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Statement
Harris Academy is committed to improving school attendance and achievement.  Evidence shows that good attendance and engagement with learning increases the likelihood of young people succeeding at school and beyond.  We aim to take into consideration the individual circumstances for each child/young person and seek solutions to improve attendance.
We therefore commit to:
· Promoting regular attendance within our school community.
· Ensuring that all stakeholders are aware of the school’s attendance procedures.
· Maintaining a systematic and rigorous monitoring and recording of attendance.
· Supporting children/young people and families to maintain regular attendance.

Context
All children/young people have the right to access education. As parents, teachers and adults within the Harris community, we will work tirelessly to support this and ensure that young people feel safe to explore the opportunities for learning that are available to them. Our interest and kindness towards each other, our environment, our support and our challenge will all contribute towards providing the secure base needed for learning to occur. 
Every learning day counts. Having 90% attendance sounds positive - however this equates to missing 4 weeks of a school year and has been shown to impact attainment. Therefore, monitoring attendance closely, and providing early and appropriate intervention where needed, helps us to raise the attainment and subsequent achievement and ambition of our young people. 
Through positive and nurturing relationships, staff in school will work hard to ensure that young people follow a learning package that is appropriately challenging for them. At times, this may involve work within our community, or with our partners, away from the school building. Wherever and whenever this learning occurs, there are very simple, small steps that we can all agree to commit to in order to maximise attendance – however that looks. 

HARRIS SPECIFIC DATA
At Harris, 84% of very good attenders (95% +) achieve 5 or more Level 5 qualification. Only 8% of poor attenders (<80%) achieve 5 Level 5 qualifications. (based on 23-24 internal school attainment / attendance analysis) 
	 
	August
	September
	October
	November
	December
	January
	February
	March
	April
	May
	June

	22-23
	90.3
	88.1
	86
	85.1
	82.5
	88.1
	86.4
	85.3
	83.5
	92.6
	86.3

	23-24
	87.42
	84.20
	83.93
	84.90
	83.63
	86.49
	85.51
	84.33
	88.97
	90.47
	83.04



[bookmark: _Toc187054006]The UNCRC (2024)

As a UNCRC Rights Respecting Schools – Silver Rights Aware School, we are committed to ensuring that all children and young people enrolled in our school are supported in achieving their full potential, attendance and support in achieving and Education is vital. 
The Convention has 54 articles that cover all aspects of a child’s life and set out the civil, political, economic, social and cultural rights. The convention is universal—these rights apply to every child and the convention entitles every child to claim them. It also explains how adults and governments must work together to make sure all children can enjoy all their rights.
Every child has rights, without discrimination of any kind against the child, parent, or legal guardian (Article 2).
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AI-generated content may be incorrect.]We should think of the Convention as a whole: each of the rights enshrined within it is interlinked, and no right is more important than another. The following rights are of equal importance to every child. Every child has the right to:

· Relax and play (Article 31)
· Freedom of expression (Article 13)
· Be safe from violence (Article 19)
· An education (Article 28)
· Protection of identity (Article 8)
· Sufficient standard of living (Article 27)
· Know their rights (Article 42)
· Health and health services (Article 24)

                                                                                                                                                           
Harris Academy has achieved the Silver Rights Respecting School award. We have proven that we are committed to upholding children’s rights and supporting them to access the skills, qualities and experiences they need to live a fruitful life in a 21st Century Scotland. We are presently working towards achieving the Gold Rights Respecting School Award.
We are proud of the work we have done as a school in relation to be a Rights Respecting School, including the development of our Rights Respecting Schools Charter where pupils have identified the nine rights that they feel are most important to them.




