the pupil’s attendance (and attainment) to date, previous similar 
requests and whether or not the pupil’s specific needs will be met (both personally and 
academically) during the proposed absence.   
 
The Department of Education requires the following documentation (which should be 
submitted to school who will forward the documentation on) to be provided in support of 
applications where appropriate:   

• An email or letter from the parent’s employer confirming the dates and 
location of placement/employment outside the UK.  

• An email or letter from the hospital or clinic confirming appointment details 
for the individual receiving medical treatment outside Northern Ireland. 

• An email or letter confirming appointment details at either a passport 
office or a UK visa application centre in a country outside the UK – 
alternatively a photocopy of the renewed documentation will suffice. 
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Truancy  
 
Truancy is an unauthorised absence and is of great concern as it may be linked to a 
safeguarding issue. School takes truancy seriously as we are unaware of where your child is, 
who they are with and what they are doing. If you believe that your child may be truanting, 
please contact school urgently. The Behaviour for Learning and Positive Behaviour Policy 
and Safeguarding and Child Protection Policy apply to this situation. 
 
 
Incorrect School Uniform 
 
If your child does not have the correct school uniform, please send them into school with 
either a note or a phone call to the school office.  Parents will be provided with an opportunity 
to address the uniform issue. The Behaviour for Learning and Positive Behaviour Policy and 
School Uniform Policy apply to this situation. 
 
 
Special Educational Needs  
 
 
The Special Educational Needs Department work alongside the Attendance Team to ensure that 
pupils who have difficulties that impact their learning are supported.  This may include learning 
support such as literacy and numeracy programmes and the use of outside agencies. 
 
A pupil facing challenges that affect their school attendance may be placed on the Special 
Educational Needs register due to medical issues (including those who are neurodiverse) or 
difficulties with Social, Behavioural, and Emotional Wellbeing. This is especially true if the Education 
Welfare Service or Child and Adolescent Mental Health Services (CAMHS) are providing support. 
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Emotionally Based School Avoidance (EBSA) / Anxiety Based School Avoidance (ASBA)  
 
Emotionally Based School Avoidance (EBSA) refers to a situation where a pupil consistently 
avoids attending school due to underlying emotional issues or psychological difficulties. 
These issues may include anxiety, depression, trauma, or other mental health concerns that 
significantly interfere with the pupil's ability to participate in school activities. 
 
 

 
 
 
Ashfield Girls’ High School understands the impact that EBSA can have on a pupil and their family 
and we aim to work in partnership with parents and carers, and with outside agencies (where 
relevant), to put a support plan in place. This may be as a Personal Learning Plan, working with the 
Special Educational Needs Co-ordinator to ensure that support is clearly outlined. 
 
 
 
 
 
 

Push factors (to attend school)
Good relationships
Friendships
Enjoying classes
Extra curricular activites
Sense of belonging
Feeling successful
Parent communication / partnership with school
Good routines and boundaries
Motivated

Pull factors (to not attend school)
Poor relationships
Sensory difficulties
Concentration difficulties
Lack of motivation
Feeling overwhelmed
Feeling isolated
Worried about failing
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Outside Agencies 
 
Ashfield Girls’ High School work with a range of outside agencies that both directly and 
indirectly support attendance. Some of these outside agencies are outlined in Appendix 6. 
 
 
Referrals to the Education Welfare Service 
 
 
Regular attendance is an essential requirement for educational results and where 
attendance difficulties exist or a pupil’s attendance falls below 85%, the Education Welfare 
Service (EWS) will support staff and parents in developing and implementing strategies to 
address or improve school attendance.  
 

• School Comms messages 
• Phone calls from staff 
• Below a satisfactory level - Letter 1  
• Letter 2, after limited or no improvement   
• Referral to the Education Welfare Service  

  
Ashfield Girls’ High School is committed to working with parents/carers to encourage regular 
and punctual attendance.  There is a direct link between attendance and achievement. 
 
