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De La Salle College, Belfast

Pupil Attendance Policy

Introduction

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 his full potential.  We believe pupils will be happy members of the school community if they attend school every day. 

The Governors and staff of De La Salle College are committed to providing a full and effective education for all our pupils to ensure they achieve their full potential in all that they do. As a Catholic School, we work together to engender in our pupils’ positive attitudes and behaviours based on respect for self and others.  We will strive to promote an ethos and culture which encourages good attendance and where each pupil will feel valued and secure.  Pupils, parents and teachers work together to maintain high standards of attendance.  Our school aims to achieve good attendance by implementing a Pupil Attendance Policy within which staff, pupils, parents and the Education Welfare Service can work together in partnership.  Good attendance is consistently recognised and rewarded through the College Merit System and at College Reward Ceremonies/Year Assemblies.

Mission Statement
De La Salle College is an eleven to eighteen years Lasallian School, which has and is perceived by the public to have the commitment and the scope to provide a high quality of education of sufficient breadth and depth, not only to fulfil Statutory Requirements but also to serve the needs and aspirations of the local community.

Rationale

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. 
DE’s Policy for School Improvement ‘Every School a Good School’ April 2009; states that every school should ensure that ‘…a culture of achievement, improvement and ambition exists – with clear expectations that all pupils can and will achieve to the very best of their ability’. 

DE’s Policy ‘Miss School = Miss Out - Improving Pupil Attendance Strategy’ December 2016 states that ‘Attending school regularly is important for all pupils because of how their attendance can affect their educational attainment and their subsequent life chances’.  

DE’s Circular on ‘Attendance Guidance and Absence Recording by Schools’ 2015/02 states that ‘pupil attendance and educational achievement are inextricably linked.’
DE’s Circular on ‘Attendance Guidance and Absence Recording for Schools’ 2022/07 supports school to manage and deal with attendance by giving alternative way of monitoring, reporting and assessing the level of absence within a school in a more nuanced way than simply reporting a percentage present figure or percentage absent figure. 

This policy, therefore, emphasises the important link between good attendance and educational achievement.  All staff have a responsibility for pupil attendance in school.  The Safeguarding Team, Year Heads, Form Teachers and Attendance Officer (Mrs Mary O Reilly) liaise with home and other agencies about pupil’s attendance when appropriate. There is also a strong link with the Educational Welfare Service, via our EWO, Ms Margaret Finnegan.
Aims

We aim to foster positive attitudes towards education and encourage pupils to value the importance of good attendance and punctuality in line with Article 29 of UNCRC ‘The role of education is to encourage children to reach their potential’;
· To improve the overall attendance of pupils in De La Salle College;

· To implement strategies leading to the improvement of pupil attendance in De La Salle College;

· To recognise and reward good attendance with public affirmation, awards, certificates (individual and class);

· To develop a framework that defines roles and responsibilities in relation to attendance;

· To promote good attendance through positive home school partnerships;

· To provide advice, support and guidance to parents/guardians and pupils;

· To promote and develop effective working relationships with the Education Welfare Service.

Expectations on Attendance:

To ensure regular attendance and punctuality, De La Salle College has the following expectations from pupils and parents:

Role & Responsibilities of the Pupil

· To be in school each day; 

· To be on time for AM class registration at 8.55am;

· To attend weekly year group assemblies for class registration (Monday Year 8; Tuesday Year 9; Wednesday Year 10; Thursday Year 11, Friday Year 12 )

· To attend all classes required by his timetable;

· To remain in school the full day and never leave school during the day without permission;

· To provide medical notes and/or parental notes in Pupil Planner, requesting release from school during the day;

· To get absence pro forma in Pupil Planner signed by parent/guardian, explaining any period of absence to form teacher;

· To catch up on all work missed during any absence.