Action and Responsibilities

As a valued pupil of Harris Academy, I will…
· Take full advantage of the learning opportunities that are available to me at school and in the community. (Article 28)
· Follow my timetable and make sure I am registered for every class.
· Be in class on time in the morning and after lunch; and move quickly to my next class during the day. If my learning is happening in the community, I will arrive in plenty of time.
As a valued parent/carer of a pupil at Harris Academy, I will…
· Show interest in my child/young person’s time at school and in learning, encouraging their attendance. (Article 3)
· Notify the school in plenty time of my child/young person’s planned absence, including daily contact when they are unwell. (Article 18)
· Respond promptly to any text messages, emails, phone calls or letters that notify me of my child/young person’s absence. 
As a valued adult working in Harris Academy, I will…
· Be supportive, kind and sensitive when I am communicating with members of the Harris community.
· Use the Harris Academy Standard for Learning and Teaching to make my lessons engaging and challenging, considering the prior learning of the individuals in my class. (Article 28)
· Record attendance promptly and accurately every period I have a class, including cover classes, noting and passing on any concerns that I may have to the relevant House Team
As a valued PT Guidance in Harris Academy, I will…
· Monitor my caseload’s attendance closely, looking for patterns and correcting and challenging things that are incorrect. (Article 16)
· Use a staged intervention approach and communicate with pupils and parents to put extra in-school support in place where and when it is needed.
· Work with colleagues and partners outside of school to help support attendance and positive learning outcomes for all. (Articles 24 &28)








Harris Academy Attendance Procedures

Daily absence will be managed and monitored in the following way:
Office Roles & Responsibilities:
Absence Updates
· Anomalies printed per PTG – to support PTG’s with tracking the following day by attendance office link.   
· End of day change all TBC attendance codes to UNA, marking LAT where appropriate. e.g. P1 and Period after lunch.  
· Before 9am Check answer machine, Groupcall, Parent Portal and Emails for any parental contact and absence information. Update SEEMIS accordingly after the first 15 minutes of each period to avoid potential Seemis errors as previously reported by staff. 
· Approx 9:45 am - Send Late Text (for information)
· Approx 10am – Send P1 Absence Text, allowing replies. Update SEEMIS based on any response. 
· Approx 3.00pm (M-W)/ 2.00pm (T-F) – Send PM Absence Text, allowing replies. Update SEEMIS based on any replies. 
Chasing Absence
· On 3rd day of unexplained absence, following conformation from Guidance, referral made to SSW on MOSAIC. 
Coding
· The school will use a consistent approach to coding on SEEMIS, as outlined in DCC Policy. See Appendix A for list of codes to be used. 












Class Teacher Roles & Responsibilities

Period by Period Attendance
· Class teacher will complete the register within the first 15 minutes of class starting and then updating late arrivals LTC.
· Codes to be used are: TBC (if pupil is absent) and LTC (if pupil is Late to Class). No other codes should be used. If a pupil has a prepopulated code, and they are present, please change to present. If a pupil is absent, staff should not change any prepopulated code.  
Internal Truancy/Absent without permission
· If a pupil attends your class, mark them as present. 
· If the young person subsequently leaves without permission, notify the school office or School Support Worker as soon as possible. 
· If a pupil attends class, then absconds, or is in the building truanting on site, the School Support Worker will attempt to find, confirm location and either return the young person to class, support area e.g. the Inclusion Room, or a request to the office to contact home to note their young person has been truanting from class. 
· House Team informed for discussion at House Team Meeting for next steps. 

Attendance concerns
· If you are concerned about a young person’s attendance in your class, please discuss with your Department PT/Faculty Head in the first instance, either by email, referral or as a standing Department Meeting agenda item. 
· Department PT/Faculty Heads should follow concern up as they would an attainment/progress concern, then update PT Guidance with actions and review.











PT Guidance Roles & Responsibilities

Daily Checks
· Previous days Anomalies will be with PT Guidance (PTG) by 8.30am.
· Anomalies to be discussed with pupils at the House doors or to follow up via timetable discussion. 
· PTG uses anomalies sheet to challenge absence with pupil. PTG to check with subject teacher. Once reason for absence is confirmed, update using appropriate code on Seemis. 
· If consistent names, follow up discussion through House Team meeting and communication with home. 
· If any information from Office requires action, phone or email and update SEEMIS accordingly.
School Refusal
· If absence is due to Emotionally Based School Refusal or Avoidance, then discuss at House Team meeting.
· Emotionally Based School Refusal should be coded as OUA. 
Flexible Approaches to Curriculum Delivery
· PT Guidance will use a Flexible Approach when planning any reduced time in school. This must be discussed as an outcome from a TATC meeting, evidenced through MOSAIC.
· DCC Policy on FACDs will be followed and HT permission, along with review date, must be included.
· As part of an outcome from a TATC a copy of the planned timetable will be given to the pupil and sent home to parent. A further copy will be filed in the Office. 
· Coding must be made clear to the Office, if not coded by PT Guidance. Using DCC recommendations of Code (See Appendix A) – ABS is used for time ‘at home’, OAT is used for learning occurring out with the building. SCH should not be prepopulated.
· Pupils with permanent arrangements to attend the ESA have been timetabled as such. There is therefore no requirement to change any coding. 
· Flexible Approaches to Curriculum Delivery should be reviewed every 2 weeks. 










