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The pastoral care of our children is central to the aims, ethos and teaching programmes in Upper Ballyboley Primary School and we are committed to developing positive and caring attitudes in our children and staff. Our Attendance Policy is part of our collective pastoral care policies. 

Principles 

Upper Ballyboley Primary School aims to provide support to parents and carers to ensure that all children of compulsory school age attend school regularly and maintain a pattern of good attendance throughout their school career. 
We believe high levels of attendance and a punctual start to the school day are important to all children. School education lays the vital foundations of a child’s life. Research clearly demonstrates the link between regular attendance and educational progress and attainment. Parents, carers and school staff should work in partnership in making education a success and ensuring that all children have a full and equal access to all that the school has to offer. As a school we will encourage parents/carers to ensure that their child achieves maximum possible attendance and that any problems that prevent this are identified and acted on promptly. It is the parents’ responsibility to ensure that their child arrives to school and returns home safely. 
Children and 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. 

Our aim is to ensure that every pupil has access to the full time education to which they are entitled and as a result ‘succeed and thrive’. We endeavour for children to take responsibility for their own attendance, recognising the link between attendance and good learning. 
As stated, an important factor in pupil achievement is school attendance. The significant majority of our children enjoy their time at school as evidenced by a number of key indicators. 
· High Level of Whole School Annual Attendance. This is consistently > 95% 
· Low level of poor attendance i.e. < 85% 
· Positive outcomes to the majority of attendance related issues. 
· Each year many children have 100% attendance. 
· Positive feedback from parents on an on-going basis about school and school-based activities. 


Upper Ballyboley Primary School Expectations 
We expect that all our pupils will: 
· Attend school every day 
· Attend school punctually• Attend appropriately prepared for the day (i.e.; Homework, PE kit, reading packs, etc.). 
We expect that our parents/carers will: 
· Ensure regular school attendance and be aware of their legal responsibilities by ensuring their children attend school regularly and arrive to school on time.
· Ensure that their child arrives at school punctually and prepared for the school day. 
· Ensure that they contact the school either: 
· On the first day of absence, by telephone, before 9am or 
· In writing, detailing the reason for absence on the first day back after absence 
· Where this does not happen teachers issue the parent with a “fill-in” proforma. 
· Notify school immediately of any changes to emergency contact details. 

We expect Upper Ballyboley Primary School will: 
· Provide a welcoming atmosphere 
· Provide a safe learning environment 
· Keep regular and accurate records of attendance and punctuality and monitor each individual child’s attendance and punctuality 
· Upper Ballyboley Primary School follows up on absences to: 
· Ascertain the reason 
· Ensure the proper safeguarding action is taken 
· Identify whether the absence is authorised or unauthorised. 
·  Promote good attendance and punctuality and reduce absence through a system of reward and recognition 
·  Regularly inform parents of the % attendance of all pupils 
· Where appropriate, inform parents / carers via a series of letters regarding their child’s punctuality and poor attendance. (Copies of all letters are enclosed at the back of the policy) 
·  Ensure every pupil has access to full-time education to which they are entitled 
·  Act to address patterns of absence 
·  Endeavour to keep in contact with families during a prolonged or significant absence. 

Promoting and Celebrating Good Attendance 
The school acknowledges that good attendance should be recognised and rewarded. 

·  (From 2017 / 18 on wards) At the end of the school year 100% Attendance Certificates are awarded at our Prize Distribution. 

Notifying Absences 
· Every absence from school has to be classified by the school (not by the parents), as either authorised or unauthorised. This is why information about the cause of any absence is always required. 
· Details how to inform school about an absence are noted above. 
· If the absence is prolonged i.e. requires hospitalisation or is particularly significant, parents are requested to keep school informed. 
· Sometimes a child may be reluctant to attend school. Where this is the case, we believe that effective home / school communication contributes to a solution. This will help us to identify the root cause of the reluctance to attend and plan the way forward together. 

Authorised Absences 
From time to time children need to be absent from school for other reasons such as medical appointments. Such absences usually only take up part of a day. School should be informed of such absences in writing in advance, with accompanying documents and children should be brought in to school for morning registration and back to school straight after the appointment. 