Role & Responsibilities of the Parent/Guardian

Parents have a legal duty to ensure:

‘Every child of compulsory school age shall receive efficient full-time education suitable to age, ability and aptitude and to any special educational needs she may have, either by regular school attendance or otherwise’.  (Education and Libraries (Northern Ireland) Order 1986)
· To value the importance of a good education

· To support the school's Pupil Attendance Policy

· To ensure that their child is in school every day and on time

· To use the Pupil Planner to correspond with the form teacher regarding any request for their child to leave school during the day (funeral, medical appointment)

· To use the Pupil Planner to correspond with the form teacher regarding any explanation for absence

· To provide, where possible, an accompanying medical note in the event of absence 

· To provide information to the school if their child will be absent for a prolonged period of time

· To collect work from the school if their child is off for a prolonged period of time

· To take holidays during holiday time and not to book family holidays during term time

· To arrange dental/medical appointments out of school time, where possible
· To contact the Form Teacher or Year Head if their child is reluctant to attend school

· To work in partnership with the school and Education Welfare Service in promoting good attendance

Role & Responsibilities of the School

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 2021/01, which can be found at the following link: 

www.deni.gov.uk/index/support-and-development-2/school-attendance/recording-pupil-absences.htm
· To implement the Pupil Attendance Policy, including a Pupil Attendance Strategy (Every Day at De La Salle Counts!)

· To have attendance included in the School Development Plan

· To record and monitor attendance and punctuality in a consistent way in line with DE guidance (Department of Education Circular 2021/01)
· To have attendance on the agenda at each Pastoral Leadership Team and Year Group Pastoral Team meetings

· To develop strategies to encourage good attendance, i.e. public recognition, praise, class rewards

· To contact the parent/guardian on the third consecutive day of absence or as and when required if the individual situation requires, via Truancy Call and/or Attendance Officer phone call/letter

· To use sanctions which will deter absences and truancy

· To record attendance every lesson via Lesson Monitor

· To contact parents/guardians to discuss any attendance concerns at various identified trigger points (See Pupil Attendance Strategy) (Form Teacher, Year Head, Head of Pastoral Care)

· To work in partnership with the Education Welfare Officer (EWO)
· To attend Education Strategy Meetings, as arranged by EWO

· To provide work for the pupil if she will be off for a prolonged period of time (the parents must inform the school of the reason for this absence)

· To provide information on request for a pupil's attendance record to employers and other educational establishments.

· To review school attendance and targets and present to Board of Governors

Vice Principal Pastoral Care 

· Encourage a data-driven approach to engage pupils and families more effectively as well as preventing pupils from accumulating before pupils fall behind academically

· To work with Heads of Years to develop and embed the use of chronic absence data as a diagnostic tool to identify where preventative measures and early intervention are needed, and thus work towards improving school attendance data post Covid pandemic

· Set annual whole school targets in liaison with the Pastoral Leadership Team and in consultation with the Senior Leadership Team

· Meet with Heads of Year on a monthly basis to review monthly attendance data and interventions for pupils in their year group
· Ensure that DE guidance on pro-active and other attendance interventions (Appendix 3 – summary of suggested interventions from DE guidance) agreed at school level are consistently implemented.

Role & Responsibilities of the Local Authority Education Welfare Service

Local Authorities, through the Education Welfare Service, have a legal responsibility to make sure that parents meet their responsibility towards their child’s education.  

Regular attendance is an essential requirement for educational results and where attendance difficulties exist, or a pupil’s attendance falls below 85%, Education Welfare Service (EWS) will support staff and parents in developing and implementing strategies to address or improve school attendance.  

