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[image: ]At Sion Mills Primary School and as a Rights Respecting School, we believe privacy is important[footnoteRef:1]. We are committed to complying with our data protection obligations and to being concise, clear and transparent about how we obtain and use Personal Information and how (and when) we delete that information once it is no longer required.   [1:  Article 16 Every child has the right to privacy. UNCRC] 

We will review and update this data protection policy (the “Policy”) regularly in accordance with our data protection obligations. 
Any queries in relation to this Policy or any of the matters referred to in it should be submitted to the Principal. The Principal can be contacted by telephone on 02881658249, email: info@sionmills.strabane.ni.sch.uk or by post at Sion Mills Primary School, The Park, Sion Mills, Co Tyrone. BT82 9HP.
The following policies, procedures and documents are also relevant to this Policy:
· Data Breach Management Procedure
· Subject Access Request Procedure
· Department of Education Document Disposal Schedule
· E Safety Policy
[bookmark: _Toc217817772]

[bookmark: _Toc511730855]DATA PROTECTION POLICY
1. [bookmark: _Toc511730856]Scope
1.1. The School is subject to the General Data Protection Regulation (GDPR) which imposes obligations on the School as a data controller in relation to the protection, use, retention and disposal of Personal Information.  This Policy sets out the procedures that are to be followed when dealing with Personal Information and applies to all Personal Information processed by or on behalf of Sion Mills Primary School.  
1.2. You must read this Policy because it gives important information about:
1.2.1. the data protection principles with which Sion Mills Primary School must comply;
1.2.2. what is meant by Personal Information and Special Category Data;
1.2.3. how we gather, use and (ultimately) delete Personal Information and Special Category Data in accordance with the data protection principles;
1.2.4. where more detailed Privacy Information can be found, e.g. about the Personal Information we gather and use about you, how it is used, stored and transferred, for what purposes, the steps taken to keep that information secure and for how long it is kept;
1.2.5. your rights and obligations in relation to data protection; and
1.2.6. the consequences of our failure to comply with this Policy.
1.3. Please refer to the School’s privacy notices available on the school website, App or at the school office and, where appropriate, to other relevant policies including in relation to E-safety which contain further information regarding the protection of Personal Information in those contexts.
2. [bookmark: _Toc205370079][bookmark: _Toc194299066]Data Protection Principles
2.1. [bookmark: 006bef2b-ad3e-4d15-b769-e87bbae3fb2a]GDPR sets out the following principles with which any party handling Personal Information must comply. All Personal Information must be: 
2.1.1. processed lawfully, fairy and in a transparent manner;
2.1.2. [bookmark: 5ace7f92-63d1-477a-8c6e-55292078e6d2]collected for specified, explicit and legitimate purposes only, and will not be further processed in a manner that is incompatible with those purposes; further processing for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes shall not be considered to be incompatible with the initial purposes;
2.1.3. [bookmark: b4556d73-a3f4-4c7e-a908-b65fab6b93cf]adequate, relevant and limited to what is necessary in relation to the purposes for which it is processed;
2.1.4. [bookmark: 022f4a36-178d-4d8c-8e9b-b053902cd323]accurate and, where necessary, kept up to date and take reasonable steps to ensure that inaccurate Personal Information are deleted or corrected without delay;
2.1.5. [bookmark: a6cc5b4c-bf27-45f3-a980-8a9a501962f1]kept in a form which permits identification of individuals for no longer than is necessary for the purposes for which the information is processed; Personal Information may be stored for longer periods insofar as the data will be processed solely for archiving purposes in the public interest, scientific or historical research purposes subject to implementation of the appropriate technical and organisational measures required by GDPR in order to safeguard the rights and freedoms of the individual; and
2.1.6. processed in a manner than ensures appropriate security of the Personal Information, including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures. 
3. [bookmark: 41e603cc-312d-454c-9eb4-218abe8a2a6c]Lawful, Fair and Transparent Processing 
3.1. The School will, before any processing of Personal Information starts for the first time, and then regularly while it continues:
3.1.1. process the Personal Information on at least one of the following bases:
3.1.1.1. [bookmark: 2a931106-1f04-47c5-ab97-f150f51a8beb]Consent: 
· the individual has given their express agreement to the processing of their Personal Information for one or more specific purposes;
· parental consent will be obtained for any child aged under 13 years old or for children aged over 13 who are not considered capable of giving consent themselves.
3.1.1.2. [bookmark: 65516316-d701-42e9-897c-6b08b348b05c]Contractual: 
· the processing is necessary for the performance of a contract to which the individual is party or in order to take steps at the request of the individual prior to entering into a contract;
3.1.1.3. [bookmark: 88b02bc0-a1d3-467d-91cc-621a264a3e12]Legal Obligation: 
· the processing is necessary for compliance with a legal obligation to which the School is subject;