Every effort, however, should be made to arrange medical appointments outside school hours. Every single day a child is absent from school equates to a day of lost learning.

	100% Attendance 
	0 days missed 
	Excellent 

	95-99% Attendance
	Between 1 – 9 days  missed
	Good – Very Good

	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 


The table above is based on DENI guidance – School Attendance Matters – A Parent’s Guide. 
Examples of authorised absences are:
· Illness;
· Religious observance by the religious body to which the child’s family belongs;
Examples of absences allowed by the school are:
- medical appointments
- exclusions
- family occasions e.g. close family wedding, bereavement etc.
- extreme family emergencies e.g. house fires, burglaries etc.
Unauthorised Absences
Unauthorised absences are those which the school does not consider reasonable and for which no “leave” has been given.
Examples of unauthorised absences are:
· Parents/carers keeping children off school unnecessarily
· Unexplained absences i.e. the absence has never been properly explained to school
· Shopping, looking after other children or birthdays
· Day trips or holidays in term time
· Truancy


Holidays During Term Time
· Parents demonstrate their commitment to their child’s education by not taking holidays during term time. Any child who is absent from school during term time due to holiday will miss out on important learning and may fall behind with their school work.
· Holidays taken during term time will be categorised as unauthorised absences. Under current legislation Upper Ballyboley Primary School may not grant any leave of absence during term time unless there are exceptional circumstances. Therefore, our school will only authorise holidays in line with these regulations. Exceptional circumstances will only be agreed very rarely.
· Parents should inform school by letter if they are going on holiday. We appreciate the courtesy of this information although, usually, we cannot authorise the absence.
Persistent Absenteeism
The school will continuously monitor each child’s attendance record. The school follows a two-step process for any children who are persistently absent for any reason:
1) Each half term the Principal will review all absences and the reasons given for children whose attendance falls below 85% as a cumulative percentage. It is noted if attendance is improving or deteriorating within the previous month. Following this analysis a range of action may result:
· School may phone parents to discuss the matter and offer support.
· School may send a letter to the parents/carers of specific children whose attendance is causing concern. This will inform parents of their child’s attendance, school’s concerns and invite parents to contact school to avail of assistance in effecting improvement.
Very often these early interventions are successful in effecting improved attendance.
2) The list of children whose attendance is below 85% is also discussed with the Educational Welfare Officer on a termly basis and where school’s action has not resulted in improved attendance, formal referral to the Educational Welfare Service will be discussed / agreed.
[bookmark: _GoBack]The Principal will liaise with the class teacher, SENCO and, when necessary, other professionals, if the need for support is identified.
Punctuality, Registers, Punctuality and Lateness
Punctuality to school is crucial. Lateness into school causes disruption to that individual’s learning and to that of the other pupils in the class. It is paramount therefore that all pupils arrive at school on time.
All children should be in the playground at 0850 ready to come into school at 0900, when the bell rings. By this time the children should have said their goodbyes and be lined up with their class in the correct place. This creates a positive start to the school day and allows learning to commence promptly.
At 0905; the register will then be closed, this is a legal requirement.
Whilst COVID-19 social distancing regulations remain in place, the children are to arrive at school at their allocated time. Their allocated time is likely to change depending on the duration of social distancing. 
Lateness
Poor punctuality is not acceptable. If your child misses the start of the day they can miss work and the time with their class teacher getting vital information and news for the day. Late arriving pupils also disrupt lessons. This can be embarrassing for the child and can encourage absence.
A child arriving after 0900 is late. This matter is initially addressed by the class teacher. If work is missed there is an expectation that this will be ‘made up’ by the child.
A child arriving after 0900 will need to come to the main school entrance. 
Registers
Registers are typically taken at the start of the school day. A child who is late into school will have received an L code (late mark) for that day. Should a child arrive after registers are closed it requires a further change to be made. If a child does not arrive into school a D code is used. This equates to an unauthorised absence and will be recorded as such on a child’s annual attendance record. However, on a child’s return, where a reason is provided, the D code is changed for example to I for illness.
If a child arrives after registers have closed – for reasons not considered acceptable by the school – they will be recorded as ‘Late after registers closed’. They are marked as being on site but this does not count as a present mark and will show as an unauthorised absence and affect their attendance record.


