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Attendance Policy Summary: 

 

This policy is written specifically for our parents as it is our belief that 

they are the key influence in securing the best possible attendance level 

for their child. 

 

St Clare’s Abbey Primary School recognises that punctual and regular 

attendance alongside high standards of behaviour are essential prerequisites to 

effective learning and therefore we are committed to maintaining high levels of 

attendance, punctuality and positive behaviour.  

 

When we consider our school aims --to help all develop:  

• A sense of how precious we are and of God’s great love for us. 

• The social skills and moral attributes required to contribute positively 

to our community. 

• A true love for learning that will help each of us achieve our full 

potential. 

We realise that in relation to the first aim, God has provided our children with 

the gift of education that many children in the world do not have, therefore 

isn’t it our responsibility as parents to ensure that we avail of it fully by sending 

them to school each day? 

 

Re the second aim, when our pupils grow up they will need to have good 

attendance levels when they get a job if they wish to enjoy long term 

employment. Bad habits re poor attendance which start in childhood can be very 

hard to break. 

 

In relation to the third aim, we have built up significant data within our school 

that shows how pupil attainment suffers very badly and unsurprisingly as a 

result of poor attendance. Your child cannot cover the curriculum if he/ she is 

repeatedly absent and as such will never achieve his/her potential!!!!!!!!!! 

 

To this end, we in St Clare’s Abbey actively promote a teaching and learning 

ethos which encourages all pupils to have high attendance levels.  In accordance 

with other school policies, all members of the school community should be able 



to thrive, feel respected, safe and secure. We have appointed a Parental 

Engagement Coordinator and one of her roles within this post is to liaise with 

the Education Welfare Officer assigned to our school with a view to referrals 

being made to their service for pupils with poor attendance rates. Mr Byrne will 

be the point of contact for families who receive correspondence re attendance 

concerns. See appendices;  

1. Initial letter of concern (sent when attendance hits 90% trigger.) 

(Appendix 1) 

2. Letter notifying that a referral has been made (sent when attendance 

hits the 85% trigger.) (Appendix 2) 

3. Translated versions of these ( Polish & Lithuanian) 

 

Schools have a legal responsibility to report any pupil whose absence falls 

below 85% or where there has been an absence of more than 10 days and 

where it has been impossible to make contact with a parent or carer. 

 

Schools are required to take an attendance register twice a day, and this shows 

whether the pupil is present, engaged in an approved activity off site, or absent. 

If a pupil is absent, every half-day absence has to be classified by the school as 

either authorised or unauthorised. Only the school can authorise the absence, 

not parents/ carers. This is why information about the cause of each absence is 

required in writing. 

 

Authorised absences are mornings or afternoons away from school for a robust 

reason such as illness or other unavoidable cause. Unauthorised absences are 

those which the school does not consider reasonable and for which no ‘leave’ has 

been given. This includes: 

 

• parents/carers keeping pupils off school unnecessarily 

• truancy before or during the school day 

• absences which have never been properly explained 

• children who arrive at school too late to get a registration mark 

 

 

It is hoped that parents/carers, school staff and statutory authorities can 

work closely to overcome any problems which may affect a pupil’s attendance. If 

a pupil is reluctant to attend, it is never a good idea to cover up their absence 

or to give in to pressure to excuse them from attending. This will only give the 

impression that attendance does not matter, and may make matters worse. 

 

 



 

Procedures: 

 

Registration: 

Morning registration begins at 9.00 a.m. promptly and will be taken by the Class 

Teacher.  Pupils who are late will be recorded as such in the register.  
 

Absence: 

Pupils must bring a written explanation of the absence from his/her 

parent/carer on returning to school. This note should include: 

 

• the pupil’s full name and registration class 

• the date(s) of the absence 

• as full an explanation as possible for the absence 

• the name of the parent / carer in writing that can be clearly read. 

 

If a pupil fails to bring a note within two days of returning to school they will be 

reminded about the importance of bringing it in and a reminder will  be sent 

to the parental contact. (Appendix 3) Pupils, who persistently fail to bring 

absence notes, will be brought to the attention of the Parental Engagement Co-

ordinator who will make contact with the home. 

 

Absence for Medical reasons: 

 

Parents/carers are asked, whenever possible, to make appointments outside 

school hours. If an appointment has to be made during school hours a written 

explanation or phone call must be provided stating clearly the time of the 

appointment. If there are frequent absences for medical reasons, 

parents/carers may be asked to provide medical evidence in the form of a 

doctor’s certificate. 

