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KPS Ethos statement 
 
We at Killen Primary School believe pupils should have access to a safe, happy, 
stimulating environment in which they reach their full potential, socially, emotionally 
and academically.  Furthermore, the values of respect, kindness, equality and mutual 
understanding are the foundations of the school. 
 
KPS Vision 
 
Killen Primary School strives to be a safe, welcoming, child-centred, inclusive school 
family celebrating success for all.  We encourage each child to be confident and 
develop a sense of responsibility for themselves and respect for others in the 
community. 
 

Rationale 

 

The Board of Governors have adopted the following policy to maintain the current high 

percentage of pupil attendance at our school. 

 

Killen Primary School believes regular attendance at school is crucial to allow every 

child to fulfil their potential. 

 

We are committed to providing an education of the highest quality for all our pupils.  

We believe high attainment depends on good attendance. 

 

Attendance is recorded twice daily on sims.net. A full attendance requires a child being 

present for the entire day. If a child is sent home due to illness, they will be marked 

absent for the afternoon session. 

 

Key Reasons for children to attend school: 

 

• To learn 

• To have fun 

• To make new friends 

• To experience new things in life 

• To achieve 

• To develop new skills 

• To build confidence and self-esteem 

• To have the best possible start in life 

 

 

 



Aims 

1. To create a culture in which good attendance is accepted as the norm 

2. To demonstrate that good attendance and punctuality is valued by the school 

3. To maintain and develop effective communication between home and school 

Role of Governors 

 

To review this policy regularly and place attendance on governor agenda meetings as 

a regular item. 

 

To approve School Holidays/Closures as early as possible and issue school calendar 

to parents giving them the opportunity to plan for the following year. 

 

Role of Principal 

 

1. To ensure all school personnel, pupils and parents are aware of and comply 

with this policy 

2. Issue to all families, DE School Attendance Matters – A Parent’s Guide 

(Appendix 1)  

3. To monitor school attendance at the end of every month 

4. Contact parents/guardians of these pupils with attendance rates approaching 

85% via telephone to discuss this attendance if the absence is other than 

explained by illness 

5. Send a letter to parents/guardians, if attendance falls below 85% without a 

valid reason, parents are free to discuss this with the principal.  Allow for a 

period of review and monitor if attendance improves.  

6. Refer pupil to EWO if pattern of attendance does not continue to improve 

7. Monitor daily pupil register for attendance marks showing late marks 

(Register after 9.15am) 

8. Contact parents to discuss Late marks 

9. Refer pupil to EWO if late pattern continues. 

10. If no reason has been given for absence, clerical officer will call home asking 

for reason for absence  

 

Role of Clerical officer 

1. Record pupil attendance on Sims.Net  

2.    Use the correct codes depending on reason for absence 

3. Monitor individual and class attendance on a monthly basis 

4. Keep the Principal informed of attendance figures, trends and reports 

5. Compile attendance data for EWO when required 

6. Prepare annual % attendance figure 

7. Pass on telephone messages giving reasons for absence to relevant teacher 

8. If the school has not been informed by the third day of absence the clerical 

officer will telephone home 

 



Role of Teachers 

1. Let the clerical officer know who is absent and reason given 

2. Keep absence letters with class register.  Teachers can also be notified via 

telephone call or Seesaw. 

3. Watch for patterns and communicate concerns with Principal 

4. If no absence note is given on return to school, the teacher will request from 

parent a note/reason via a telephone call/message via Seesaw 

5. Pass attendance letters/daily register to Clerical officer 

 

Role of Parents/Guardians 

 

• To ensure their child goes to school when they are well 

• Ensure their child arrives at school on time 

• Arrange medical/dental appointments outside of school hours when possible 

• Inform school if their child is absent from school by telephoning on the first 

day of absence 

• Send an absence note/telephone call/message via Seesaw to school with 

the child when they return explaining the reason for the absence 

•     Take family holidays outside term time. Holidays taken during the               

school term are unauthorised absences, even when the school has been             

notified of the holiday 

• Attend parent evenings and school events 

• Discuss any problems or difficulties with school – staff want to help and 

support 

 

 

Role of Education Welfare Service (EWS) 

Education Welfare Service have a legal responsibility to make sure that parents 

meet their responsibility towards their children’s education. 

Regular attendance is an essential requirement for educational results and where 

attendance difficulties exist or a pupil’s attendance falls below 85%, Education 

Welfare Service (EWS) will support staff and parents in developing and 

implementing strategies to address or improve school attendance. 

 

Appendix 1 – DE School Attendance Matters 

Appendix 2 – Copy of Killen PS letter to parent/carer 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 



 



 



 



  
 
 
 

          

 

 

 

Dear               , 

 

 We have carried out an attendance report to identify pupils whose attendance has fallen 

to or below 85% as advised by the Education Welfare Officer. As yet your child has not 

been referred to the Education Welfare Service however her attendance of ______, a total 

of    days absent is very concerning. If attendance does not improve, we have no 

alternative but to refer the matter to the Education Welfare Officer. 

 

Whilst the Education Welfare Service is mindful that at times life events/sickness can 

impact slightly on a child’s attendance we wanted to draw your attention to this matter.  

A high level of attendance at school will help ensure your child is reaching their true 

academic potential. 

 

I will continue to monitor attendance and will carry out another review in a months time 

to determine if there has been an improvement. 

 

If you would like to contact the school regarding this issue, please contact the office to 

arrange a suitable time. 

 

Yours sincerely 

 

Mrs C. Goan 

Principal 

 

  

 


