
 

1 
 

  

Orkney Islands Council 

 

Education Leisure and Housing Service 

Guidance for monitoring and tracking attendance in 
schools 

 

1.0 Introduction and Aims. 

This guidance explains the responsibilities Education, Leisure and Housing Services 
have along with schools to monitor and track the attendance of children and young 
people in school and what actions can be taken if attendance is or becomes a cause 
for concern. It is important that schools and parents work in partnership to support 
good attendance at school. If children / young people do not arrive, their learning 
experience and wellbeing is compromised. Furthermore, good attendance promotes 
the best learning opportunities, punctuality and reliability; all valuable attributes for 
ongoing learning, life in general and for success within the world of work. Regular 
attendance at school also helps to build strong and positive relationships with 
students and staff alike which can act as protective factors when facing difficult 
times.  

The aims of this policy are to: 

• Promote the importance of good attendance and punctuality 

• Encourage good relationships between our schools and parents/carers 

• Ensure that attendance is monitored effectively, and absence followed up quickly 
on the day to ensure the safety of all children and young people 

• Raise awareness of attendance by making all staff, parents, carers, children and 
young people aware of its importance and their responsibilities. 

2.0. Responsibility of parents/carers. 

Parents/carers are legally responsible for making sure that their child is educated. 
Most parents choose to send their child to school, though some do educate their 
child at home. Children and young people should attend school regularly if they are 
registered at a local authority school and parents/carers have a responsibility to 
ensure that they do. We recognise that there is a need to establish strong home-
school links and communication systems that can be utilised whenever there is a 
concern about attendance.   

3.0. The law and school attendance. 

All children and young people enrolled at local authority schools should attend 
regularly and should not be absent without a reasonable reason from primary 1 
onwards.  Children in Early Learning and childcare do not have a statutory 
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requirement to attend in the same way as children from primary 1 onwards. Schools 
are expected to monitor attendance and take action which should include contacting 
the family of any child or young person not attending regularly, to support and help 
overcome any difficulties related to attendance. If a child or young person continues 
to be regularly absent from school without adequate explanation, the law says that 
parents or carers may be guilty of an offence. The local authority could do any of the 
following: 

• make an attendance order. 

• take parents to court, where they could be fined or imprisoned.  

• refer parents and their child/ren to the Children’s Reporter.   

Information about attendance orders and court procedures can be found in Appendix 
1 of ‘Guidance to education authorities in Scotland on the promotion of good 
attendance and the management of attendance’:   
https://www.gov.scot/publications/included-engaged-involved-part-1-positive-
approach-promotion-management-attendance-scottish-
schools/pages/11/#:~:text=Attendance%20orders,%2Dattendance%20(section%203
6)      

4.0. Reasons for absence. 

As long as the school has been informed of the reason for the absence, and the 
school is satisfied that this is a valid reason, then the absence would be called an 
authorised absence. The following are valid reasons for absence: - 

• The child or young person is ill or has ongoing/long term health issues 

• The child or young person is attending a doctor or other medical appointment 

• The child or young person is going to a meeting about a Children’s Hearing or 
court, or if they are going to a Children’s Hearing, care review or court 

• Someone close to the child or young person has died 

• There is a crisis or serious difficulty at home or in the family 

•  The child or young person is going to a religious ceremony or a wedding of 
someone very close to them 

• The child or young person has extended leave with parental consent, for example: 
extended overseas educational trips not organised by the school; short-term 
parental placement abroad; parental leave (where they are members of armed 
forces or emergency services and periods of leave have previously been 
restricted) or family returning to its country of origin (to care for relative, or for 
cultural reasons) 

 
There may be other reasons that a child or young person might be absent, such as 
bullying, feeling isolated or being unable to access the curriculum. If this is the case, 
schools will work with parents/carers and the child or young person to resolve the 
issues to support a return to school. 
 

https://www.gov.scot/publications/included-engaged-involved-part-1-positive-approach-promotion-management-attendance-scottish-schools/pages/11/#:~:text=Attendance%20orders,%2Dattendance%20(section%2036
https://www.gov.scot/publications/included-engaged-involved-part-1-positive-approach-promotion-management-attendance-scottish-schools/pages/11/#:~:text=Attendance%20orders,%2Dattendance%20(section%2036
https://www.gov.scot/publications/included-engaged-involved-part-1-positive-approach-promotion-management-attendance-scottish-schools/pages/11/#:~:text=Attendance%20orders,%2Dattendance%20(section%2036
https://www.gov.scot/publications/included-engaged-involved-part-1-positive-approach-promotion-management-attendance-scottish-schools/pages/11/#:~:text=Attendance%20orders,%2Dattendance%20(section%2036
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4.1 Representing Orkney. 

