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Introduction  

Regular school attendance is crucial in raising standards in education and ensuring that every 

young person can have full access to the school curriculum and reach their potential. St. 

Patrick’s Grammar School strives to promote an ethos and culture which encourages good 

attendance and where each person will feel valued and secure.  

 

The leadership of the school is committed to prioritising attendance and promoting effective 

early intervention of attendance issues, to providing the appropriate support for students and 

collaborating effectively with students, their parents and outside agencies, where appropriate, 

to maximise students’ attendance. Each Form Class sets a target for attendance, in line with 

the aims of Investors in Pupils. Each individual student, in consultation with his teachers, also 

sets an individual target with regard to attendance. The school recognises that parents have a 

legal responsibility to ensure their children regularly attend the school in which they are 

enrolled and seeks to work effectively with parents to promote maximum attendance. 

 

This policy follows the recommendations made in the Department of Education’s Miss 

School = Miss Out: A Strategy for Improving Pupil Attendance. 

 

Aims  

1. To maximise the overall attendance of students of St. Patrick’s Grammar 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 students.  

4. To promote good relationships with the Education Welfare Service.  

 

Role of the School  

The Principal of St. Patrick’s Grammar School has overall responsibility for school 

attendance; the Vice-Principal and Head of Pastoral Care, with the support of Form Teachers 

and Year Heads, should bring any concerns regarding school attendance to his/her attention. 

Form Teachers ensure the drawing up of the class target and individual student targets with 

regard to attendance, in line with the aims of Investors in Pupils. Excellence in attendance 

and punctuality is praised and rewarded within classes and at assemblies.  

 

Form Teachers (or those standing in for them) will be present in the Form Class room 

promptly at 9.00am. He/she will record attendance each morning during Form Period, using 

the codes provided by SIMS. Any student who arrives to school after 9.00am, will be marked 

as ‘Late’. Form Teachers, or those standing in for them, should note on SIMS any planned 

absence by students for medical/dental appointments.  

 

When classes have assembly during Form Period, the Form Teacher will meet his/her class in 

the relevant hall, promptly at 9.00am and record attendance using the SIMS app on their ipad. 

 

Each morning after registration, administration staff will activate ‘Truancy Call’ which alerts 

parents of absent students to the fact that their child has not registered – if parents have 

already informed administration staff of their child’s absence, this text message will not be 

sent. 

 

Form Teachers must seek explanations for late arrival to school and absence and refer any 

difficulties in this area to the Head of Year. They must countersign explanatory notes written 

by parents/guardians and ensure that these are passed to administration staff at Reception as 

soon as possible. Form Teachers will initiate discussions with students regarding their 
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concerns about attendance and punctuality. 

Form Teachers, with the support of the Head of Year, should ensure students’ subject 

teachers, Head of School and Head of Pastoral Care, are notified of any prolonged period of 

absence, or of absence owing to bereavement, so that steps can be taken to support students. 

Each month, the SIMS manager will generate an attendance report noting student attendance 

less than 95%, for analysis and discussion by Heads of Year and their Form Teams. Form 

Teachers, with the support of Heads of Year, will monitor attendance and punctuality and 

discuss any concerns they have with the Head of Pastoral Care. Where there are concerns, 

parents will be contacted, by the Form Teacher or Head of Year, to discuss concerns and 

strategies to address these; St. Patrick’s Grammar School is committed to working with 

parents to encourage regular and punctual attendance. Each student’s attendance is noted on 

reports sent home twice each year.  

 

If, for any reason, attendance cannot be taken using SIMS, staff must send details of those 

students who are absent to administration staff at Reception, as soon as possible.  

 

Teaching staff must record attendance at lessons, as close to the start of the lesson as 

possible; this is particularly vital for Period 9 – registration for the afternoon session. 

 

Any teacher who has arranged to take students out of class, must note this on SIMS using the 

appropriate code, so that teachers are aware of reasons for students’ absence and provide 

administration staff at Reception, with details of students who will be absent and times of 

absence. 

 

The Board of Governors provide support by reviewing school attendance figures and targets 

and ensuring it is placed as an agenda item at each meeting. 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 2015/02, which can be found at the 

following link:  

 

http://www.deni.gov.uk/index/support-and-development-2/school-attendance/recording-

pupil-absences.htm  

 

http://www.deni.gov.uk/index/support-and-development-2/school-attendance/recording-pupil-absences.htm
http://www.deni.gov.uk/index/support-and-development-2/school-attendance/recording-pupil-absences.htm
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Role of Parent/Guardian 

Parents have a legal duty 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. (Article 

45 - 1) of The Education and Libraries NI Order 1986).  If a child is registered in school, their 

parent has a legal duty to ensure that they regularly attend that school.  

 

It is a parent’s responsibility to inform the school of the reason for a pupil’s absence on the 

first day of absence by telephoning or emailing the school. 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 support the student and to make any 

necessary arrangements.  

 

On the second day of absence a note is automatically generated and sent to parents/guardians, 

seeking explanation for student absence. 

