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KIRCUBBIN INTEGRATED PRIMARY SCHOOL

ATTENDANCE POLICY

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.

Kircubbin IPS will strive to promote an ethos and culture which encourages good
attendance in line with our Vision and Aims —

School Vision

At Kircubbin Integrated Primary School we firmly believe that we all need to love and
be loved. Through core integrated principles of equality, faith and values, parental
involvement and social responsibility we aim to ensure all within our school
community are valued, respected and loved. In learning to love, our children can
love to learn and achieve their full potential.

School Aims

At KIPS we aim to create a loving, happy and stimulating environment where pupils
can learn effectively by...

Equality
- Catering for the needs of each individual.
Faith and Values

- Ensuring that people from all faiths and none, are respected, acknowledged
and accepted as valued members of the school community through mutual
understanding.

Parental Involvement
- Partnering with parents and the wider community in supporting our children.
Social Responsibility

- Developing a sense of responsibility and a belief that we can all make a
positive difference with ourselves and others, locally, internationally and to the
planet.



Policy Aims:

=

To improve/maintain the overall attendance of pupils at KIPS.

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 has overall responsibility for school attendance. Class teachers should
bring any concerns regarding school attendance to his/her attention.

The Board of Governors provide support by reviewing school attendance figures and
targets, ensuring it is discussed at each meeting.

Teaching staff regularly monitor the attendance and punctuality of pupils by ensuring
that attendance is recorded at the beginning of morning and afternoon registration
sessions.

To accurately record and monitor attendance in a consistent way, we will adhere to
the guidance provided in the Department of Education Circular 2025/09, which can
be found at the following link:

https://www.education-ni.qgov.uk/articles/circular-202509-attendance-
quidance-and-absence-recording-202526

Kircubbin IPS is committed to working with parents/guardians to encourage regular
and punctual attendance.

Role of Parent/Guardian

Parents/guardians 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.

If a child is registered in school, their parent/guardian has a legal duty to ensure that
they regularly attend that school.

It is a parent’s/guardian’s responsibility to inform the school of the reason for a
pupil’s absence on the first day of absence or 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 which may be required.

Parents/guardians can inform their child’s class teacher by —


https://www.education-ni.gov.uk/articles/circular-202509-attendance-guidance-and-absence-recording-202526
https://www.education-ni.gov.uk/articles/circular-202509-attendance-guidance-and-absence-recording-202526

e Pupil Absence Form (on the school app).
e Handwritten note handed to the class teacher.
e Contacting the School Office via phone or email.

Pupils are expected to be in school at 9.00am in the morning for registration. It is the
responsibility of parents/guardians to ensure that your child is punctual. Lateness is
recorded at registration and on your child’s attendance record.

If your child appears reluctant to attend school, please discuss the matter promptly
with the class teacher or Principal to ensure that both you and your child receive
maximum support.

Miss School, Miss Out campaign can be used to promote attendance.

https://www.nidirect.gov.uk/campaigns/miss-school-miss-out

School Procedures
Registration

Pupil registration will take place each morning at the start of school, at 9.00am.
Children will be recorded as present or absent. Any pupils who are absent from
school will have their absence recorded as being authorised, unauthorised or as an
approved educational activity (attendance out of school). If there is no known reason
for an absence at registration, then the absence will, in the first instance, be
recorded as unauthorised. In cases where an absence at registration was, for
example, for attending an early morning medical appointment, the appropriate
authorised absence code will be entered. Only the principal, or a member of staff
acting on their behalf, can authorise absence.

Lateness

Pupils who arrive to school after registration will be marked as present but the code
‘L’ will be used to record lateness. It is important that children are in school for the
opening of registration. This allows them time to get organised for the day.
Lateness will be recorded in minutes. This information will be available for the
Education Welfare Officer. Parents will be informed if their child’s lateness accounts
for 5 or more days in any one month. A letter will be sent with this information (see
Appendix 1).

