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Mount Lourdes Grammar School

 Student Attendance Policy


Rationale

The school aims to ensure that all students have full access to the curriculum and that they realise their full educational and personal potential.  It strives to ensure that students attend school each day, that they are punctual and that they are given appropriate support when absences are unavoidable.  

Principles

The school aims to implement a consistent, whole school, positive approach to promoting good attendance.  It recognises that interrupted or poor attendance inevitably impacts negatively on students’ progress. It is committed to working in partnership with parents to address attendance difficulties when they are identified.  The school celebrates good attendance at prize giving ceremonies and assemblies. Monitoring of attendance takes place on an on-going basis to identify students whose attendance is giving cause for concern.  Where encouragement and support do not result in improved attendance, appropriate interventions will be made.

Links with other School Policies

Our policy and procedures in relation to attendance are linked to our Behaviour Management, Anti-Bullying, Child Protection, and Pastoral Care Policies.  These policies all aim to help students maximise their potential while working in a safe, supportive learning environment.  We are a student centred school with a Catholic ethos and work in liaison with the pastoral team, the EWO, the school counselling service provided by Familyworks Counselling Service and other professional agencies to promote student welfare.

Responsibilities

Parents/ Guardians

Parents/Guardians are responsible for: 

· The regular and punctual attendance of their daughter at school

· Familiarising themselves with  the school’s Attendance Policy 

· Working closely with the school to overcome any problems which may affect their daughter’s attendance

· Working with other support agencies as necessary

Form Teachers

Form teachers are responsible for:

· Marking registers at 8.55am each morning

· The monitoring of the attendance of students in their form class

· Making contact with parents/guardians after a student has been absent for three consecutive school days

· Ensuring that absence notes are brought in promptly and recorded accurately 

· Making referrals regarding poor or erratic attendance to the Head of Year when it is deemed necessary

· Entering records of students being sent home for medical reasons when the information is passed to them by the sick bay attendant

· Entering official Study Leave days in SIMS for Key Stage 5 students when the information has been formally made available to them by the students in their class (if appropriate)

Subject Teachers

Subject teachers are responsible for:

· Marking registers on SIMS at the beginning of each single/double lesson and ensuring the accuracy of the records

· Alerting the student’s Form Teacher, Head of Year or a member of SMT if a student is absent from a particular lesson but had been marked present earlier in the school day

· Contacting the sick-bay attendant if informed that a student has gone there, so as to ensure the accuracy of the information and safety of the student

Sick Bay Attendant

The sick-bay is responsible for:

· Keeping a record of arrival and departure times for students using sick bay

· Entering an agreed code SIMS for students who are being collected by parents/guardians during the school day due to illness. Alternatively the attendant may request the form teacher to make the entry

· Liaising with classroom teachers as necessary

Heads of Year

Heads of Year are responsible for:

· Encouraging good attendance 

· Intervening where attendance is poor in an attempt to improve the situation 

· Monitoring monthly attendance figures for students in their year groups and intervening with students as necessary

· Liaising with form teachers to ensure unexplained absences are followed up

· Referring students whose attendance does not improve after appropriate interventions to the member of SMT in charge of the relevant Key Stage

· Signing students out when parent/guardians have requested permission for them to leave school early and entering the relevant data accurately in SIMS.

· Keeping a record of requests to leave school early 

· Intervening when requests are made, which cannot be authorised, or if the requests are too frequent and are likely to impact on the student’s studies

Vice Principal / SMT

The vice principal/member of SMT in charge of each Key Stage has responsibility for:

· Engaging in a consultative process involving relevant members of the pastoral team when there are serious concerns about a student’s attendance

· Working with students whose attendance is poor in an attempt to identify and address underlying issues

· Sending a letter to parents/ guardians when preceding interventions have not helped improve the student’s attendance

· Contacting parents or guardians regarding a student’s attendance as deemed necessary

Procedures

If unavoidably absent from school, a student, on her return, must provide her form teacher with a copy of a letter explaining the absence.  She must also bring a second copy of the letter which she is required to show to each of her class teachers.  This letter should be signed and dated by her parent/guardian. 

The absence will be recorded, according to its type, as authorised or unauthorised.

Authorised absences include:

· Bereavement

· Artistic Endeavour

· Illness

· Other Exceptional Circumstances

· Approved Sporting Activity

· Study Leave

· Educational Visit

· Work Experience

· Religious Observance

· Medical/Dental Appointments

· Suspension

· An agreed Family Holiday (Exceptional circumstances)

Unauthorised absences include:

· An absence for which no adequate explanation has been offered

· A family holiday which has not been agreed with the principal in advance

· Attendance at non-educational/social events

· Late (After registration closed)

Registration

Registration sessions are held each morning between 8.55am and 9.05am.  At these times, the form teacher records student attendance, collects absence notes and passes on relevant messages to students.  A register is taken at the beginning of each single/double teaching period.  It is very important that students are in time for all registration procedures. Lateness to registration and class is recorded so that a student’s punctuality can be monitored and addressed where necessary.

Permission to leave the premises during school hours

Students must not leave the premises during school hours without permission.  Requests to have time off from lessons should be kept to an absolute minimum.  They should only be made when medical or dental appointments cannot be secured outside of school hours.  The school actively discourages requests for time out to attend social events.

