
 

                                         

 

 

 

 

 

 

 

 

 

 

Regent House Attendance Policy 
[Updated June 2018] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Regent House Attendance Policy 
 

 

Following a directive from the Department of Education, all schools must set a time 

for the closure of registration. At Regent House registration will now close at 10.30 

a.m. after which time pupils will be marked absent for the morning session unless 

permission has been obtained from the Principal. After this time pupils are still 

required to sign the Late Book to register their presence.  Late arrival should be 

actively discouraged. 

 

The Office Staff will e-mail a list of all pupils who are absent. Staff should check this 

and report discrepancies to the Form Tutor. All staff should check absences each 

period and record this using Lesson Monitor.  Staff should be especially vigilant 

period seven.  If a pupil is absent in the afternoon this must be reported to the Form 

Tutor, who, unless he/she is aware of a genuine reason, will inform the Head of Year.  

 

Daily Routine: Steps to follow: 

 

1. Marking the Register 

 

Do not mark a pupil present unless he/she is in the room. Do not accept the fact 

that another pupil has seen him/her. Pupils must not be marked present in 

retrospect. 

 

Log on to Sims.net 

 

Double click on Take Register icon on tool bar 

 

 
 

alternatively  

Select Focus / Attendance / Take Register 

 

Click on binoculars which brings up a search screen, you can either click on Search to 

select relevant marking in teacher from drop down list or type the teacher’s surname 

then search.  Double click on AM Period for relevant teacher. 

 

The Take Register Screen should appear. 

 

 

 

 



ENTERING REGISTRATION MARKS 

 

Using the / key (forward slash) on keyboard enter a present mark for relevant pupils 

for both AM and PM sessions. 

 

As you scroll down using arrow keys on keyboard, each individual pupil becomes 

highlighted. 

 

Use the N key on the keyboard to enter an absence mark for a pupil for both AM and 

PM sessions. 

 

Use the L key on the keyboard to enter a late mark for a pupil for AM session only. 

 

After taking the register, click SAVE before exiting. 

 

ASSEMBLY MORNINGS / SUBSTITUTE COVER TEACHERS 

 

There will be a manual sheet kept in the roll book for each month to allow manual 

marks to be entered for each pupil only on assembly mornings or when a substitute 

cover teacher is marking in a register.  The office will enter the marks manually on 

these days.  Please use a simple tick system to indicate a present mark and X to 

indicate an absence.   

 

* Please ensure the manual sheet remains in the roll book at all times * 

 



OTHER USEFUL LINKS 

 

When you scroll down to a particular pupil within the take register screen and click 

PHOTO from the links list on right side, the pupil’s photograph appears (useful for 

new pupils). 

 

CLASS PHOTO tab along top of take register screen displays entire class photos 

which can be printed (useful for parents’ nights etc). 

 

ENTERING COMMENTS FOR A PUPIL 

 

The new system allows a (minutes late) to be entered for each pupil.  The office will 

update absence marks with lates using the current late book system.  Instead of 

recording the details on the manual late sheet in roll book, the office will change the 

N code to L code and enter the minutes late for the pupil.  Again this is particularly 

useful when checking up on pupils as a teacher can bring up relevant marking in class 

and pupil and click on MINUTES LATE tab along top of screen to see when pupil 

arrived. When the office enters the minutes late for the pupil the cell turns blue.  

Medical lates (when a note is produced) are recorded as present.  If a pupil is late to 

registration please mark L for AM only.  It is not necessary to enter the number of 

minutes late.  Please do not enter any comments. 

 

STUDENT TEACHER VIEW 

 

The Student Teacher View page enables staff to quickly view a summary of 

information relating to a student. 

 

 * Select Focus / Student / Student Teacher View 

 * Enter a surname and click Search 

 * Highlight required student and click open 

 

Alternatively, this can be accessed in the take register screen by ensuring relevant 

pupil is highlighted and select STUDENT TEACHER VIEW from the right side 

links. 

The page displays various types of read-only information for the selected student in 

the current academic year, linking to more information if required.  This includes: 

 

 * Basic Details    * Behaviour 

 * Emergency Contacts   * Achievements 

 * Key Indicators    * Assessment 

 * Timetable    * SEN needs 

 *  Attendance    * Classes 

 

USEFUL LATE REPORT FOR YEAR HEADS 

 

The office can produce a late report for Year Heads which can be emailed to them on 

a monthly basis.  The report lists any pupils within a month who have at least 3 lates.  

This report takes less than a minute to produce. 