If school is concerned about a pupil’s pattern of attendance and/or if and there is a cause for 
concern, a consultation with an Education Welfare Officer will be scheduled. Every school 
has a nominated Education and Welfare Officer (EWO). Their aim is to reduce unnecessary 
absences from school by offering support and help to pupils, parents and schools.  A school 
must make a referral to Education Welfare Service when a pupils' attendance is a cause for 
concern and when individual attendance drops below 85%. 
 
The Education Authority, through the Education Welfare Service (EWS), have a statutory 
duty to make sure that parents/carers meet their legal responsibility towards their children’s 
education.   
 
Referrals to EWS (EA) will be agreed in accordance with EWS Partnership 
Agreements.  School staff will identify pupils requiring support with attendance through 
regular meetings with EWS staff. 
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Preventative Curriculum 
 
The preventative curriculum is designed to support attendance for several reasons: 

 

Overall, a preventative curriculum is essential for fostering a positive school climate, 
supporting pupil wellbeing, and ultimately improving attendance rates by addressing issues 
proactively. 

Early Intervention: Through assemblies, personal development classes and pupil 
discussions, potential attendance issues can be identified before they escalate, 

addressing underlying causes before they become severe. 

Addressing Underlying Causes: By integrating topics such as motivation, engagement, 
mental health, and coping strategies into the preventative curriculum, pupils develop the 

skills and resilience needed to overcome obstacles that may affect their attendance.

Creating a Supportive Environment: A preventative curriculum fosters a culture of 
support and understanding within the school community, encouraging pupils to seek help 

and feel comfortable discussing attendance-related concerns.

Promoting Positive Behaviour: By teaching pupils about the importance of attendance 
and the consequences of chronic absenteeism, a preventative curriculum can help instil a 

sense of responsibility and accountability. Pupils will also feel safe coming to school.

Building Relationships: Through activities focused on peer support, mentorship, and 
positive teacher-pupil relationships, a preventative curriculum strengthens connections 

within the school community, providing pupils with a network of support they can rely on.

Empowering Pupils: By involving pupils in the development and implementation of 
attendance initiatives, a preventative curriculum empowers pupils to take ownership of 

their attendance and advocate for their needs.
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Rewarding Good Attendance 
 
It is important that pupils understand the importance of good attendance.  Part of this is in 
rewarding good attendance and balancing this against the understanding that sometimes 
pupils are unable to attend due to life events such as illness and bereavement.  
 
Some of the ways that school reward good attendance and improvements in attendance 
include: 
 

 
 

By utilising a variety of rewards and recognition strategies, schools can create a positive 
reinforcement system that encourages and celebrates good attendance habits among 
pupils. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Incentives or Prizes: Offer incentives or 
prizes for reaching attendance 

milestones. These rewards can motivate 
pupils to prioritise attendance and strive 

for improvement.

Class Rewards: Implementing class-
based rewards where the entire class 

receives a reward for achieving a certain 
attendance goal.

Success Assemblies: Host special 
success assemblies where attendance is 
celebrated. This can include recognising 
individual pupils, classes, or year groups 

with the best attendance rates.

Verbal Praise: Provide verbal praise and 
encouragement to pupils who 

consistently attend school on time or who 
have improved. A simple 

acknowledgment during morning 
announcements, in form class, or during 
one-on-one interactions can go a long 
way in reinforcing positive attendance 

behaviour.
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Section D (Roles and Responsibilities)  
 
The Board of Governors will:   

• Have a written Attendance Policy in place. 
• Ratify the policy and ensure that it is reviewed every two years, or when guidance 

changes.  
• Monitor the effectiveness of the policy 

 
Principal will:  

• Have operational responsibility for the policy and its implementation. 
• Ensure that the policy follows the appropriate DENI guidance. 
• Ensure that staff are aware of the policy and its procedures. 
• Provide professional learning opportunities.  
• Ensure the review of this policy, ensuring it is updated it when there is new guidance. 
• Approve decisions on alternative school provision for pupils to Education Other Than 

at School / Exceptional Teaching Arrangements  
 
  
Vice Principal (Pastoral Care):  
 

• Have overall responsibility for attendance, setting targets in accordance with the 
School’s Development Plan. 

