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Attendance   Policy
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ATTENDANCE

It is the duty of parents, by law, to make sure that their children attend school regularly and

punctually. If, on occasion, your child is late for school please send a note of explanation with your child.

Whenever your child is absent from school parents are requested to phone the school before 9.30 on the first day of absence to inform the school of the absence and the reason for the absence.  If the school does not receive this information from parents we will send a “Group Call” message asking parents to contact the school about the child’s absence. A note signed by one of the parents should be sent to school when the child returns. When a child has an afternoon absence, having been present in the morning, parents are requested to inform the school immediately for safety implications.  
Persistent absences and late coming must be reported by the School to the Parent Council and/or the Area Attendance Committee.
Non-Attendance and Truancy Guidelines

Under the terms of Section 30 of the Education (Scotland) Act 1980
“It shall be the duty of the parent of every child of school age to provide sufficient education for him suitable to his age, ability and aptitude either by causing him to attend public school regularly or by other means.”

The guidelines and procedures with regard to attendance and truancy have been revised and I

have outlined the salient points below:

●Parents must continue to telephone the school to indicate that their child will be absent. This is

for safety and security reasons only, not for absence records.

●All absences must be notified in writing, clearly stating the dates of absence. This must include

appointments for medical and dental visits.

●All letters for absence will be stored for the duration of a child’s primary education.

●A series of letters will be triggered by absences. These are a legal requirement. Any

unauthorised or unexplained absence will be recorded as truancy until a written explanation is

given. This is not the case for holiday absence.

●All holidays in term time are regarded as unauthorised absences.

●All holidays must be notified in writing at least 7 days in advance. This must include the exact

dates of the holiday.

●A letter will be issued confirming the dates of the holiday absence and reminding parents that

the holiday is unauthorised.

●A second holiday within a single school session may result in parents being called to appear

before an Attendance Panel. If this stage is reached, a letter will be issued outlining this

procedure.

●Absences on the last day of term will be regarded as unauthorised unless written advice is

received prior to the absence.

●Where a child’s level of absence becomes very numerous, parents may be referred to the

Attendance Committee which has the power to impose fines or imprisonment.

●Lateness is recorded daily. If a child is consistently late, this too may result in referral to the

Attendance Panel. Four consecutive late arrivals or consistent lateness will trigger official

letters.

●If a child is very late, it is classed as an unauthorised absence as this also has a detrimental

effect on a child’s progress in school.
These revised guidelines and procedures are a national initiative to improve learning for all

children. It involves a considerable workload for school staff and may at first seem inconvenient

and bureaucratic. Please play your part as a good parent and this will help us to fulfil this legal

requirement. Hopefully, the end result will be excellent attendance figures for St. Andrews Primary School.
