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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 their potential. Dromore Road Primary School will strive to promote an ethos and culture which encourages good attendance and where each pupil will feel valued and secure. Our goal is to ensure high standards of achievement, behaviour and attendance in order to inspire every member of the school community ‘to reach their full potential.’

‘Together We Can’

Aims

1. To improve/maintain the overall attendance of pupils at Dromore Road Primary 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 pupils.

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

Role of the School

The Principal at Dromore Road Primary School has overall responsibility for school attendance. Class teachers should bring any concerns regarding school attendance to her attention. 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. Staff regularly monitor the attendance and punctuality of pupils by ensuring that attendance is recorded daily (am/pm). The school adheres to the guidance provided in the Department of Education Circular 2024/13.

Role of Parents

Parents have a legal duty to ensure their child of compulsory school age receives 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. It is a parent’s responsibility to inform the school of the reason for a pupil’s absence on the first day of absence either verbally or by email gmcparland236@c2kni.net. 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 assist with homework or any other necessary arrangements. Pupils are expected to be in school ready for registration and the beginning of classes at 8.55am. It is the responsibility of parents to ensure that their child is punctual. Lateness is recorded at registration and on the child’s attendance record.

Role of Pupils

Each pupil at Dromore Road Primary School must attend school punctually and regularly. If a pupil has been absent, a written note from a parent/guardian must be provided to the teacher upon return.

Absence Procedures

Parents should contact the school on the morning of absence. If this is a verbal message or phone call, it will be passed on to the class teacher. A note to confirm the absence or a completed absence notification form should be provided upon the child’s return. If no note is provided within 7 days, the school will send home the absence notification form to be completed.

Family Holidays During Term Time

Dromore Road Primary School discourages holidays during term time due to the impact they have on pupils’ learning. Family holidays taken during term time will be categorised as unauthorised absence. Only in exceptional circumstances will a holiday be authorised.

Extended Leave

In meeting the needs of our increasingly diverse population, we recognise there are occasions that families may need to travel outside the UK during term time.  On such occasions, parents may apply for an extended leave without their child’s attendance levels being adversely affected.  An extended leave code will only be considered for the following purposes: 

· Short-term parental placement/employment outside the UK
· A need to leave the UK for a specific complex family need such as: 
· a death of a relative;
· care for a sick relative; 

· sibling or parent receiving medical treatment outside NI; 

· to attend to immigration matters. 

For this code to 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 will also require the following documentation 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. 

Failure to provide the required documentation may result in the application being unsuccessful.

Procedures for Promoting Attendance

At Dromore Road Primary School, we are committed to fostering a culture where every day counts. We promote good attendance through:

1. Celebration and Rewards – A positive reward system is used to recognise attendance throughout the year.  During the year the school may hold special weeks focusing on attendance and punctuality and 100% certificates and badges are rewarded at the end of the year.
2. Parental Engagement – We maintain open communication with families, offering support and guidance to overcome barriers to regular attendance.

3. Early Intervention – We monitor attendance closely and work proactively with families and the Education Welfare Service to address concerns early.
Procedures for Managing Non-attendance

- Attendance is monitored by the secretary, teachers, and Principal. Teachers complete daily registration and may contact parents to clarify unexplained absences.
- The secretary provides the Principal with a monthly list of pupils with attendance below 90%. Parents may be contacted to discuss concerns.
- If inadequate reasons are provided or concerns persist, a meeting may be requested.
- Persistent unexplained absences or attendance below 85% may result in referral to the Education Welfare Officer.
- Reminder notes are sent to parents if no note is provided on return.
- Attendance is discussed during parent interviews in October and February.
- Percentage attendance is recorded on end-of-year reports.
- Parents are encouraged to inform the school in advance of planned absences.
- Children should return to school after medical appointments where possible.
- Regular medical or sporting absences should be scheduled outside school hours where feasible.
- The Principal, Designated Teacher for Child Protection, and class teacher will support pupils returning after long absences.

Education Welfare Service

The Education Authority, through the Education Welfare Service (EWS), has a legal duty to ensure that parents meet their responsibility for their children’s education. If a pupil’s attendance causes concern or falls below 85%, the school may consult with the designated Education Welfare Officer. Referrals to EWS will be made in accordance with Partnership Plans. EWS will support staff and parents in developing and implementing strategies to improve attendance.

Policy Review

The Pupil Attendance Policy at Dromore Road Primary School will be reviewed on an annual basis in line with guidance from the Department of Education Northern Ireland (DENI). This ensures the policy remains current, effective, and compliant with the latest legislation and departmental circulars. The review process involves the Principal, Board of Governors, and relevant staff, and takes into account attendance data, feedback from stakeholders, and any updates from the Education Welfare Service. Any amendments to the policy are communicated to staff and parents.

Signed:____________________

_____________________



  (Principal)

                 (Chair of Governors)

Date:
____________________             ____________________
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