 

 



2.  Absences 

 

Please record the reason for absences on the Orange sheet provided.  Record the 

pupil’s name, date of first absence, date of return and reason for the absence.  Please 

ensure that a valid reason for absence is always provided by a pupil returning to 

school.  This reason will be coded and recorded electronically in the Office.  If you 

are in doubt about the validity of a reason please inform the Head of Year. It is 

essential that a reason is recorded for all absences. If not, the computer regards these 

as unauthorised absences which are then shown as truancy. 

If a reason for absence has not been received within a week, contact should be 

made with the home. 

If a reason for absence has not been received by the end of the school year, the 

absence will be recorded by the office as D (did not provide a note).  The absence 

will then be regarded as truancy. 

Notes from parents should be kept in the folder provided by the Office for this 

purpose.  The folder should be returned to the Office at the end of June. 

 

3.  Lateness 

 

Registration begins at 8.50am.  Pupils who arrive after 8.55am are late and should be 

recorded late by the Form Tutor on SIMS.  Pupils who arrive in school after 9.05am 

should report to the Office and sign the Late Book.  They should then inform the 

Form Tutor that they have arrived.  The Office Staff will record the lateness on the 

Computer and change the absent mark to a late mark. When a pupil is late because of 

a Medical, Dental or Optical appointment he/she must sign the Late Book on arrival 

in school and show the appointment card or letter to the office staff. A copy will be 

made of the letter and the pupil should take the original letter to the Form Tutor.  The 

Office will then record a present mark for the pupil. Pupils must produce an 

appointment card or letter from a parent to verify such appointments and this 

should be presented within one week.  If the teacher is given this note first they 

should ensure that it is sent to the office. 

            

On Assembly mornings, if a pupil misses the start of Assembly, he/she should wait 

quietly outside the Hall until the end of Assembly.  He/she should then inform the 

Form Teacher of his/her presence.  The Form Teacher will mark the pupil late on the 

manual sheet.   

 

4.  Absence During the School Day 

 

If a pupil has to leave school during the school day to attend an appointment with the 

dentist, doctor etc the pupil should, during registration, produce the appointment card 

or a note from home giving details.  The Form Tutor will record the time the pupil 

leaves school on SIMS and, where relevant, the estimated time of return, along with 

the reason.  Even if a Form Tutor has prior notice of an appointment, the pupil 

must be marked absent if not in Registration class. 

 

On Assembly mornings the reverse of the manual sheet can be used for 

recording an absence during the school day. 

 

 



 

 

5.  Registration Book 

 

As there is already quite a lot of necessary administrative material in your 

Registration Book, please discard all notices and announcements as soon as you have 

read them out.  Please keep notes from parents in the folder provided by the Office for 

this purpose.   The folder should be returned to the Office at the end of June. 

 

 6. Number of Days Absent 

 

Please remember that if a pupil is absent frequently without having medical 

documentation, you should pass the matter on to the Head of Year. More than 10 days 

absence in a school year without a specific reason is considered excessive, and may 

need to be referred to the EWS.   

 

1) The Form Tutor should contact the parent or guardian on the third day of 

absence if they have not received a message from home.  

 

2) The monthly printout from the office should be monitored by the Year Head 

once a month and if there is concern about the attendance of any pupil the 

Year Head should contact the parents/guardians. If the problem with 

attendance persists the Year Head should pass this information on to the Head 

of School. 

 

3) Information on attendance which has been passed to Heads of School should 

be raised at the weekly Heads of School Meeting.  Attendance will appear as a 

regular item on the agenda of this meeting.  Decisions on any necessary action 

will be made at these meetings.  The Head of School will also monitor the 

monthly printouts of pupil attendance produced by the office.   

 

4) Senior Teacher in charge of Pupil Progress will meet with the EWO on a 

monthly basis to conduct an audit of attendance, focusing on pupils whose 

attendance has fallen below 85%.  Following these meetings, a letter may be 

sent to parents to alert them to concerns regarding a pupil’s attendance   

 

5) If the above procedures are not successful or if there is still concern about a 

particular pupil, the Senior Teacher will complete the necessary form for 

referral of the pupil to the EWS or, if necessary, the Pastoral VP will complete 

a UNOCINI form to inform the duty social worker of Child Protection issues. 

The Senior Teacher and/or Pastoral VP will work with the EWO to encourage 

good attendance.   

Persistent failure to attend may result in a pupil being asked to withdraw 

from public examinations. 

 

 

 

 

 

 



6) If any teacher is concerned about the attendance of a particular pupil, they 

should refer this information to the relevant Year Head or to the Pastoral VP if 

they feel that it may be linked to Child Protection issues. If a teacher has cause 

for concern about a pupil for any reason, the Head of Year should ring home 

on the first day of absence. 

 

 

7. Field Trips/Educational Visits 

 

Lists of pupils absent on field trips, sporting events, school trips or any school 

function must be given to the Office so that pupils may get their present mark.  It is 

also important to notify the Canteen when large number of pupils will be absent from 

school on Educational Visits. Pupils representing the school, county or Northern 

Ireland will be marked present, but this will be done by the Office when official 

notification is produced. 