3.1.1.4. [bookmark: c936d6d1-d842-4785-b41d-19a858deda7e]Vital Interests: 
· the processing is necessary for the protection of the vital interests of the individual or another natural person; or
3.1.1.5. [bookmark: 40a3a401-93e7-47b8-815b-b30b4a81b89e]Public Interest: 
· the processing is necessary for the performance of a task carried out in the public interest or exercise of official authority; or
3.1.1.6. [bookmark: 32888330-c770-4f61-8a3f-cbaf41e65f83]Legitimate Interests: 
· the processing is necessary for the purposes of legitimate interests of the School or a third party, except where those interests are overridden by the interests of fundamental rights and freedoms of the individual, in particular where the individual is a child.
3.1.2. [bookmark: bc64f21d-944e-4ed8-9ba5-dcdc7539bdfd]except where the processing is based on consent, satisfy ourselves that the processing is necessary for the purpose of the relevant lawful basis (i.e. that there is no other reasonable way to achieve that purpose);
3.1.3. [bookmark: f6e5410f-e213-4332-af80-fc41f97d6bdf]document our decision as to which lawful basis applies to help demonstrate our compliance with the data protection principles;
3.1.4. [bookmark: ce5cc3ab-59ca-4086-9186-43976a8b9943]include information about both the purposes of the processing and the lawful basis for it in our relevant privacy notices – See school website and App.
3.1.5. [bookmark: f940c482-10e1-42e6-80bf-3cc55a48d0ea]where Special Category Data is processed, identify a lawful special condition for processing that information and document it; and
3.1.6. [bookmark: d55a75d7-cb95-4c90-adeb-9d2968b84a2d]where criminal offence information is processed, identify a lawful condition for processing that information and document it.
4. [bookmark: _Toc511730859]Rights of the Individual
4.1. The GDPR states that individuals have the following rights in respect of the processing of their Personal Information:
4.1.1. The right to be informed: 
4.1.1.1. The School will keep individuals informed of its processing activities through its privacy notices available at the school office and on the school App.
4.1.2. The right of access:
4.1.2.1. An individual may make a subject access request (“SAR”) at any time to find out more about the Personal Information which the School holds on them. All SARs must be forwarded to the Principal. The Principal can be contacted by telephone on 02881658249, email: info@sionmillsps.strabane.ni.sch.uk or by post at Sion Mills Primary School, The Park, Sion Mills, Co Tyrone. BT82 9HP.
4.1.2.2. The School is required to respond to a SAR within one month of receipt but this can be extended by up to two months in the case of complex and/or numerous requests and, in such cases, the individual will be informed of the need for such extension. The School does not charge a fee for the handling of a straightforward SAR. 
4.1.3. The right to rectification:
4.1.3.1. If an individual informs the School that Personal Information held by the School is inaccurate or incomplete, the individual can request that it is rectified.
4.1.4. The right to erasure:
4.1.4.1. An individual is entitled to request that the School ceases to hold Personal Information it holds about them. 
4.1.4.2. The School is required to comply with a request for erasure unless the School has reasonable grounds to refuse. 
4.1.5. The right to restrict processing:
4.1.5.1. An individual is entitled to request that the School stops processing the Personal Information it holds about them in certain circumstances. 
4.1.6. The right to data portability:
4.1.6.1. An individual has the right to receive a copy of their Personal Information and use it for other purposes. 
4.1.7. The right to object:
4.1.7.1. An individual is entitled to object to the School’s processing of their Personal Information. 
4.1.8. Rights in relation to automated decision making and profiling:
4.1.8.1. An individual has the right to challenge any decision that is made about them on an automated basis (subject to certain exceptions).
4.1.8.2. The School is also required to comply with certain conditions if it uses Personal Information for profiling purposes. 
5. [bookmark: _Toc511730870]Data Protection Officer
5.1. A Data Protection Officer (DPO) is appointed who will monitor adherence to this policy. You can contact our DPO at dpo@eani.org.uk.
5.2. The DPO is required to have an appropriate level of knowledge.
6. [bookmark: _Toc511730867]Privacy by Design 
6.1. The School has adopted the principle of privacy by design and will ensure that the definition and planning of all new or significantly changed systems that collect or process Personal Information will be subject to due consideration of privacy issues, including the completion of one or more data protection impact assessments. 
6.2. The data protection impact assessment will include:
6.2.1. Consideration of how Personal Information will be processed and for what purposes;
6.2.2. Assessment of whether the proposed processing of Personal Information is both necessary and proportionate to the purpose(s);
6.2.3. Assessment of the risks to individuals in processing the Personal Information;
6.3. What controls are necessary to address the identified risks and demonstrate compliance with legislation.
6.4. A data protection impact assessment is conducted by the Principal:
6.4.1. On every business process periodically, at least once a year and more frequently where the amount and/or sensitivity of Personal Information processed, dictates so;
6.4.2. As part of the project calendar admission requirements checklist;
6.4.3. At every high-impact change, and/or at the request of the Data Protection Officer.

