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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. 