 

Parents are expected to support their children in terms of catching up on missed classwork 

and homework. 

 

Students are expected to be in school promptly at 9.00am for registration and the beginning 

of classes. It is the responsibility of parents/guardians to ensure that children are punctual. 

Lateness is recorded at registration and on each student’s attendance record.  

 

If your child appears reluctant to attend school please discuss the matter promptly with the 

Form Teacher to ensure that both you and your child receive maximum support.  

 

If your child’s attendance or punctuality gives cause for concern (attendance below 95%, 

random days of absence, repeated late arrival to school) you will be contacted by the Form 

Teacher or Head of Year to discuss how these matters, with a view, to supporting your child 

maximise these.  

 

Role of Pupils  

Each pupil at St. Patrick’s Grammar School must attend school punctually and regularly. If 

you have been absent from school, a written note from a parent/guardian must be provided to 

your Form Teacher when you return.  

 

Students must ensure that they arrive at school, ready to attend Form Class promptly at 

9.00am. Arrival at Form Class after 9.00am will result in being marked late; three late 

arrivals to school in any term, with no reasonable explanation, will result in sanctions being 

taken (usually after school detention). 

 

It is a student’s responsibility to catch up on work missed owing to absence. Speak to your 

Form Teacher and subject teachers about this when you return to school and they will offer 

advice and guidance. 

 

If a student needs to leave school during the day for an appointment, during Form Class 

he/she must provide a note written by a parent or guardian for the Form Teacher to 

countersign. Before you leave school for the appointment, you must also have the note 

countersigned by your Head of Year (or Head of School in his/her absence) and ensure that 

you leave this with staff at Reception, before signing out of school. Such signatures should be 
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completed, as far as possible, by 9.30am. On return to school, you should sign in at 

Reception. 

 

Students who attend classes in one of our partner schools, must sign the relevant ledger at 

Reception, on arrival and departure. 

 

If a student feels ill during the school day, he/she must see his Form Teacher and Year Head 

to seek permission for staff at Reception to contact a parent or guardian. If the student is too 

unwell to do this, staff at Reception, will seek the permission of the Form Teacher or Year 

Head to contact home. If a student needs to leave school owing to an accident, the first aider 

on duty will alert staff at Reception with regard to making contact with home and staff at 

Reception will also inform the Form Teacher and Year Head of actions taken. 

 

If, for any reason who are unhappy, nervous or frightened about attending school, you must 

speak to an adult in school. Page 6 of your Student Planner details those who will be able to 

help you. 

 

Absence Procedures  

Parents should inform the school in advance of, or on the day of, absence. If not, ‘Truancy 

Call’ will automatically activate the sending of a text noting that the student has not 

registered for class. On returning to school an explanatory note to the Form Teacher, should 

confirm the reason for absence and this will be kept in the student’s file.  

 

On the second day of absence a letter from the school will be automatically generated and 

sent home, seeking explanation for the absence. 

 

If a student feels ill during the school day, he/she must see his Form Teacher and Year Head 

to seek permission for staff at Reception to contact a parent or guardian. If the student is too 

unwell to do this, staff at Reception, will seek the permission of the Form Teacher or Year 

Head to contact home. If a student needs to leave school owing to an accident, the first aider 

on duty will alert staff at Reception with regard to making contact with home and staff at 

Reception will also inform the Form Teacher and Year Head of actions taken. 

 

Family Holidays during Term Time  

St. Patrick’s Grammar School discourages holidays during term time due to the impact they 

have on students’ learning. At the beginning of each year parents/guardians are provided with 

a summary of the school calendar and term dates must be kept in mind when making holiday 

arrangements. Family holidays taken during term time will be categorised as an unauthorised 

absence. Only in exceptional circumstances will a holiday be authorised. As far as possible, 

medical and dental appointments should also be made outside of school hours. 

 

Procedures for Managing Non-attendance  

Form Teachers who are concerned about a student’s attendance/punctuality (attendance less 

than 95%; random days of absence; frequent late arrival to school) will initially discuss the 

matter with the student concerned to seek explanations. He/she will then raise the matter with 

the Head of Year at which point he/she may contact the parent to discuss the issue and how 

the school may offer support to the family. If concerns continue, the support of the Head of 

School, Head of Pastoral Care, Vice-Principal, will be sought. Where necessary, the support 

of other agencies may be invoked, for example, the Education and Welfare Office Service. 
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Education Welfare Service  

Education and Library Boards (ELBs) through the Education Welfare Service (EWS) have a 

legal duty to make sure that parents meet their responsibility towards their children’s 

education.  

If a student’s absence causes concern, or if their attendance falls below 85%, they will be 

referred to the EWS, if appropriate. EWS will support staff and parents in developing and 

implementing strategies to address or improve school attendance.  

 

Conclusion 

This policy should be read in conjunction with other pastoral care policies, including the 

Safeguarding and Child Protection Policy. This policy will be reviewed every two years. 

 