Monitoring Pupil Attendance - Lesson Monitor

Staff must monitor lesson attendance through the use of the computerised SIMS system ‘Lesson Monitor’.  This programme allows each class teacher to mark the attendance register at the beginning of each lesson using the following Coding System:

The recommended codes to be used by teachers to record attendance at De La Salle College should be / \ L 
Absences should be recorded using the following codes:- 
Through SIMS, the form teacher must record the pupil’s attendance/absence and class teachers should follow through by using the same code (eg I if the form teacher has used this code to indicate they have been provided with a reason for the pupil’s absence). 
The form teacher must also use SIMS Lesson Monitor to note if a pupil will be leaving school during the school day, as requested by the parent. 
If this is a medical reason, then the class teacher must use the M code to acknowledge this. 
Code N is used by the form teacher, until they have been provided with a reason for the pupil’s absence.
Through Lesson Monitor, teachers can check pupils’ attendance from the previous lessons.  A pupil should only be absent from class if the reason is an authorised one. As already stated, an authorised absence will be indicated by a comment on Lesson Monitor. 
If a pupil is absent from the current lesson, without a valid reason, the teacher will email the pupil’s Form Teacher and record an N code in Lesson Monitor.  
The Form Teacher/Attendance Officer will follow up on this absence the next day during AM registration or by contacting the parent.

Any special circumstances for students that requires a variation of attendance hours/timetable needs to be communicated by HoY to Attendance Officer.

Attendance Officer will record an S code (Study Leave) in Lesson Monitor for pupils who are doing Public Examinations in Years 12, 13 and 14 during the examination period.  
Study Leave (Code S) will not be used for internal examinations or in advance of the commencement of the examination timetable.
De La Salle Registration Process

MORNING REGISTRATION 

Management of School Premises during Registration period from 9.00 - 9.10am:
· The back gate is closed at 9.00am by caretaking staff who remain on patrol to ensure no students are entering into school via PE /English corridor doors.

· The side gate is locked from after 9.10am

· Pupils enter into school via their Designated Entrance between 8.55 and 9.10am (Yr 8- PE Doors/ Yr 9 Quad Doors/ Yr 10-Assembly Hall Doors; KS4/5 -Technology Doors) 
· HOY meet and greet pupils at designated entrance and ensure doors open to allow their pupils access from 8.55am onwards

· Caretaking staff patrol front gate from 8.30am onwards to ensure safeguarding pupils and staff
· Canteen staff must secure wooden canteen doors – to ensure no pupils access inside main school before 8.50am from breakfast club.
· Head of Years and Key Stage Managers to assist supervision and monitoring of ‘lates’ in the mornings 9.00-9.10am, to support this process- refer to Designated Year Group  ‘ZONES’ of responsibility and Registration/ Base Class corridor.
· Head of Years to ensure all Class Registers are taken and completed properly every morning – for return to Attendance Officer before 9.30am.
FORM TEACHER RESPONSIBILITIES   
· AM Registration begins at 9.00 and end at 9.10am

· Form Teachers takes Register @ 9.00am sharp.

· If a student arrives late into AM Registration (after 9.05am) then FT marks present but late – using code L.

· All AM Registers will need to be completed/with office by 9.30am -  to allow updates and final checks to be made before Attendance Officer texts parents.

· During Assemblies Form Teachers can either collect paper copy of their register from office or they may download SIMS app to complete the registration process.

· Form Teachers must SAVE registers when they are in Edit Marks and finished taking the roll, if not, it does not refresh/update on SIMS. 

It is the responsibility of the Form Teacher to oversee the attendance and punctuality of students in their class, therefore if a Form Teacher works part time it is expected that they will liaise closely with their Head of Year and sub cover teacher to ensure effective system in place to take registration on day they are not working and to follow up on any issues arising with their class with regards to attendance matters/punctuality.

NOTE: Sub Teachers will be instructed to collect hard copy of register from office of class they are assigned to by Vice Principal (Mr P McEvoy).
CLASS TEACHER RESPONSIBILITIES - Period 1

· Following registration/arrival during registration, the student then goes straight to his first class.

· Teacher MUST take Class Register at start of Period 1 

· If the student arrives late into period 1, the Class Teacher will mark the student as late (L) on their class registration also.
There is an onus on the student to ensure that he is marked present by signing in at the front desk if he does not arrive in time for morning registration.    

ATTENDANCE OFFICER RESPONSIBILITIES 
· Any student arriving into school after 9.05am MUST sign in at office. 

