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1.0 College Mission Statement

High quality education changes the world, one child at a time.

We prepare our students for life in a diverse world by intentionally integrating 

students of all abilities, cultural and socio-economic backgrounds, from all faiths and 

none.

We provide a caring and inclusive environment to help our students achieve 

excellence within a culture of acceptance and understanding.
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2.0 Rationale 
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3.0 Aims 

•

•

•

•

•

•

•

•

•

•

•
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4.0 Roles and Responsibilities

 

Role of the School  

/circular-202008-

attendanceguidance-and-absence-recording-by-schools 

 

https://www.education-ni.gov.uk/publications/circular-202008-attendance-guidance-and-absence-recording-by-schools
https://www.education-ni.gov.uk/publications/circular-202008-attendance-guidance-and-absence-recording-by-schools
https://www.education-ni.gov.uk/publications/circular-202008-attendance-guidance-and-absence-recording-by-schools
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Headteacher

The Headteacher will:  

● Set attendance targets in accordance with the School Development Plan.  

● Monitor the progress of attendance.  

● Liaise with the Board of Governors in relation to attendance.  

● Ensure that strategies to promote and implement the policy in school are 
in place.  

● Determine whether to authorise any requests by parents to take their 
child out of school for an extended period of time.  

● Approve decisions on alternative school provision for pupils to alternative 
school provision (EOTAS).  

Deputy Headteacher  

Mrs Clarke, has responsibility for managing school attendance and punctuality.  

This will involve responsibility of the following: 

 

● Develop and implement strategies to promote and encourage good 

attendance and punctuality. 

● Ensure all staff promote and implement agreed attendance management 

strategies. 

● Ensure regular communication of attendance data is shared with Head’s of 

Year including monthly whole school attendance figures, year group 

attendance figures and Education Welfare Service updates 

● Actively promote attendance and punctuality targets at a whole school 

level. 
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Senior Leadership Team (SLT) continued

● Work alongside the pastoral team to provide additional support for 

students who we are concerned about. 

● Provide attendance and punctuality rewards for students who meet / 

exceed targets. 

● Monitor attendance data and advise staff on appropriate actions following 

the school’s attendance strategies and interventions. 

● Work closely with and support the Head’s of Year in relation to their work 

on the attendance and punctuality in school.  

● Regularly review the pupils who are being supported by the Education 

Welfare Service.  

● Meet regularly with the Education Welfare Officer to update and monitor 

pupil attendance below 85% and those pupils’ where attendance has 

dropped significantly due to medical, social, emotional or other issues.  

● Work alongside the pastoral team and SENCO to discuss alternative school 

provision for pupils (EOTAS).  

● Liaise with external agencies and feedback to the pastoral team and other 

relevant staff.  

● Feedback information to the Senior Leadership Team and the School 

Principal in relation to attendance and punctuality.  

● Make use of attendance data to monitor the progress, identify trends and 

set targets for improvement.  

● Adhere to any guidance provided in the Department of Education Circulars 

in relation to attendance. 

● Review and update the school attendance policy annually. 
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Senior Link Teacher

● Each Senior Link teacher will support the Head of Year in leading and 

monitoring attendance within their year group. 

● During each SLT link meeting, attendance will be a standing agenda item 

and will be records in minutes.

 

Heads of Year responsibilities:

● Distribute attendance/punctuality data to Form Tutors on a regular basis. 

● Monitor attendance and punctuality at individual form class and year 

group level on a weekly basis 

● Support Form Tutors to implement a levelled approach regarding 

attendance, where there are concerns over attendance. 

● Have overall responsibility for overseeing Level 0 to Level 3 of the Traffic 

Light Attendance levels 

● Lead the team of Form Tutors in monitoring and recording action taken to 

promote attendance, using the whole school attendance google drive. 

● Coordinate a weekly lateness rota to manage and promote good 

punctuality to school each morning. 

● Coordinate the creation and distribution of attendance incentives and 

rewards for the year group. 

● Promote and celebrate successes in attendance and punctuality on social 

media and on the school website. 

● Sample student planners to ensure pupils are completing their monthly 

traffic light and are checked/signed by Form Tutors. 

● Liaise with parents on attendance issues via phone calls, letters and face 

to face meetings 
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Heads of Year responsibilities continued:

● Organise support for priority pupils i.e. those whose attendance is falling 

rapidly. 

● Request support from SLT when face to face meetings with 

parents/guardians has not had an impact on a student’s attendance, or if 

there is a significant issue which will cause a rapid decline in attendance. 

● Support Form Tutors to ensure that all absences are fully explained and 

appropriately coded. 

● Request support from the Education Welfare Service in liaison with Mrs 

Clarke, if a student’s attendance has / is likely to fall below 85% (Years 8- 

12).  

● Complete Education Welfare Service Referrals for any student whose 

attendance is <85% where all other strategies have been exhausted and 

there are genuine concerns over attendance. 

● Provide pupils’ attendance and punctuality records to employers and other 

agencies upon request. 

● Respond to concerns from form tutors promptly. 

● Meet with Mrs Clarke on a fortnightly basis to discuss year group 

attendance data, progress and concerns. 

● Ensure attendance and punctuality are standing agenda items during Form 

Tutor meetings.  Each Head of Year will forward minutes of meetings to 

Mrs Clarke. 

● Lead the team of form tutors to devise form class attendance targets. 
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Form Tutor Responsibilities

•

•

•

•

•

•

•

•
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Form Tutor Responsibilities continued

•

•

•

•

•

•

•

•

•
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Classroom Teachers will:  

•

•

•

Attendance Liaison Link will:  

•

•

•

•

•

•

•

•

•

•

•



14

Pupils’ Responsibilities 

Pupils are asked to: 

•

•

•

•

•

•

•

•

•

•

•

. 

 

 
.  
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Parent/Guardian Responsibilities

Parents are asked to: 

•

•

•

•

•

•

•

•

[1] Article 45(1) of The Education and Libraries (NI) Order 1986 
 



16

5.0 Punctuality and Lateness
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Late Passes: 

 
Lateness Sanctions: 

 

•

•

•

•
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