School Illness Guidelines
Please check that your child knows how to wash his/her hands thoroughly to reduce the risk of cross-infection. School attendance could be improved for all if children and families wash and dry their hands well five or more times a day.
The information below has been provided by the Health Protection Agency:





Covid-19 Information
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Respiratory
infections

Flu (influenza

\

e

Tuberculosis
Whooping cough
(pertussis)

.Other- Recommended period to be kept away Comments
Infectlons from school, nursery or childminders

Biphtheria * Family contacts must be excluded until cleared to
return by the Duty Room.
Preventable by vaccination. The Duty Room will
organise any contact tracing necessary

lice have been seen

Hepatitis A* The duty room will advise on any vaccination or

other control measure that are needed for close
contacts of a single case of hepatitis A and for

Hepatitis B*, C,

HIV/AIDS

{
e Ses—

suspected outbreaks.

Hepatitis B and C and HIV are bloodborne viruses that
are not infectious through casual contact. For cleaning of
body fluid spills. SEE: Good Hygiene Practice

Meningococcal Some forms of meningococcal disease are preventable by

meningitis*/ vaccination (see immunisation schedule). There is no reason

septicaemia* to exclude siblings or other close contacts of a case. In case
of an outbreak, it may be necessary to provide antibiotics
with or without meningococcal vaccination to close
contacts. The Duty Room will advise on any action needed.

Meningitis* due to other Hib and pneumococcal meningitis are preventable by
Eacteria vaccination. There is no reason to exclude siblings or

other close contacts of a case. The Duty Room will
give advice on any action needed

Milder illness. There is no reason to exclude siblings
& and other close contacts of a case. Contact tracing is

| not required

Meningitis viral*

Good hygiene, in particular handwashing and
environmental cleaning, are important to minimise

= any danger of spread. If further information is
equired, contact the Duty Room

Preventable by vaccination (MMR x 2 doses)

Mumps™*

| Treatment is recommended for the child and

eadworms
household contacts

Thr

There are many causes, but most cases are due to
viruses and do not need an antibiotic

Tonsillitis

* denotes a notifiable disease. It is a statutory requirement that doctors report a notifiable disease to the Director of Public Health via the Duty Room.

Outbreaks: if a school, nursery or childminder suspects an outbreak of infectious disease, they should inform the Duty Room.
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INFORMATION FOR

PARENTS & CARERS

Everyone has a role to play in keeping our schools
safe and helping to stop the spread of COVID-19.

YOU SHOULD BOOK A COVID-19 TEST IF YOUR CHILD HAS:

A HIGH
TEMPERATURE

This means they feelhot o touch on
ther chest or back (you do ot need
to measure their temperature).

A NEW

CONTINUOUS COUGH
This means coughing ot for more than
an hour, or 3 or more coughing episodes
in 24 hours (if they usually have a cough,
itmay be worse than usual).

OR

B @A

e ¢

OR

DON'T SEND YOUR CHILD
TO SCHOOL IF THEY HAVE
COVID-19 SYMPTOMS.

VISIT NIDIRECT.GOV.UK/
CORONAVIRUS T0 BOOK A
TEST ONLINE. CALL 119 IF YOU
CANNOT BOOK A TEST ONLINE.

A LOSS OR CHANGE
TO THEIR SENSE OF
SMELL OR TASTE

‘This means they've noticed they cannot
smellor aste anything, orthings smell
or taste different to normal,

IF YOUR CHILD DOES NOT HAVE SYMPTOMS OF COVID-19 BUT HAS OTHER COLD-LIKE SYMPTOMS, SUCH AS A
RUNNY NOSE, THEY DO NOT NEED TO BE TESTED AND THEY OR MEMBERS OF YOUR HOUSEHOLD DO NOT NEED
TO SELF-ISOLATE. YOUR CHILD CAN ATTEND SCHOOL IF FIT TO DO SO.