· The Attendance Officer will update SIMS - by transferring information code on SIMS Lesson Monitor from N to L - indicating that the student is Present but Late using the information in the late books.  

· The Attendance Officer will record any other absences e.g. medical appointments, pre-notified lates, early leavers on SIMS Lesson Monitor 

· If the Register has not been received by 9.30am. the Attendance Officer will email the Form Teacher a reminder and alert the Head of Year who if available can assist in ensuring return of missing Register and any follow up support as needed. 
· The Attendance Officer checks the attendance recorded on all Class Registers, noting absent students against names in late sign in book and updating SIMS Lesson Monitor accordingly. 

·  At 11am the Attendance Officer will use Truancy Call to generate 2 reports:–   
1. Unexplained Absences (excluding medicals/notified absent/trips) etc.)  

2. Late to school students
Following a check of both reports, a text will be sent to the parents to confirm that the pupil is either late or absent.  Parents/Guardians of absent pupils are requested to contact the Attendance Officer with an explanation.  They can do this by phone or by replying to the text.  The Attendance Officer can update SIMS Lesson Monitor using Truancy Call.  On occasions a parent may phone to advise that the child is in school and the Attendance Officer will need to follow this up accordingly.

AFTERNOON REGISTRATION - Period 9 
Class Teacher Responsibilities - 
· Registration must be taken at the start of Period 9 so SIMS can be properly updated to reflect full day attendance - Failure to record afternoon registration during period 9 – which is a statutory obligation- impacts significantly on attendance figures recorded. 

Educational Visits/Sporting Activities

Attendance lists for any planned visits/sports events should be submitted to the Attendance Officer shortly before departure only, not 2-3 days in advance.  

Monitoring Absences

	Absence Trigger
	Action
	Who
	Monitoring

	1x Day Absence
	Truancy Call
	Att. Officer
	HOY Weekly Meetings Attendance Officer

Ensure no ‘D’ or ‘N’ Codes

	>3Days
	Phone Call Home
	Att. Officer
	

	>5Days (1 Week) 
	Phone Call Home
	HOY
	

	>5-10 Dys 
10dys ( 2weeks)= 95%
(Tier 1b @Risk)
	
	
	

	
	Letter 1 Home
	FT
	FT/ HOY Monitors – weekly Review (Tier 1b @Risk)

	>10-18dys

>20 dys (4 weeks) = 90%
	FT Mtg Parents
	HOY 
	

	
	Letter 2 Home
	HOY
	HOY / VP Monitors – Monthly Review ( Tier 1b @Risk)

	>20-35dys (4-6Wks)
	HOYS Mtg Parents
	
	

	>30Dys (6 weeks)=85%
	Referral EWO
	HOY
	Weekly Mtgs HOY/ EWO  referred pupils (Tier 2 Chronic)

	
	EWO Mtg Parents
	
	Monthly Review EWO/ HOY/ VP


Educational Welfare Service

EWO @ KS4 and High Priority Cases; (Available Thursday Mornings in F2 for HOY Consultation- every 2 weeks); EWO @ KS3
Positive Measures to Encourage Good Attendance

· Class registers will be completed accurately by staff at the beginning of each lesson

· Form Teachers will monitor pupil’s attendance through Lesson Monitor

· Attendance will be closely monitored by Year Heads and addressed at assemblies

· Termly certificates presented by Head of Year at assemblies for those with 99-100% attendance or Improved Attendance profile ; this will be celebrated on the school website and social media.  