 

The Register for pupils leaving the school during the School Day must be 

signed before your son/daughter leaves for his/her appointment. This 

Register is kept in the Secretaries’ Office. 

 

Pupils are expected to return to school following their appointment whenever 

possible. If a pupil has a medical condition that may affect attendance and 

punctuality parents/carers are asked to contact the school to discuss possible 

arrangements with their child’s class teacher. 

 

 



 

Family Holidays during Term Time: 

 

St. Clare’s Abbey Primary School Primary School strongly discourages holidays 

during term time due to the impact that they have on pupils’ learning.  

 

The Educational Welfare Officer monitors all pupils’ attendance weekly and 

if a pupil’s attendance falls below 85% parents will be contacted and held 

accountable. Term time holidays can lead to attendance lower than 85% very 

easily. Pupils’ poor attendance at school is very serious and can and does become 

a matter for the courts. Parents are informed of this. (Appendices 4 & 5) 

 

Additionally we actively promote all DENI initiatives related to attendance by 

incorporating the message into our parents’ sessions and publicising it on our 

website and school app. (Appendix 6) 

 
This policy will be reviewed on an annual basis but attendance as a whole will be 

monitored on a termly basis in consultation with EWO. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendices: 

Appendix 1: Letter to state that attendance has fallen below an acceptable level. 

Date: 

Dear Parents 

 

At a meeting with the Education Welfare Officer last week, she went through the attendance figures for all pupils in St 

Clare’s Abbey Primary School. 

 

Your child, ____________________________, has a low percentage attendance and has been absent from school for 

_____________ days so far this year. 

 

As such _____________________’s attendance will continue to be checked and if it remains at this level, I have been 

told that I will have to make a referral to the Education Authority Educational Welfare Officer. 

 

Should you wish to contact me in relation to this, please feel free to ring me after 3.00 pm on (028) 30262175. 

 

Yours sincerely 
 
 
 
ST CLARE’S ABBEY PRIMARY SCHOOL 

 

 

 

 

 

 

 

Appendix 2:  Letter to state that a referral has been made to the EWO  
 

Dear Parent 

 

I am writing to inform you that the continued poor attendance of _____________________ in School has resulted in 

a referral being made to the Education Authority Educational Welfare Officer. 

 

The EWO will contact you in the near future to explain the implications of non-attendance at school. 

 

Should you wish to contact me regarding this matter, please feel free to ring me after 3.00 pm on (028) 3026 2175. 

 

 

Yours faithfully 

 

 

ST CLARE’S ABBEY PRIMARY SCHOOL 

 

 

____________________________  

 

 



 

 

 

 

Appendix 3 

Letter asking for explanation of absence 

Date:       _____________________ 

Dear________________________ (Teacher’s Name) 

 

My Son /Daughter         ____________________________ was absent from school on the following date(s): 

Date:        Reason:  (Please detail) 

_______________________________                      ___________________________________ 

_______________________________                      ___________________________________ 

_______________________________                      ___________________________________ 

_______________________________                      ___________________________________ 

If sick, please detail nature of illness. 

 

Signed: ________________________________________ 

              Parent/Guardian 

 

 

 

 

 

 

 

 



 

Appendix 4. Letter re ‘term time holidays’ 

 

Dear Parents 

 

The Education Authority recently carried out an Attendance Audit in our School which indicated your child’s attendance 

as falling within the ‘Area of Concern’ at __________ %. 

 

The Education Welfare Officer asked us to write to you to point out that poor attendance due to taking ‘Unauthorised 

Holidays’ during term-time can result in a court appearance, a fine and even a criminal record. 

 

Research also shows that pupils with poor attendance tend to underachieve at school. 

 

Your child’s attendance will continue to be monitored by Education Welfare Officer. 

 

Thank you for your continued co-operation. 

 

Yours sincerely 

ST CLARE’S ABBEY PRIMARY SCHOOL 

 

__________________________                            

Mrs M Monaghan         

Principal    

       

Appendix 5. 

Letter from EWO confirming that referral has been made: 

Date: 
 
 
Address 
 
 
Re :    Pupil Name 
 
St Clare’s Abbey Primary school Newry has re-referred ______________________________ to the Education Welfare Service. I would like 
to visit to discuss the matter further. 
 
I plan to call at your home on ____________________________ 
 
If this is not suitable please contact me on 02830 262357 to arrange another appointment. 
I look forward to meeting you. 
 
Yours sincerely 
 
 
Education Welfare Officer 

 

 

 

 



 Appendix 6: 

Latest DENI Publicity pamphlet to parents re attendance: 

 



 

 