 House Team Roles & Responsibilities

House Team Meeting
· Every 2 weeks, the House Team will have a focus on Presence and moderate attendance data.
· A spreadsheet will be populated with all attendance data monthly. The list should be filtered to focus on those pupils with less than 80% attendance.
· Weekly openings report will be shared every week for House Teams to review in House Team Meetings. 
· House Team follow the attendance process to discuss previous actions, new concerns and next steps. 
· Agreed next steps will be communicated with home and recorded appropriately. 

Actions from House Team – Appendix B - F
Letter 1a – Letter is sent home, from PTG, informing Parent/Carer of concern with attendance. Included – Number of Openings, Overall Percentage and Attendance record. See Appendix B
Letter 1b – Letter is sent home, from PTG, informing Parent/Carer of continued concern with attendance and requesting the parent contact school to arrange meeting. Included – Number of Openings, Overall Percentage and Attendance record. See Appendix C
Letter 2 – Letter is sent home, from PTG, informing Parent/Carer of continued concern with attendance and arranging specific time for meeting. Included – Number of Openings, Overall Percentage and Attendance record. See Appendix D
Letter 3 – Letter is sent home, from PSC, informing Parent/Carer of the outcome of the attendance Review Group Meeting and subject actions to be taken. See Appendix E
Letter 4 – Letter is sent home, from PSC, informing Parent/Carer of improved attendance. See Appendix F












Attendance Review Group Roles & Responsibilities

Attendance Review Group (ARG)
· The ARG team consists of DHT (Pupil Support Coordinator), Senior Support Worker & 2 x PT Guidance Reps – PTGs may be invited in to discuss own caseloads. 
· Using the Attendance Overview Spreadsheet an agenda is created with those young people identified as needing increased support/interventions. 
· The team will carefully consider the circumstances of each individual young person, alongside the actions previously taken. 
· Recommended Actions will be noted, with a Review date set. 
Actions
As per DCC Policy, the Actions of the ARG Team could include:
· Step Back to House Team 
· Continue to Monitor
· Team Around the Child – Attendance Focus 
· Attendance Review Meeting (ARM) 
· Referral to Senior Support Worker

Attendance Review Meeting (ARM) 
Actions
· Review support and offer additional support if appropriate
· Monitor for short improvement – reviewed by House Team. Feedback to PSC
· Referral to Attendance Hearing as a result of no improvement










Late coming procedures

The following procedures are in place to report, support and track late coming:

· 08.30 – 08.50 House Teams welcome pupils at door.  School Support Worker supports at the main entrance by re-directing pupils to their House Doors.  

· Pupils arriving between 08.47 - 08.50 will have their name take by DHT or PTG and list shared with office staff to send Morning Late text home for information. 

· 08.50 – 09.35 – School Support Worker welcomes pupils at front door, takes names to pass to office for Morning Late text to be sent home for information. 

· Where it is clear that there is a genuine reason for lateness to school (e.g. school bus breaks down, RTA etc) no text message will be sent 

· Approx 10am – Send P1 Absence Texts and Late to School text allowing replies. 

· Pd 2 onwards – office issue late slips to pupil who then attends class; teacher marks LTC.

· Class teacher marks pupils LTC on arrival at class if late. 

· Approx 3.00pm (M-W)/ 2.00pm (T-F) – Send PM Absence Text, allowing replies. 

· PT Guidance completes anomalies each day to update codes/follow up with pupils/parents or carers.

· Collated spreadsheet of all young people late between 8.50am and 9.30am is sent by a SSSA to House Heads on a Friday for follow up discussions at House Team meeting.  