7. Data Retention & Disposal
7.1. The longer that Personal Information is retained, the higher the likelihood is accidental disclosure, loss, theft and/or information growing stale. 
7.2. Any Personal Information kept by the School is managed in accordance with the Department of Education Disposal of Records Schedule (https://www.education-ni.gov.uk/publications/disposal-records-schedule).
8. [bookmark: _Toc511730871]Data Breach
8.1. A data breach is any (potential) unintended loss of control over or loss of Personal Information within the School’s environment. Preventing a data breach is the responsibility of all the School staff and its workforce. 
8.2. Please refer to the School’s Data Breach Management Procedure.


9. Third-Party Services and Subcontracting 
9.1. The School may decide to contract with a third party for the collection, storage or processing of data, including Personal Information e.g. Welfare, Safeguarding and Child Protection data.
9.2. If the School decides to appoint a third party for the processing of Personal Information, this must be regulated in a written agreement in which the rights and duties of the School and of the subcontractor are specified. A subcontractor shall be selected that will guarantee the technological and organisational security measures required in this Policy, and provide sufficient guarantees with respect to the protection of the personal rights and the exercise of those rights.
9.3. [bookmark: _Toc217817775][bookmark: _Toc205370080][bookmark: _Toc194299067][bookmark: _Toc511730872]The subcontractor is contractually obligated to process Personal Information only within the scope of the contract and the directions issued by the School. 
10. International Transfers of Data
10.1. Under the GDPR, transfers of personal data to countries outside the EEA (that means the European Union, Iceland, Liechtenstein and Norway) are restricted to ensure that the level of data protection afforded to individuals by the GDPR is not undermined. Personal Data is transferred out of the EEA it is transmitted, sent, viewed or accessed in or to a different country.
10.2. Any transfers of Personal Information outside of the EEA will be carefully reviewed before any transfer takes place to ensure they fall within the limits imposed by the GDPR. This depends partly on the European Commission’s judgement as to the adequacy of the safeguards for personal data applicable in the receiving country and this may change over time.
11. Complaints
11.1. Complaints will be dealt with in line with the School’s Complaints policy available on the school website, App or at the school office.
11.2. [bookmark: _BPDCD_12][bookmark: _BPDCI_13]You have the right to make a complaint at any time to the Information Commissioner's Office (ICO), the UK supervisory authority for data protection issues. The ICO’s details are as follows:
[bookmark: _BPDCI_14]The Information Commissioner’s Office – Northern Ireland
3rd Floor
14 Cromac Place, 
Belfast
BT7 2JB

Telephone: 028 9027 8757 / 0303 123 1114
Email: ni@ico.org.uk

12. Definitions 
	“consent”
	is any freely given, specific and transparently, well-informed indication of the will of the individual, whereby the individual agrees that his or her Personal Information may be processed. Particular requirements about consent can arise from the respective national laws.

	"Personal Information" 

	(sometimes known as “personal data”) means any information relating to an identified or identifiable natural person. An identifiable person is one who can be identified, directly or indirectly — in particular, by reference to an identification number or to one or more factors specific to his or her physical, physiological, mental, economic, cultural or social identity.