When permission to leave school is necessary, a student is required to:

(a) Present a letter of explanation dated and signed by the parent/guardian to the Head of Year before or during registration on the day of the planned absence

(b) Receive a signed permission slip from the Head of Year which must be produced on request

(c) Go to her normal class on her return to school (if the absence is for part of a school day only)

During Years 13 and 14 students will, on occasion, need to independently attend an interview or university/college Open Day which was not available during official school holidays.  When this situation arises, the student must submit a letter from her parent/guardian to the principal, well in advance of the date, to request time off in order to attend the event.

Driving lessons can be arranged during double study periods but should not result in lateness to subsequent lessons. Permission to attend such a lesson must be sought in the manner outlined.

In exceptional circumstances a parent may need to phone the school to request permission for his/her daughter to leave during the school day.  Should this arise, the student must be signed out by the Head of Year in the usual manner.  Students may not leave school in response to a call that has not gone through official channels of communication; should this occur, sanctions will be applied.

Unauthorised absence during the school day

If a student is marked present in the morning and is not present later in the day at a particular lesson or in the study hall, every reasonable attempt will be made to locate her in the school building.  If this is unsuccessful, attempts to make contact with the student’s parents/guardians will be made, in order to alert them to their daughter’s absence from the school premises. Protecting student welfare and safety will be the guiding principle.

Contact with Parents/Guardians

If a student has been absent from school for consecutive three days, her form teacher/head of year will make contact with parents/guardians on the third day.  This protocol ensures good home school communication and enables the school to provide appropriate support when necessary.

In exceptional circumstances, the school may ask a parent/guardian to call the school before 9.00am on mornings when a student is going to be absent from school, in order to facilitate close monitoring of attendance and ensure the safety and well-being of the student.

Family Holidays/Events

School management actively discourages parents/guardians from arranging family holidays during term time.  The associated absences can only be authorised by the principal, in very exceptional circumstances and in line with Department of Education guidelines.  

Referrals to the Educational Welfare Service

If correspondence with parents/guardians does not result in an improvement in a student’s attendance, a referral may be made to the Educational Welfare Service who will then engage directly with the student and her parent/guardian. The aim of such referrals is to ensure that students are given maximum support when experiencing difficulties which impact on attendance and progress.

Appendix 1

Below you will find some extracts from the Department of Education’s Circular, “School Attendance Matters: A Parent’s Guide”

WHY ATTENDANCE AT SCHOOL IS SO IMPORTANT 
If a child of compulsory school age is registered at a school it is essential that they attend their school regularly and maintain a pattern of good attendance throughout their school career.

Excellent attendance at school is important to allow a child or young person to fulfil her potential.

Below are just some of the key reasons why it is so important children

attend school:

· To learn.

· To have fun.

· To make new friends.

· To experience new things in life.

· To develop awareness of other cultures, religion, ethnicity and gender differences.

· To achieve.

· To gain qualifications.

· To develop new skills.

· To build confidence and self-esteem. 
· To have the best possible start in life.

Young people who regularly miss school without good reason are more likely to become isolated from their friends, to underachieve in examinations and/or become involved in anti-social behaviour.

WHAT THE LAW SAYS 

Under Article 45 of the Education and Libraries (Northern Ireland) Order 1986 (“the 1986 Order”), it is the duty of parents who have a child of compulsory school age  to ensure their child receives efficient, full time education suitable to their age, aptitude, ability and to any special educational needs they may have. Such education may be provided by regular attendance at school or otherwise, for example home education.

Paragraph 3 (1) of Schedule 13 to the 1986 Order states that it is the duty of a parent of a registered pupil of a school to secure their regular attendance at school. This applies to all children of compulsory school age who are on the roll of a school. As a parent you are legally responsible for making this happen.

Under Part III of Schedule 13 to the 1986 Order, if a child or young person who is registered at a school does not attend regularly, a parent can receive a fine not exceeding £1,000 in court (for each child). An Education Supervision Order (ESO) could also be made by a court under Article 55

of the Children (NI) Order 1995.

Education is not an option – it’s compulsory.

FAMILY HOLIDAYS 

You can demonstrate your commitment to your child’s education by not taking holidays during term time. Any child or young person who is absent from school due to a holiday will miss out on important learning and will fall behind with their school work.

In each Academic Year there are only a maximum of 190 statutory school days – this allows plenty of time for holidays to be arranged outside term time.

Holidays taken during term time will be categorised as an unauthorised absence.

Avoid taking family holidays during the school term.

HOW PARENTS CAN HELP 

· Establish a good routine in the mornings and evenings so your child is prepared for the school day ahead.

· Make sure your child goes to school regularly and follows the school rules.

· Ensure your child arrives at school on time – not late.

· Arrange dental and medical appointments outside school hours when possible.

· Always inform the school if your child is absent due to illness – this should be followed up with a written note when your child returns to school.

· Take truancy seriously – if your child is not attending school as you expect they may be putting themselves at risk – Who are they with? What are they doing?

· Take family holidays outside term time.

· Talk to your child about school and take an interest in their school work (including homeworks).

· Attend parent evenings and school events.

· Praise and reward your child’s achievements at school.

· Always support school staff in their efforts to control difficult or challenging behaviour.

· Discuss any problems or difficulties with the school – staff members are there to help and will be supportive.

Do not be afraid to ask for help if a problem arises.

EVERY SCHOOL DAY COUNTS 

Every single day a child is absent from school equates to a day of lost learning. Attendance percentages can be misleading.

100
For some parents 90% may seem like an acceptable level of attendance, but the reality is that 90% attendance means that your child will miss half a school day each week or 19 days of school during the school year – that’s nearly 4 school weeks.

Give your child the best start in life; every school day counts.

The table on the next page will guide you:

Every School Day Counts
	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
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