· Pupil rewards for those with 99%-100% or Improved Attendance to include communication home- via text/ letter

· Head of Year and Form Teacher to reinforce the importance of good attendance on a continuous basis, I e. at Registration, Assemblies, Year Group Events, Website, Head of year Webpage- Extra Curricular and Enrichment programme
· Attendance Awards at yearly Key Stage 3, GCSE, A Level Prizegiving Ceremonies

· Regular reviews are carried out and meetings with parents are arranged, where necessary
Punctuality/Lateness

De La Salle places a great deal of importance on the need for all pupils to be punctual and to arrive in school on time.  It makes for a good start to the school day and does not interrupt the learning and teaching in the classroom.  Any pupil who arrives late to school must immediately go to the Attendance Officer to get registered in the Foyer and then make their way to class.  This will be recorded by the Attendance Officer in Lesson Monitor.  Form Teacher can detain pupil on their day of lateness and Head of Year detention on Wednesday will be used for persistent late-coming.

Pupils who come to school late on a regular basis in any one week (without a valid reason) will be monitored by their Form Teacher.  If the lateness continues the pupil’s Form Teacher will contact the parent/guardian to alert them to lateness and if the late coming continues the parent/guardian will be invited for a meeting with the Form Teacher and/or Year Head.

Leaving School during the day

As already stated, it the role and responsibility of the parent to communicate with the Form Teacher if they need their child to be released from school during the day; the Form teacher records this permission on SIMS and signs the note.  The pupil then leaves the note in reception.  For health and safety and safeguarding reasons, the pupil must then wait at reception and must be collected from school by a parent/guardian/other relative.  Pupils may make their own way only if explicit permission from the parent/guardian has been received.  This is logged and recorded on SIMS by the office staff.  All pupils who leave during the school day are entered into the Early Leavers Book in reception.
Advance notice of appointments should be given and appointment cards must be presented.

For safety and security reasons a pupil must:
During Registration, present note from his parent/guardian to the Form Teacher and show appointment card if he has a medical/dental/other appointment which cannot be arranged after school.  The Form Teacher will sign the note and record on Lesson Monitor.  The Attendance Officer will also check Lesson Monitor for accuracy.

· The parent/guardian must collect their child from Reception and sign their name and details in the Early Leavers Book.  Pupils are encouraged to return to school after the medical or dental appointment.
Telephone requests – In an emergency a parent may phone the school requesting that their child be allowed out of school.  Such calls will be checked before permission is given and the parents will be asked to collect their child from Reception and to complete the Early Leavers Book.
Parental Request for a Family Holiday during Term-Time

Parents are requested NOT to book a family holiday during term-time.  It is recognised that the pupil’s learning would be disrupted and it can result in them falling behind in their learning.  

Family holidays during term-time can only be granted in exceptional circumstances. Any leave of absence can only be agreed by the Principal and one month’s notice in writing should be provided.  We do recognize that the holiday is important for the well-being and cohesion of the family unit following a serious or terminal illness, bereavement or other traumatic event (Code F will be recorded on Lesson Monitor)

We adopt an ‘Every Day at De La Salle Counts’ Pupil to promote good attendance.  A summary of the strategy is provided below:
‘EVERY DAY AT DE LA SALLE COUNTS’

	100%


	0 days missed
	Excellent

	95%
	9 days absence

1 weeks & 4 days of learning missed
	Satisfactory

	90%
	19 days absence

3 weeks & 4 days of learning missed
	Poor

	85%
	28 days absence

5 weeks & 3 days of learning missed
	Very Poor

	80%
	38 days absence

7 weeks & 3 days of learning missed
	Unacceptable

	75%
	46 days absence

9 weeks & 1 day of learning
	Unacceptable


90% attendance sounds good and most parents would be very pleased if their child achieved this

However, it means missing one whole day of school every fortnight.

Monitoring Non-Attendance (Absence)
Vice Principal Pastoral Care 
· Pupil Absence Reports are provided to the Senior Leadership Team and  the Pastoral Leadership Team at start of each academic year – whole school, at Year Group, Form Class and individual pupil level to attendance targets to be reviewed 
· Provides monthly high-level attendance data to the Principal, Senior Leadership Team and the Board of Governors for review in the light of published DE benchmarking data (Appendix 6 - NI pupil absence data by Free School Meal band) and annual school targets

· Works with the Attendance Officer and Heads of Year to quality assure the accuracy of annual and monthly attendance data and the effectiveness of targeted pupil interventions
Role of Head of Year
· Absence Report is shared with Form Teachers and Heads of Key Stage at scheduled meetings by form class and at individual pupil level at start of each academic year and monthly thereafter
· Pupils identified @Risk (85-95%)- from 2022-2023 attendance profile- will be closely monitored by Form Teachers and Heads of Year.