	“processing” 

	means obtaining, recording, organising, storing, amending, retrieving, disclosing and/or destroying information, or using or doing anything with Personal Information.

	"Special Category Data" 

	(sometimes known as “sensitive personal data”) means Personal Information that reveals racial or ethnic origin, political opinions, religious or philosophical beliefs, trade union membership, genetic and biometric data and the processing of data concerning health or sex life 
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1. Introduction 

We hope that issues can be addressed by talking to the relevant staff.  Open communication and regular engagement between the school, parents/carers and other stakeholders is vital to nurturing positive relationships within the whole school community.

1.1. School Information

Here at Sion Mills Primary School, Nursery Unit & Speech and Language Unit, we take complaints seriously.  We have the best interests of all our pupils and their families at the centre of all we do. We encourage anyone with a worry to speak to us as soon as possible. As we continue our Rights Respecting Schools journey we consistently endeavour to embed the Articles of the UNCRC[footnoteRef:1] (United Nations Convention on the Rights of the Child) in all of our school policies and procedures, including the Complaints Procedure. If issues are dealt with at an early stage, then they are more likely to be resolved leaving no unnecessary dissatisfaction.  [1:  https://www.unicef.org.uk/wp-content/uploads/2016/08/unicef-convention-rights-child-uncrc.pdf] 


We welcome communication with our staff.  Parents / carers can do this by contacting staff as outlined below:

We take all issues seriously and make every effort to resolve matters as quickly as possible.





















































1.2. Communication Chart





Your child’s teacher 

Tel: 028 8165 8249 / on the class Seesaw account 











The school secretary – Mrs Lynch, to make an appointment

Tel: 028 8165 8249 / email: info@sionmillsps.strabane.ni.sch.uk











Principal / Vice-principal: Mrs McNelis or Mrs Kingh

Tel: 028 8165 8249 / email: info@sionmillsps.strabane.ni.sch.uk















If you wish to make a complaint, please follow the School Complaints Procedure attached. 
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SION MILLS PRIMARY SCHOOL, NURSERY UNIT AND SPEECH & LANGUAGE UNIT

COMPLAINTS PROCEDURE







Adopted by Board of Governors on: 		17th May 2022

To be reviewed :  				May 2025		











2. 
Scope of the Complaints Procedure



A complaint is described as an expression of dissatisfaction with our work. 



2.1	Complaints with Established Procedures



Our school Complaints Procedure sets out how any expression of dissatisfaction relating to the school will be managed. By taking complaints seriously at the earliest possible stage, it is hoped that they can be resolved quickly and effectively.



Some examples of complaints dealt with:

· Not following school policy

· Communication delays / lack of communication

· Difficulties in staff  / pupil relationships



This procedure should not be used for complaints with separate established procedures, however if your complaint relates to the school’s failure to correctly administer any of these procedures, then you may complain by means of this procedure.



Some examples of statutory procedures and appeal mechanisms, which are not part of the schools complaints procedure, are listed below.  The list is not exhaustive.    The principal/ chair of governors will advise on the appropriate procedure to use when a complaint is raised.





		Exceptions



		· Admissions / Expulsions / Exclusion of children from school

· Statutory assessments of Special Educational Needs (SEN) 

· School Development Proposals 

· Child Protection / Safeguarding

 







2.2 	Anonymous Complaints



The school will not normally investigate anonymous complaints, unless deemed by the chairperson of the board of governors to be of a very serious nature.   The decision of dealing with such complaints will be at the discretion of the chairperson of the board of governors.



3. Aims of the Complaints Procedure



3.1. When dealing with Complaints 



Our school aims to:



· Encourage resolution as quickly as possible;

· Provide timely responses;

· Keep complainants informed of progress;

· Ensure a full and fair investigation of your complaint;

· Have due regard for the rights and responsibilities of all parties involved;

· Respect confidentiality;

· Fully address complaints and provide an effective response;

· Take appropriate action to rectify the issue and prevent it happening again;

· Be responsive to learning from outcomes that will inform and improve practice within the school.

· Provide a process that is simple to understand and use;

· Be impartial;

· Be non-adversarial.