· Persistent late coming to be discussed and followed up at House Team Meetings. 









Appendix A – SEEMIS Coding
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SCHOOL ATTENDANCE CODES 2024 (draft)
New codes are marked with* - added details in appendix.


ABSENCE - AUTHORISED 

	Absence Reason
	Explanation / Examples
	Seemis Registration Code
	Seemis Report Code

	Medically Certified
	Illness ‘certified’ by parent/carer

	MED
	F

	Exceptional Domestic Circumstances  
	Young Carer duties; bereavement; sudden family illness or crisis; prison visit; moving house; religious/cultural festival
	DCA
	Q

	Extended Leave with Parental Consent 
	Cultural visits

	EXL
	Z

	Parental Holiday (Exceptional)
	Exceptional circumstances only e.g. uniformed services with fixed leave. 
	PHL
	E

	Part Time Timetable (exclusion related)
	Facilitating return to school after exclusion – short term, within re-integration plan.
	PTX
	Y

	Part Time Timetable (health)
	Formal adapted timetable (health related) - child/young person receiving treatment, recovering, etc. at home or in hospital. 
Facilitating return to school after illness (including mental health issues) - short term, planned, monitored closely. 
	PTH
	=

	Sickness with Educational Provision
	Individual, short term, unplanned home learning due to a health or wellbeing issue, or arrangement supported by Accessibility and Inclusion Service
	SEP
	B

	Other Authorised Absence
	Any authorised absence not covered above e.g. occasional sporting & cultural events not arranged but approved by the school
	ABS
	A





ABSENCE - UNAUTHORISED 

	Absence Reason
	Explanation / Examples
	Seemis Registration Code
	Seemis Report Code

	Parental Holiday
	Family holiday during term time without exceptional circumstances
	UPH
	G

	Missing (period by period)
	Pupils who have been marked present in previous class(es)
	MIS
	M

	Domestic Circumstances 
	Explained by parent/carer, unacceptable reason eg birthday, buying shoes
	DCU
	R

	Exclusion
	All openings affected by a period of exclusion
	EXC
	X

	Truancy or Unexplained Absence
	Unexplained absence, confirmed truancy (i.e. parent unaware)
	UNA
	U

	Other Unauthorised Absence
	Refusal to attend (parent aware)

	OUA
	N







ATTENDANCE - PUPIL IN SCHOOL 

	Absence Reason 
	Explanation / Examples     
	Seemis Registration Code
	Seemis Report Code

	Present
	

	-
	-

	Late 
	

	LAT
	J

	Personal     
(e.g. medical appointment) 
	Only for part opening – full opening is an absence

	PER 
	P

	Late to Class                  
(period by period)
	

	LTC
	¬

	In school but not in class 
(period by period)
	

	SCH
	~

	School Closed
	

	CLO
	C




ATTENDANCE - PUPIL NOT IN SCHOOL BUT LEARNING ELSEWHERE 

	Absence Reason 
	Explanation / Examples     
	Seemis Registration Code
	Seemis Report Code

	*Adapted Timetable 
(flexible education)
	Student is engaging with school led learning – planned, arranged, regularly reviewed between by school and the family 
If the pupil does not engage in the agreed adapted timetable, then their absence should be recorded using the appropriate absence code.
	ATF
	$

	*Virtual Home Learning 
	Unplanned home learning that is not health or wellbeing related. 
Schools are open but some individual students or small groups cannot physically attend due to external factors; school led learning is being carried out remotely and the student is engaging. e.g. localised weather conditions, transport failure, power failure, police incident, emergency placement, hazardous conditions in the school building or in part of the school building (e.g. problem with water distribution, the heating or the ventilation system). 
If a pupil does not engage in the agreed learning, then record absence using the appropriate code.
	VHL
	£

	*Flexible Learning formally requested by Parental/Carer
	At the discretion of the school/authority. It is the responsibility of the parent to provide meaningful activity at home, monitored regularly by the school. 
Example 1: to nurture a particular talent, skill or interest child through a regular private arrangement (e.g. private tuition for the music or sporting events at national level). 
Example 2:  to provide a particular experience/set of experiences which cannot be accessed through the local authority school (e.g. an engineering project; intensive outdoor learning opportunities). 
	FLX
	&