Remember that if a pupil is not in registration, he/she must be marked absent. Only 

mark present those pupils whom you actually see in front of you. 

 

8. E.M.A 

 

Notes for pupils on EMA are delivered by the pupil to the Office, where EMA support 

staff will complete the orange form on behalf of the Form Tutor.   

 

9.  General 

 

Please insist on good attendance and remind pupils that employers, universities and 

colleges all require a record of attendance from the school. Their last two years are 

particularly important and must be accurate. 

Absences may also be a Child Protection issue, as frequent absences may be 

indicative of other serious issues.  

Schools are legally bound to publish attendance statistics on an annual basis.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Regent House Attendance Policy for Parents/Pupils 

(Updated June 2018) 
 

 

 

1. Absences 

 

Please ensure that a valid reason for absence is always provided by a pupil 

returning to school.  It is essential that a reason is recorded for all absences. If not, 

the computer regards these as unauthorised absences which are then shown as 

truancy. 

If a reason for absence has not been received, contact will be made with the home. 

If a reason for absence has not been received, the absence will be recorded by the 

office as D (did not provide a note).  The absence will then be regarded as truancy. 

 

2. Lateness 

 

Registration begins at 8.50am.  Pupils who arrive after 8.55am are late and will be 

recorded late by the Form Tutor.  Pupils who arrive in school after 9.05am should 

report to the Office and sign the Late Book.  They should then inform the Form 

Tutor that they have arrived.  When a pupil is late because of a Medical, Dental or 

Optical appointment he/she must sign the Late Book on arrival in school and show 

the appointment card or letter to the office staff. A copy will be made of the letter 

and the pupil should take the original letter to the Form Tutor.  The Office will 

then record a present mark for the pupil. Pupils must produce an appointment 

card or letter from a parent to verify such appointments and this should be 

presented within one week.     

 

Following a directive from the Department of Education, all schools must set a 

time for the closure of registration. At Regent House registration will close at 

10.30 a.m. after which time pupils will be marked absent for the morning session. 

After this time pupil are still required to sign the Late Book to register their 

presence.  Late arrival should be actively discouraged. 

 

On Assembly mornings, if a pupil misses the start of Assembly, he/she should 

wait quietly outside the Hall until the end of Assembly.  He/she should then 

inform the Form Teacher of his/her presence.  The Form Teacher will mark the 

pupil late.  

 

3. Absence During the School Day 

 

If a pupil has to leave school during the school day to attend an appointment with 

the dentist, doctor etc the pupil should, during registration, produce the 

appointment card or a note from home giving details.  The Form Tutor will record 

the time the pupil leaves school and where relevant, the estimated time of return, 

along with the reason.  

 

 

 

 



4. Number of Days Absent 

If a pupil is absent frequently without having medical documentation the matter 

will be referred to the Head of Year. More than 10 days absence in a school year 

without a specific reason is considered excessive, and may need to be referred to 

the EWO.   

 

The Parent should contact the school by the third day of absence.  

 

The Head of School will also monitor the monthly printouts of pupil attendance 

produced by the office and attendance will appear as a regular item on the agenda 

of the weekly Heads of School Meeting.  

 

Senior Teacher in charge of Pupil Progress will meet with the EWO on a monthly 

basis to conduct an audit of attendance, focusing on pupils whose attendance has 

fallen below 85%.  Following these meetings, a letter may be sent to parents to 

alert them to concerns regarding a pupil’s attendance   

 

If the above procedures are not successful or if there is still concern about a 

particular pupil, the Senior Teacher will complete the necessary form for referral 

of the pupil to the EWS or, if necessary, the Pastoral VP will complete a 

UNOCINI form to inform the duty social of Child Protection issues. The Senior 

Teacher and/or Pastoral VP will work with the EWO to encourage good 

attendance.   

 

Persistent failure to attend may result in a pupil being asked to withdraw 

from public examinations. 

 

 

5. Field Trips/Educational Visits 

 

Lists of pupils absent on field trips, sporting events, school trips or any school 

function must be given to the Office so that pupils may get their present mark.  

Pupils representing the school, county or Northern Ireland will be marked present. 

 

6. E.M.A 

 

Notes for pupils on EMA are delivered by the pupil to the office.  

 

7. General 

 

Good attendance is essential, as employers, universities and colleges all require a 

record of attendance from the school. The last two years of a pupil’s attendance 

are particularly important.  

Absences may also be a Child Protection issue, as frequent absences may be 

indicative of other serious issues.  

Schools are legally bound to publish attendance statistics on an annual basis. 