• Ensure that strategies to promote and implement the policy in school are in place. 
• Ensure that attendance is monitored, analysed and identify areas of improvement.  
• Lead and support the work of the Pastoral Team. 
• Ensure that interventions are in place to support the pupil. 
• Liaise with external agencies.  
• Update the Senior Leadership Team in relation to attendance. 
• monitor provision for pupils in alternative educational settings. 
• Adhere to any guidance provided in the Department of Education Circulars in relation 

to attendance. 
• Ensure that the Preventative Curriculum is relevant and adapted where necessary.  

 
Pastoral Support Co-ordinator will: 

• Monitor attendance and punctuality, identifying areas for improvement. 
• Promote attendance across the school. 
• Lead the work of the Assistant Heads of Progress Team. 
• Lead the School Improvement Team for Attendance. 
• Ensure that interventions and supports are in place in relation to attendance, 

including referrals to outside agencies. 
• Be the main point of contact for the Education Welfare Service 
• Work with designated clerical staff to ensure that attendance packages are 

implemented effectively.  
• Put strategies in place to obtain the Investors in Pupils Award, including a focus on 

attendance. 
 

Special Educational Needs Co-ordinator will: 
• Work alongside the Attendance Team providing advice and strategies to address 

SEND that impact on attendance. 
• Make referrals to appropriate outside agencies, when necessary. 
• Liaise with relevant outside agencies – E.g., Education Psychology Service. 
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Section D (Roles and Responsibilities)  
 
The Board of Governors will:   

• Have a written Attendance Policy in place. 
• Ratify the policy and ensure that it is reviewed every two years, or when guidance 

changes.  
• Monitor the effectiveness of the policy 

 
Principal will:  

• Have operational responsibility for the policy and its implementation. 
• Ensure that the policy follows the appropriate DENI guidance. 
• Ensure that staff are aware of the policy and its procedures. 
• Provide professional learning opportunities.  
• Ensure the review of this policy, ensuring it is updated it when there is new guidance. 
• Approve decisions on alternative school provision for pupils to Education Other Than 

at School / Exceptional Teaching Arrangements  
 
  
Vice Principal (Pastoral Care):  
 

• Have overall responsibility for attendance, setting targets in accordance with the 
School’s Development Plan. 

• Ensure that strategies to promote and implement the policy in school are in place. 
• Ensure that attendance is monitored, analysed and identify areas of improvement.  
• Lead and support the work of the Pastoral Team. 
• Ensure that interventions are in place to support the pupil. 
• Liaise with external agencies.  
• Update the Senior Leadership Team in relation to attendance. 
• monitor provision for pupils in alternative educational settings. 
• Adhere to any guidance provided in the Department of Education Circulars in relation 

to attendance. 
• Ensure that the Preventative Curriculum is relevant and adapted where necessary.  

 
Pastoral Support Co-ordinator will: 

• Monitor attendance and punctuality, identifying areas for improvement. 
• Promote attendance across the school. 
• Lead the work of the Assistant Heads of Progress Team. 
• Lead the School Improvement Team for Attendance. 
• Ensure that interventions and supports are in place in relation to attendance, 

including referrals to outside agencies. 
• Be the main point of contact for the Education Welfare Service 
• Work with designated clerical staff to ensure that attendance packages are 

implemented effectively.  
• Put strategies in place to obtain the Investors in Pupils Award, including a focus on 

attendance. 
 

Special Educational Needs Co-ordinator will: 
• Work alongside the Attendance Team providing advice and strategies to address 

SEND that impact on attendance. 
• Make referrals to appropriate outside agencies, when necessary. 
• Liaise with relevant outside agencies – E.g., Education Psychology Service. 

 

Assistant Heads of Progress will:  
• Monitor attendance and punctuality within their year group. 
• Make use of attendance data to monitor the progress, identify trends and set targets 

for improvement for pupils (having intervention groups) in their year group. 
• Use a variety of strategies to overcome poor attendance, lack of engagement and 

underachievement for pupils in their year. This includes making referrals to and 
working with outside agencies (i.e. the Education Welfare Service). 
 