· Head of Year /Form Tutor interviewed identified pupils and parents re: attendance record and need for improvement- (@ Home -School Communication Day/ Induction)

· Heads of Year have weekly discussions Attendance Officer- to collect Monthly Attendance and Absence Report 

· Pupils identified @Risk (85-95%)- checked against previous year’s data – use arrow to indicate Move Up or Move Down- Track Attendance profile 
· Meet regularly with external agencies to review support for pupils and families with absence below 85%, and update Vice Principal Pastoral and Heads of Key Stage. 

Role of Form Teachers
· Head of Year agree I day of week – when all Form Teacher’s in Year Group follow up Absences.
· Note- No D Codes- Unauthorised Absences
· Form Teachers ensure that all pupils have write their % attendance and number of days absent at end of each month in Homework Diary on the designated summary page
· Form Teachers check the following week that parents have signed their son’s Homework Diary record of monthy attendance.

· Ensure that all pupils expected to know % Attendance- when asked as part of monitoring process.
Procedures for Managing Non Attendance

If a pupil fails to attend school regularly, the following steps will be undertaken:

· A letter (No.1) from the Form Teacher is sent to parents if their child’s attendance falls between 91-95% - developing an @Risk Attendance Profile.
· A letter (No.2) from the Year Head is sent to parents if their child’s attendance falls below 90% - which represents an @Risk Attendance Profile- signifying 1-2 days absence per month and parental communication will be sought to support improved attendance.
· A letter (No.3) from the Year Head is sent to parents if their child’s attendance falls below 85% - which represents a Chronic Attendance profile- signifying 2-3 days absence per month- with a follow up meeting arranged.
· A referral may also be made by the Year Head to the EWO if a pupil’s attendance falls below 85%- which represents a Chronic Attendance profile- signifying 2-3 days absence per month.
· EWO will contact parents and seek a meeting at this stage and home visits may follow. 
· A very good attendance record will merit a positive and supportive reference to future employers and other educational establishments.

Use of External/Support Agencies

We acknowledge the importance of a range of external support agencies in promoting and supporting good attendance within the school, but also the importance of ensuring that such agencies adhere to the values and ethos of our school.  

Current external/support agencies include:
· EWO Service

· Social Services 

· School Counsellors


· PSNI

· EOTAS

· Workforce

· Behaviour Support Team

Related School Policies

This policy is set within the broader school context of Pastoral Care and, as such, should be implemented in conjunction with the following school policies:

· Pastoral Care Policy

· Child Protection & Safeguarding Policy

· Promoting Positive Behaviour Policy

· Inclusion Policy

· SEN Policy

· Anti Bullying Policy

· Educational Visits Policy

Dissemination of the Policy

Pastoral Policies are shared annually with Year 8 parents at Y8 Induction and are available on the school’s website.  A Pastoral Policies overview is emailed to all parents at the start of each academic year.

Pupils are reminded about their roles and responsibilities in relation to attendance during induction at the end of August and reminded throughout the year.

Monitoring, Evaluation and Review:

The Safeguarding Team, and Year Heads are responsible for monitoring, evaluating and reviewing the implementation of the Pupil Attendance Policy. Vice Principal Pastoral Care will revise the policy and procedures in light of any further DE guidance and legislation as necessary, in liaison with the Principal, Senior Leadership Team and review it annually with the Pastoral Leadership Team.  This will be done in consultation with governors, staff, pupils, parents and the Education Welfare Service. On-going evaluation will ensure the effectiveness of this policy.
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Pupils with 0-4.9% absence
(<1 dav per month)
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