HERE'S WHAT TO DO IF:

'YOUR CHILD
HAS covID-19
SYMPTOMS

WHAT T0 DO?
- DONOT SEND YOUR CHILD TOSCHOOL

€ i m R

'YOUR CHILD

TESTS POSITIVE

FOR COVID-19

WHAT T0 DO?

- DO NOT SEND YOUR CHILDTO SCHOOL

SOMEBODY IN MY
HOUSEHOLD HAS
COVID-19 SYMPTOMS.
WHAT T0 DO?

- DO NOT SEND YOUR CHILD TO SCHOOL

SOMEBODY IN MY
HOUSEHOLD TESTS
POSITIVE FOR CQVID+{S,

WHAT T0 DO?
- DONOT SEND YOUR CHILD TO SCHOOL

2R A@EP Q@
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- DONOT SEND YOUR CHILD TOSCHOOL
- Booka COVID-19 test

- Household self-iolates

= Inform school immediately

- DO NOT SEND YOUR CHILDTO SCHOOL
= Inform school immediately

about test result
= Selfisolate for atleast 10 days

- DO NOT SEND YOUR CHILD TOSCHOOL.
= The household member should

book a COVIDA9 test
- Household selfsolates

- DONOT SEND YOUR CHILD TO SCHOOL
- Inform school immediately
abouttest result

Frie s advised by the PHA. - Inform school immediately
about test resuft
WHEN CAN MY CHILD RETURN? WHEN CAN MY CHILD RETURN? WHEN CAN MY CHILD RETURN? WHEN CAN MY CHILD RETURN?
Your child can return to school if the ‘Your child can return to school Your child can return to school if the Your child can return to school when
test is negative providing they are well after 10 days even if they still ‘symptomatic household member’s test  they have completed 14 days of self-
‘enough, have not had a fever for 48 ‘have a cough / loss of smell is negative and if they haven't been isolation without any symptoms®.
hours and if they haven't been advised or taste. These symptoms can advised to seif-isolate by the PHA
‘to self-isolate by the PHA Contact last for several weeks. Contact Tracing Service.
Tracing Service.
CONTACT TRACING HAS  YOUR CHILD HAS BEEN  YOUR CHILD HAS .
IDENTIFIED MY CHILD IN CONTACT WITH TRAVELLED ABROAD USR] s e e e
» AS A CLOSE CONTACT _ SOMEONE WHO HAS AND HAS TO SELF~ asaclose conact of a case of
BEEN IDENTIFIED AS ISOLATE (COVID-19, or has returned from
A CLOSE CONTACT- travel abroad and is self-isolating,
they must self-isolate for 14 days
WHAT 70 DO? WHAT 10 DO? WHAT T0 DO? regardless of a negative COVID19
- DO NOT SEND YOUR CHILD T0 SCHOOL - Attend school as normal - DO NOT SEND YOUR CHILD TO'SCHOOL test result.
- Self-isolate for at least 14 days = If your child does not have any - Self-isolate for 14 days in line
s advised by the PHA Contact 'COVID-19 symptoms they should ‘with quarantine advice
Tracing Service: ‘carry on with normal activities.
Further information, including
WHEN CAN MY CHILD RETURN? WHEN CAN MY CHILD RETURN? Frequently Asked Questions

Yourchild can retum to school when
they have completed 14 days of self-
Isolation without any symptoms®.

l HSC n I?ublic Health

W g € i m A

Your child can return to school when
they have completed 14 days of self-
Isolation without any symptoms?.