3.2. Availability of Procedure



A copy of this Procedure is available on our school’s website or is available from the school on request.



4.  Complaints Procedure – At a Glance

  	

Stage Two



Write to the Chairperson of Board of Governors

Stage One



Write to the Principal





		

 







4.1. Time Limit



To enable complaints to be resolved, please contact the school as soon as possible.  Unless there are exceptional circumstances, complaints will normally only be considered within 6 months of the date of the incident(s) about which you are complaining.



4.2. Stage One



When making a complaint, contact the school principal who will arrange for the complaint to be investigated. If the complaint is about the principal, proceed to Stage Two.  The school requires complaints to be made in writing.  Where this may present difficulties, please contact the school which will make reasonable arrangements to support you with this process.



When writing your complaint, please provide clear information and include the following:



· Your name and contact details

· What your complaint is about – please try to be specific

· What you have already done to try to resolve it and

· What you would like the school to do to resolve your complaint



The principal will normally acknowledge the complaint as soon as possible but within 10 school working days.  This will be a short response and you will be sent a copy of, (or a link to) the school’s complaints procedure.  A final response will normally be made within 20 school working days of receipt of the complaint. This response will be issued in writing and will indicate with reasons whether the complaint has been upheld, partially upheld or not upheld. If, for any reason, the consideration of a complaint takes longer to complete, you will be informed of revised time limits and kept updated on progress.



These timeframes may need to be reviewed if complaints are ongoing during school holiday periods.



If you remain unhappy with the outcome at Stage One, the complaint may be progressed to Stage Two which is overseen by the board of governors.



4.3. Stage Two



If your complaint is about the principal or if the complaint is unresolved after Stage One, write to the chairperson of the board of governors.  Where this may present difficulties, please contact the school which will make reasonable arrangements to support you with this process.  The letter can be left at the school office and marked ‘private and confidential’.  The chairperson will convene a committee to consider the complaint.  



In the case of the complaint being about the principal, this committee will investigate the complaint.



Please provide clear information and include the following:



· Reason(s) why you disagree with the stage one findings

· Any aspect in which you think that the school’s complaints procedure was not fully followed



The chairperson of the committee will normally acknowledge the complaint as soon as possible but at least within 10 school working days.  A final response will normally made within 20 school working days from date of receipt of the second letter.  The response will be issued by the chairperson of the committee and will indicate, with reasons, whether the complaint has been upheld, partially upheld or not upheld.  



If, for any reason, the review of a complaint takes longer to complete, complainants will be informed of revised time limits and kept updated on progress.



These timeframes may need to be reviewed if complaints are ongoing during school holiday periods.





4.4. Northern Ireland Public Services Ombudsman (NIPSO) www.nipso.org.uk



If following Stage Two you remain dissatisfied with the outcome of your complaint, you can refer the matter to the Office of the Northern Ireland Public Services Ombudsman (NIPSO). 



The Ombudsman provides a free, independent and impartial service for handling complaints about schools in Northern Ireland.  You have the right to complain to the Ombudsman if you feel that you have been treated unfairly or have received a poor service from a school and your complaint has not been resolved to your satisfaction.



A complaint should normally be referred to NIPSO within six months of the final response from the School.  The school must advise in its concluding letter that the complaint may be referred to the NIPSO if you remain dissatisfied.

Contact details for NIPSO are provided below.



Northern Ireland Public Services Ombudsman

Office of the Northern Ireland Public Services Ombudsman

Progressive House

33 Wellington Place

Belfast

BT1 6HN



Freepost: FREEPOST NIPSO

Telephone: 02890 233821 

Freephone: 0800 34 34 24

Email:  nipso@nipso.org.uk

Web:  www.nipso.org.uk





5. What To Expect Under This Procedure



5.1. Your rights as a person making a complaint



In dealing with complaints we will ensure:



· Fair treatment;

· Courtesy;

· A timely response; 

· Accurate advice;

· Respect for privacy – complaints will be treated as confidentially as possible allowing for the possibility of consultation with other appropriate parties about the complaint; and

· Clear reasons for decisions.



5.2. Your responsibilities as a person making a complaint



When making a complaint it is important that you:



· Raise issues in a timely manner

· Treat our staff with respect and courtesy

· Provide accurate and concise information in relation to the issues raised

· Use these procedures fully and engage with them at the appropriate levels



5.3. Rights of parties involved during the investigation



Where a meeting is arranged parties may be accompanied but not represented by another person.  