First Day Absence

On the first day of absence parents may contact the school.


https://www.nidirect.gov.uk/campaigns/miss-school-miss-out

Third Day Absence

If a child is still absent, and there has been no contact from the parents, a standard
phone call of enquiry may be made by the school.

Ten Days’ Absence

The Education Welfare Officer will be notified of any pupil who is absent without an
explanation for 10 consecutive days.

Frequent Absence

It is the responsibility of the class teacher to be aware of, and bring to the attention of
the Principal, any emerging attendance concerns. In cases where a pupil begins to
develop a pattern of absences, the school will try to resolve the problem with the
parents/ carers. If this is unsuccessful the school will refer to the Education Welfare
Officer.

Return to School/Absence Notes

Parents must provide an explanation detailing any absence, at first registration, on
their child’s return to school if they have not previously notified the school of the
absence. Parents may use the Absence Form available via the school app for this
purpose.

If the teacher does not receive an explanation for the absence within a few days of
their child’s return to school a request slip will be sent home (see Appendix 2).

Notes received from parents explaining absence will be kept by the teacher for the
remainder of the academic year. If there are attendance concerns about the pupil
which may require further investigation, then the notes may need to be retained for a
longer period.

In keeping with our school ethos, it is important that on return from an absence all
pupils are made to feel welcome and loved; regular attendance is the responsibility
of the parent/ carer and not the child. This should include ensuring that the pupils are
helped to catch up on missed work and brought up to date on any information that
has been passed to the other pupils.

Holidays in Term Time

Holidays during term time are discouraged by the school. Parents are reminded of
the effect that absence can have on a pupil’s potential achievement. Absences
marked as ‘authorised’ will only be considered in exceptional circumstances.
Examples might include occasions such as attending the wedding of an immediate
family member. Authorised absences may also be used in the event of a pupil
attending an activity which the school deem has a direct correlation to their ongoing
academic or educational progression.



This code may also be used when a pupil is participating in or attending an approved
sporting or other activity such as participation as an amateur in a school-organised
sport or as a representative at county, provincial or international level. For all
unauthorised absences no additional work should be provided by staff.

Promoting Attendance

The school will use opportunities as they arise to remind parents/carers that it is their
responsibility to ensure that their children receive their education; this includes
Parents’ Information Sessions and newsletters.

Parents will be informed of their child’s attendance levels at both parent consultation
meetings during the year as well as their child’s annual report.

Attendance Procedures for Office Staff
At the end of each month —

1) Check year group attendance and ensure all marks are up to date.

2) Inform staff of any changes to made to the register

3) Print a monthly attendance report for the Principal and Pastoral Care
Coordinator.

4) Issue absence letters to teachers to distribute to parents for any remaining
unexplained absences during the month (see Appendix 2).

Chair of the Board of Governors’ Signature:

Principal’s Signature: Date:




Appendix 1

re: Lateness
Dear Parent/Carer,

In line with our Attendance Policy, we are writing to inform you that your child has
arrived late to school (i.e., after registration time) on at least five occasions in the
past month.

When a pupil arrives late, it can be unsettling for them as they may miss important
information or activities that take place at the beginning of the school day. This often
results in your child needing to catch up and may require additional support to help
them settle into learning.

Please make every effort to ensure that your child is in school for registration at
9.00am each morning. If there are any extenuating circumstances that we are not
currently aware of, it is important that you inform either your child’s class teacher or a
member of our Safeguarding Team (Mrs Smyth, Mrs McManus, Mr Martin or Mr
Irvine) as soon as possible.

We are committed to supporting you in every way we can to help ensure your child
gains the very best from their education.

Yours sincerely,

R Irvine
Principal



Appendix 2

Re: Unexplained Absence
Dear Parent/Carer,

In line with our Attendance Policy, we are writing to inform you that your child was
absent from school and we have not yet received an absence note.

Please confirm the reason for absence by returning the slip below or alternatively
using the Absence Form on the school app.

Thank you for your support.

Yours faithfully,

R Irvine
Principal

Re: Unexplained Absences

An unexplained absence was recorded for

on:

Reason for Absence:

Signed: (Parent/ Guardian)