Home School Liaison Officer will:  
• Work with the Pastoral Team to support pupils with poor attendance. 
• Make home visits, where necessary. 
• Work with Heads of Progress and link with parents of identified pupils.  
• Monitor the changes in attendance of pupils whom they have supported. 
• Provide regular feedback to the Pastoral Support Co-ordinator. 

  
Form Tutors will:  

• Accurately record pupil attendance each morning and afternoon.  
• Follow up with pupils and parents in relation to reasons for absence, putting support 

in place when necessary.  
• Monitor the progress and identify attendance trends in their form class.  
• Inform the Assistant Head of Progress of attendance / punctuality concerns in their 

form class. 
• Support members of their form class to meet areas identified in the Investors in 

Pupils Award. 
  

Teaching staff will:  
• Register pupils using SIMS lesson monitor for each class.  
• Monitor the attendance of those in their subject class. 
• Follow school absence procedures – i.e. raise a concern with parents about repeated 

absences from their class. 
 

Administrative staff will:  
• Complete the monthly attendance returns to Education Authority.  
• Liaise with the Pastoral Team on issues relating to attendance records.  
• Complete daily checks to ensure AM and PM roles are marked.   
• Removal pupils’ names from the SIMS register, as requested by the Principal. 
• Transfer the pupils SIMS record to their new school, when required.  

 
Parents will:  

• Ensure their child of compulsory school age, attends school 
• Recognise that they have a legal duty to ensure that their child regularly attends 

school. 
• Informs school of the reason that their child is absent, on the first day of absence. If 

an absence is prolonged, a parent should keep school updated. 
• Send their child to school, on time. Lateness is recorded on a pupil’s attendance 

record. 
• Discuss any concerns about their child’s attendance or reluctance to attend school, 

promptly with a member of staff. 
 

Pupils will:  
• Attend school regularly. 
• Follow procedures regarding absence, illness and signing in and out of school. 
• Be punctual. 
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Section E (Consultation, Communication, Monitoring and Evaluation of the Policy) 
 
This policy has been developed in consultation with governors, staff, pupils and parents. 
 
The policy will be monitored via a range of methods. It is based on addressing presenting 
issues, established by a range of methods including following Department of Education 
Northern Ireland guidance, pupil surveys, pupil discussions, those raised at Pupil Council 
meetings and parent discussions.  
 
The Attendance Policy will be reviewed by all stakeholders and, if required, updated:  

• following any issues which highlight the need for such a review.  
• when directed to by the Department of Education Northern Ireland and in light of new 

guidance. 
• Every two-years. 
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APPENDIX 2: Attendance Support Map 
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APPENDIX 3: School Attendance Matters (DENI, 2017 – page 5) – Every School Day 
Counts 

https://www.education-ni.gov.uk/sites/default/files/publications/de/attendance-
matters-a-parents-guide.pdf 
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APPENDIX 4: School Attendance Matters (DENI, 2017 – page 4) – How Parents Can 
Help 

https://www.education-ni.gov.uk/sites/default/files/publications/de/attendance-
matters-a-parents-guide.pdf 
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APPENDIX 6: Outside Agency – Contact Details 

 

Agency Contact Number  

Autism Advisory and Intervention Service 
(AAIS) 028 9078 4230 

Child and Adolescent Mental Health 
Service (CAMHS) 028 9404 0365 

Education Authority Youth Service 028 9056 4000 

Family Support Hub 028 9045 6766 

Familyworks Counselling 028 9182 1721 

Police Service Northern Ireland (PSNI) 101 

Post Primary Behaviour Support Team 
(PPBSP) – Locality East 028 9056 4093 

Secondary Pupil Support Service (SPSS) 028 9032 3986 

Social Services (Gateway) 028 9050 7000 

The Education Psychology Service 028 9056 4000 

The Educational Welfare Service (EWS) 028 9056 4000 

uHub Counselling 028 9188 8448 

Youth Justice Agency 028 9031 6418 
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