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BALLYCLARE PRIMARY SCHOOL 

ATTENDANCE POLICY

The pastoral care of our children is central to the aims, ethos and teaching 
programmes in Ballyclare 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
Ballyclare 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.

Ballyclare 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 Ballyclare 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
• Ballyclare 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. (Records of all letters are held in 
the Attendance File in the School Office)

• 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. 

• At the end of the school year 100% Attendance Certificates are awarded at our 
Prize Distribution.

❖ 1 Year 100% Attendance – Yellow Certificate
❖ 2 Years’ 100% Attendance – Red Certificate
❖ 3 Years’ 100% Attendance – Green Certificate
❖ 4 Years’ 100% Attendance – Pale Blue Certificate
❖ 5 Years’ 100% Attendance – Pale Green Certificate
❖ 6 Years’ 100% Attendance – Orange Certificate
❖ 7 Years’ 100% Attendance – Aqua Blue Certificate



   

• 7 Years’ Attendance – at the end of each year a Cup is given to the Primary 7 
child with the highest 7 year attendance. 

• 7 Years’ Full Attendance - Any child achieving 7 Years’ 100% Attendance will 
be presented with the cup to mark this achievement. Information on Full 
Attendance is also forwarded to Education Authority (NE Region).

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.  The Principal/V.P. 
always try to visit or keep in touch. 

• 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, where possible.

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.

The Education Welfare Services (EWS) will be contacted where lateness persists.

100% 
Attendance 0 days missed Excellent

95-99% 1-8 days absence 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
Possible referral to EWS



   

The table above is based on DENI guidance – School Attendance Matters – A Parent’s 
Guide. (This guide is issued to all P1 Parents at the time of enrolment. In addition, it is 
given at report time to children whose attendance is below 95% and to parents 
periodically, throughout the year, if Attendance letters are given)

• Examples of authorised absences are: 
• Illness; 
•Religious observance by the religious body to which the child’s family 

belongs; 
•Absences allowed by the school. These would usually include: 

- 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 Ballyclare 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.

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



   

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 date. 
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. 

• Teachers will inform parents of concern at parent interview time. 

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 Service, when available, 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. (Copies in 
Attendance File)

The Pastoral Care team 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 8.45am ready to come into school at that 
time.  At 8.55am the bell rings.  By this time the children should have said their 
goodbyes and be in their seats with their class in the correct place.  This creates a 
positive start to the school day and allows learning to commence promptly.

• The children are met each morning by Senior Staff – “Meet and Greet.” 
The register will be taken at 9.00am; the register will then be closed, this is a 
legal requirement.

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. 

The school day starts at 8.55am and we expect all children to be in class at this time. 



   

A child arriving after 8.55am is late. This matter is initially addressed by the class 
teacher. 
If work is missed there is an expectation that this will ‘made up’ by the child.

A child arriving after 9.05am will need to come to the main school entrance where the 
Principal/V.P./SENCO will meet them to discuss the reason. 

Persistent Lateness
Our Late Register is regularly reviewed by the Pastoral Care Co-ordinator and 
patterns and frequency of lateness discussed with the Class Teacher for the purposes 
of addressing with parents at Parental Interviews. In the case of highly frequent 
lateness the Pastoral Care Co-ordinator/Principal will contact the parent to suggest a 
way forward.

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. 

Every effort should be made by parents to encourage their children to see the 
importance of high attendance and good punctuality. These are life-long skills and 
expectations.

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

Chicken Pox • 5 days from the onset of rash

Slapped Cheek • 5 days from the onset of rash

Whooping Cough • 5 days from commencing anti-biotics



   

★ Other Guidelines are held in school for other illnesses/injuries.  
Parents should contact school for guidance. 

Please note:
• If a child arrives to school with any of the above symptoms – he / she will be 

sent home immediately to prevent the spread to others.
• School will provide some work activities, on request. 
• School will not provide written work activities when a child has been 

withdrawn for a holiday. Typically, children are asked to continue with their 
Reading / Spellings / Tables during any such holiday absence.  A folder of 
missed work can be requested from school on return.           

Hand Foot and 
Mouth

• 5 days from the onset of rash / blistering

Scarlet Fever • 5 days from commencing anti-biotics

Diarrhoea / Vomiting • Until diarrhoea / vomiting  has settled for 48 hours

Headlice • None