Complainant: - should be informed that they may be accompanied but not represented by another person during the process e.g. spouse, friend, family member or interpreter, provided this person is not offering legal representation or acting in an official capacity.

If the complainant feels unable to speak on their own behalf, they may avail of support from outside agencies as agreed with the school. (Local MLAs / Councillors / Citizens’ Advice Bureau / Parenting NI / Children’s commissioner)



Staff Members: - should be informed that they may be accompanied or represented by another person during the process e.g. union representative, colleague[footnoteRef:2] [2:  For information on workers’ statutory rights to be accompanied, this should be read in accordance with Section 3 of the LRA’s Code of Practice on Disciplinary and Grievance Procedures (Paras 110-116).  
] 


Pupils: permission should be sought from parents / guardians and parent, guardian or other nominated adult should accompany pupils.



It may be appropriate to seek a written statement if a person is unable to meet for any reason.



Parties should normally be informed when a complaint is made against them and be able to see relevant correspondence.

	

This Procedure does not take away from the statutory rights of any of the participants.



5.4. Timeframes



Stage One – Normally acknowledge as soon as possible but at least within 10 school working days, with final response normally provided within 20 school working days



Stage Two – Normally acknowledge as soon as possible but at least within 10 school working days, with final response normally provided within 20 school working days



If, for any reason, the consideration / review of a complaint takes longer to complete, complainants will be informed of revised time limits and kept updated on progress.



These timeframes may need to be reviewed if complaints are ongoing during school holiday periods.





5.5. Equality



The school requires complaints to be made in writing. Where this may present difficulties, please contact the school which will make reasonable arrangements to support the complainant with this process.





5.6. Unreasonable Complaints

The school is committed to dealing with all complaints fairly and impartially, and to providing a high quality service to those who complain. There will be occasions when, despite all stages of the complaints procedure having been completed and the complaint has been reviewed by the Ombudsman, the complainant remains dissatisfied.  The school must balance the rights of an individual to make a complaint and have it fairly investigated with the rights of staff not to be subjected to unacceptable actions or behaviour. 



Any decision to treat a complainant as unreasonable must take into account the need to ensure that the complaints procedure is being fairly applied and every attempt has been made to communicate and address concerns about behaviour/conduct with the complainant.  In the event that such a decision has been taken, the complainant will be advised accordingly.
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Introduction 


This policy has been reviewed with reference to the Covid-19 Northern Ireland Re-opening Schools Guidance, DE., 13th August 2020. (See Covid-19 Annex to Attendance Policy document for details on Pupil Attendance.)


[image: ]Regular school attendance is crucial in raising standards in education and ensuring that every child can have full access to the school curriculum and reach their potential. This concurs fully with Article 28 of the UNCRC – Every child has the right to an education.


Sion Mills Primary School will strive to promote an ethos and culture which encourages good attendance and where each pupil will feel valued and secure.


School Mission Statement


At Sion Mills Primary School we aim to provide a caring, stimulating, learning community where all are respected and valued. Building up self-esteem is at the core of all we do and together we celebrate all successes within our school community. 


Aims 


1. To improve the overall attendance of pupils at Sion Mills Primary School. 


2. To develop a framework that defines roles and responsibilities in relation to attendance. 


3. To provide advice, support and guidance to parents/guardians and pupils. 


4. To promote good relationships with the Education Welfare Service. 





Role of the School 


The Principal at Sion Mills PS has overall responsibility for school attendance; teachers should bring any concerns regarding school attendance to her attention. 


The Board of Governors provide support by reviewing school attendance figures and targets and ensuring it is placed as a termly agenda item. 


Teaching staff regularly monitor the attendance and punctuality of pupils by ensuring that attendance is recorded at the beginning of morning and afternoon registration sessions. This shows whether the pupil is present, engaged in an approved activity off site, or absent.


If a pupil is absent, every half-day absence has to be classified by the school as either authorised or unauthorised. Only the school can authorise the absence, not parents/ carers. This is why information about the cause of each absence is required.





Authorised absences are mornings or afternoons away from school for a good reason like illness, hospital appointment or other unavoidable cause.