Department of

Education
o v

for Parents and Carers, can be found
on the Department of Education's
website at wwweducation-ni. gov.k
EDUCATION RESTART
WEALL
MUST DO T
TR ©

= ks ®ABP Q@
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high standards of personal
t. Please conta

Prevent the spread of infections by ensuring: routine imrnuqi§ation, :
hygiene and practice, particularly handwashing, and maintaining a clean environmen Bl S
the Public Health Agency Health Protection Duty Room (Duty Room) on 0300 5

. ~

Rashes and
SKin infections

Until all vesicles have crusted over

None

Four days from onset of rash (as per “Green
Book")

None

Until lesions are crusted and healed, or 48 hours
after commencing antibiotic treatment

Four days from onset of rash

None

Exclusion not usually required

None

Child can return after first treatment

Child can return 24 hours after commencing
appropriate antibiotic treatment

None once rash has developed

Exclude only if rash is weeping and cannot be
covered

None

Athlete's foot IS not a seri«

recommended

- hild fama

See: Vulnerable children and female staft — pregne

I e 12 Mg o VR R Y BTN i
Avoid kissing and contact with the sores.

sor
Cold sores are generally mild and self-limiting

18

Preventable by immunisation (MMR x 2 doses).
See: Female staff — pregnancy

Contact the Duty Room if a large number of children
are affected. Exclusion may be considered in some
circumstances

Antibiotic treatment speeds healing and reduces the
infectious period

Preventable by vaccination (MMR x 2)
See:Vulnerable children and female staff — pregnancy

A self-limiting condition

Treatment is required

None

Household and close contacts require treatment

Antibiotic treatment recommended for the affected
child. If more than one child has scarlet fever contact
PHA Duty Room for further advice

See: Vulnerable children and female staff — pregnancy

Can cause chickenpox in those who are not immune
i.e. have not had chickenpox. It is spread by very close
contact and touch. If further information is required,
contact the Duty Room. SEE: Vulnerable Children and
Female Staff — Pregnancy

Verrucae should be covered in swimming pools,
gymnasiums and changing rooms

Diarrhoea and
vomiting illness

Diarrhoea and/or
vomiting

Recommended period to be kept away
from school, nursery or childminders

required for young children under
/e difficulty in adhering to
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Antibiotic treatment recommended for the affected
 child. If more than one child has scarlet fever contact
PHA Duty Room for further advice

 See:Vulnerable children and female staff — pregnancy

- Can cause chickenpox in those who are not immune
i.e. have not had chickenpox. It is spread by very close
 contact and touch. If further information is required,

- contact the Duty Room. SEE: Vulnerable Children and
- Female Staff — Pregnancy

Warts and verrucae Verrucae should be covered in swimming pools,

| gymnasiums and changing rooms

Dlarrl'.noez? and Recommended period to be kept away o L o
vomiting illness from school, nursery or childminders , ]

Diarrhoea and/or
| vomiting

E. coliO157
VTEC*

Comments

Further exclusion is required for young children under
five and those who have difficulty in adhering to
hygiene practices

Typhoid* [and

paratyphoid*|

(enteric fever)

Shigella*

(dysentery) Please consult the Duty Room for further advice

Cryptosporidiosis* Exclusion from swimming is advisable for two weeks
’ after the diarrhoea has settled

Resplratory Recommended period to be kept away Comments
infections from school, nursery or childminders

Flu (influenza)

Tuberculosis

Whooping cough
(pertussis)

Other Recommended period to be kept away
infections from school, nursery or childminders
‘ Conjunctivitis :‘f If an outbreak/cluster occurs, consult the Duty Room

Family contacts must be excluded until cleared to
| return by the Duty Room.

| Preventable by vaccination. The Duty Room will
| organise any contact tracing necessary

| Glandular fever ‘
: | Treatment is recommended only in cases where live
Head lice ! lice have been seen

e The duty room will advise on any vaccination or
Hepatitis A other control measure that are needed for close
contacts of a single case of hepatitis A and for
suspected outbreaks.

& Hepatitis B and C and HIV are bloodborne viruses that
Hepatitis B*, C, } are not infectious through casual contact. For cleaning of

HIV/AIDS . body fluid spills. SEE: Good Hygiene Practice

B Some forms of meningococcal disease are preventable by
| vaccination (see immunisation schedule). There is no reason
" to exclude siblings or other close contacts qf a case. In case
of an outbreak, it may be necessary to p'rowde antibiotics
with or without meningococcal vaccination to close