	Other Attendance 
	Other flexible approaches to curriculum delivery out with school building but NOT at home - e.g. KIKO, College
	OAT
	O

	Work Experience
	

	WRK
	W

	Study Leave
	

	STY
	S

	Field Trip
	

	FLD
	V


OTHER

	To be confirmed 
	TEMPORARY ONLY – must be updated later, normally within one week.
	TBC
	T

	Should not attend 
	e.g. P1 half day attendance, exceptional closure
	SNA
	H

	School Holiday
	

	HOL
	H

	Staff Training Day (INSET)
	

	INS
	I
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Appendix B – Letter 1a

Dear ______________, 
Attending School, Every Day Counts
  
In accordance with DCC Attendance Policy and Procedures, please note Harris Academy is now informing Parents/Carers of pupils whose attendance falls below the attendance threshold of 80%. 
I note from our records that ______________'s attendance is.
I am aware that children can be ill and have to attend appointments however high attendance is vital for your child's education.
The school will continue to monitor this and hopefully ______________'s attendance will improve.
Please find enclosed a copy of ______________'s Attendance Summary for your information.
If you wish to contact me to discuss this matter, please do not hesitate to do so on 01382 435700.
Yours sincerely,
PT Guidance








Appendix C – Letter 1b

Dear ______________,  
Attending School, Every Day Counts
  
In accordance with DCC Attendance Policy and Procedures, please note Harris Academy is now informing Parents/Carers of pupils whose attendance falls below the attendance threshold of 80%.
I note from our records that ______________'s attendance is.
I am aware that children can be ill and have to attend appointments however high attendance is vital for your child's education.
As ______________'s attendance is still below the attendance threshold of 80% I would like you to contact the school as soon as possible to arrange a meeting to discuss how we can support you.
Please find enclosed a copy of ______________'s Attendance Summary for your information.
If you wish to contact me to discuss this matter, please do not hesitate to do so on 01382 435700.
Yours sincerely,
Guidance Teacher








Appendix D – Letter 2

Dear ______________,
Attending School, Every Day Counts
  
In accordance with DCC Attendance Policy and Procedures, we are required to inform Parents/Carers of pupils whose attendance falls below the attendance threshold of 80% in Harris Academy.
I note from our records that ______________'s attendance is.
I am aware that children can be ill and have to attend appointments however high attendance is vital for your child's education.
As per previous correspondence and steps already taken to improve your child's attendance and as their attendance pattern continues to give us some cause for concern, we will now discuss this at a School Attendance Review Meeting. The outcome of this will be shared with you accordingly.
Please find enclosed a copy of ______________'s Attendance Summary for your information.
As ______________'s attendance is still below the attendance threshold of 80% I would like to invite you to attend a meeting with myself and the House Head (DHT) on the following date and time:
_____________________________.
If you wish to contact me to discuss this matter, please do not hesitate to do so on 01382 435700.
Yours sincerely,
 
PT Guidance 



Appendix E – Letter 3

Dear ______________,
Attending School, Every Day Counts
  
In accordance with DCC Attendance Policy and Procedures, we are required to inform Parents/Carers of pupils whose attendance falls below the attendance threshold of 80% in Harris Academy.
I note from our records that ______________'s attendance is.
I am aware that children can be ill and have to attend appointments however high attendance is vital for your child's education.
As your child's attendance still gives us a cause for concern, and we have now discussed this at a School Attendance Review Meeting, the undernoted actions are required.
Please find enclosed a copy of ______________'s Attendance Summary for your information.
If you wish to contact me to discuss this matter, please do not hesitate to do so on 01382 435700.
A meeting will be arranged by your child's guidance teacher.
Yours sincerely,
Mr M D Stewart
Attendance Co-ordinator







Appendix F – Letter 4

Dear ______________,
Attending School, Every Day Counts
  
I have previously written to you regarding ______________'s attendance and an updated copy of their Attendance Summary is enclosed.
I am pleased to advise that ______________'s attendance has improved, and we hope that together we can ensure this continues in the future.
Should circumstances change and you wish to contact us to discuss, please do not hesitate to contact me on 01382 435700.
Yours sincerely,
Mr M D Stewart
Attendance Co-ordinator
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