Unauthorised absences are those which the school does not consider reasonable and for which no ‘leave’ has been given. This includes:





· parents/carers keeping pupils off school unnecessarily;


· truancy before or during the school day;


· absences which have never been properly explained;


· children who arrive at school too late to get a registration mark.





It is hoped that parents/carers, school staff and statutory authorities can work closely to overcome any problems which may affect a pupil’s attendance. If a pupil is reluctant to attend, it is never a good idea to cover up their absence or to give in to pressure to excuse them from attending. This will only give the impression that attendance does not matter, and may make matters worse.





To enable our school to accurately record and monitor attendance in a consistent way we will adhere to the guidance provided in the Department of Education Circular 2015/02, which can be found at the following link: 


http://www.deni.gov.uk/index/support-and-development-2/school-attendance/recording-pupil-absences.htm


Sion Mills PS  is committed to working with parents to encourage regular and punctual attendance. Extracts from “School Attendance Matters – A Parent’s Guide” are sent home annually to parents. A link to the document is available on the school website.


Attendance is monitored on a monthly basis. Pupils’ attendance will be discussed at monthly staff meetings using the DENI % measures as terms of reference. Parents requiring a telephone call or letter from the class teacher or principal will be identified at that meeting.


Rewarding good attendance


 


Sion Mills Primary School firmly believes in recognising and rewarding all achievements, and attendance is no exception. All children who achieve a year’s full attendance receive a school certificate and we also present bronze, silver and gold certificates (as issued by EA WR) in a celebration assembly each year. 





Role of Parent 


Parents have a legal duty1 to ensure their child of compulsory school age shall receive efficient full time education suitable to age, ability and aptitude and to any special educational needs they may have, either by regular school attendance or otherwise. 


[footnoteRef:1]If a child is registered in school, their parent has a legal duty to ensure that they regularly attend that school.  [1:  Article 45(1) of The Education and Libraries (NI) Order 1986] 



It is a parent’s responsibility to inform the school of the reason for a pupil’s absence on the first day of absence. This should be confirmed with a written note when the pupil returns to school. If the absence is likely to be prolonged, this information should be provided to enable the school to assist with homework or any other necessary arrangements which may be required. 


Playgrounds are supervised from 8.45a.m. and pupils are expected to be in school at 9.00a.m. for registration and the beginning of classes. It is the responsibility of parents to ensure that their child is punctual. Lateness (after 9.20a.m.) is recorded at registration and on your child’s attendance record. Teachers will record the number of minutes late from 9.00am.


If your child appears reluctant to attend school please discuss the matter promptly with the class teacher or Principal to ensure that both you and your child receive maximum support. 


Role of Pupils 


Each pupil at Sion Mills Primary School must attend school punctually and regularly. If you have been absent from school, a written note from a parent/guardian must be provided to your teacher when you return. 


Absence Procedures 


In accordance with the Sion Mills Child Protection Policy parents are requested to inform the school office if their child is not attending. Upon return of the child all parents/guardians are required to submit a written note which provides a clear reason for any absence. If no written note is provided the class teacher will send home a note (Appendix 1) requesting this information.


Family holidays during Term Time 


Sion Mills Primary School strongly discourages holidays during term time due to the impact they have on pupils’ learning. Parents/carers must contact the school, prior to booking any holiday to explain the need to remove a pupil from school during term time. The contact should be in the form of a letter addressed to the Principal.





Currently there is no legislation in Northern Ireland with regard to holidays in term time (as there is in the rest of the United Kingdom).  However, if a pupil’s attendance falls below 85% in a school year, the school concerned is obliged to contact the Educational Welfare Officer.








Procedures for Managing Non-attendance 


When attendance falls below 90% and the school is unaware of a medical reason the family home will receive a telephone call from the class teacher or the principal to ascertain the reason for absence or if there are any issues the school can support. If attendance does not improve a letter will be sent out (See Appendix 2) to the child’s home address.


Education Welfare Service 


The Education Authority (EA) through the Education Welfare Service (EWS) has a legal duty to make sure that parents meet their responsibility towards their children’s education. 


If a pupil’s absence causes concern, or if their attendance falls below 85%, they will be referred to the EWS, if appropriate. EWS will support staff and parents in developing and implementing strategies to address or improve school attendance. 








Signature – Principal 








Signature – Chair, Board of Governors 
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