If children and young people are involved in an activity that means that they need 
time off school, e.g. representing Orkney in a sporting event, then the school will give 
consideration to the impact of this absence on the child or young person’s learning 
when making a decision as to whether or not this is authorised. Authorisation will 
usually only be considered where the child or young person’s attendance is above 
90%. 

4.2. Reporting an absence. 

Parents/carers must follow the school’s procedures for reporting an absence by the 
agreed time on the first day of absence. (For secondary-aged young people, this is 
09:00 and 09:30 for primary children). 

If your child has an infection or symptoms that require them to be off for a set 
amount of time, parents / carers are asked to make the school aware of this. 
Alternatively, parents / carers are asked to report the absence every day. 
(Information about infections / symptoms that have set exclusion periods can be 
found on pages 20 and 21 on this document: 
https://hpspubsrepo.blob.core.windows.net/hps-
website/nss/2448/documents/1_infection-prevention-control-childcare-2018-05.pdf) 

It is important that parents/carers remain in regular contact with the school for any 
prolonged period of illness. Schools have a legal obligation to know where pupils are 
at all times when they should be in school. There may be exceptions, e.g. prolonged 
periods of ill health but parents/carers should have a dialogue with their child’s 
school on these occasions so plans can be made to support children and young 
people. 

4.3. If absences are not reported. 

If schools have not received notification of an absence before the agreed time (for 

secondary-aged young people, this is 09:00 and 09:30 for primary children), 

parents/carers will be contacted through the agreed procedures involving texting / 

phoning (10:00 – 11:00). If parents and carers cannot be contacted, then schools / 

nurseries will move to contacting the child’s / young person’s emergency contacts 

and, if Social Work are the lead professional, they will be notified too (11:00 – 12:00). 

This is to ensure the safety of our children and young people. If contact cannot be 

made with either the parents / carers or the emergency contacts by 12:00, names 

will be given to the Education Service, who will pass on concerning cases to Police 

Scotland. 

5.0. Term time family holidays. 

We strongly encourage parents not to take their children out of school for family 
holidays. Schools will not normally give a family permission to take children or young 
people out of school for holidays during term-time. This means that if children and 
young people are off school because they are away on holiday the school will record 
this as an unauthorised absence. Only in very exceptional circumstances can 

https://hpspubsrepo.blob.core.windows.net/hps-website/nss/2448/documents/1_infection-prevention-control-childcare-2018-05.pdf)
https://hpspubsrepo.blob.core.windows.net/hps-website/nss/2448/documents/1_infection-prevention-control-childcare-2018-05.pdf)
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holidays be authorised; e.g. members of armed forces or emergency services where 
periods of annual leave have previously been restricted. 

6.0. Monitoring attendance. 

Senior staff in schools will monitor the whole school attendance weekly to detect 
short but frequent absences and identify any emerging issues. This allows them to 
work with individual children and young people and their families to support 
improvement in attendance.  

At the end of term 1, and each tracking period following this, where attendance 
has fallen between 90% and 95% schools will take a closer look at attendance and 
see if there are any patterns emerging.  Often, at this level, there are clear 
authorised reasons for the absence – usually illness or other reasons from the list 
provided in section 4.  Where attendance is at this level and the reasons for absence 
are not known, or not authorised, by the school, families will be contacted by the 
school as a proactive approach to avoid attendance dipping further. This will be 
through the distribution of a standard (‘notification’) letter highlighting the position 
and that the school is monitoring the attendance closely. (A copy of the letter is 
available in Appendix A) 

6.1. Taking Action. 

If your child has 90% attendance, they will have the equivalent of: 

• ½ a day off per week. 

• 19 days off per year; almost 4 weeks. 

• 247 days off over their school career of 13 academic years, equivalent to over 1 
year of lost education.  

 

Where attendance falls below 90%, schools will scrutinise absences closely and 
work in partnership with families on improving the attendance of the child or young 
person. (Note: Attendance statistics early in the school year can fluctuate 
significantly as each day’s attendance accounts for a high percentage. For example, 
when a child is off for two weeks in term 1, this would result in a 75% attendance. 
School staff will always consider this when deciding a proportionate action.) In a 
small number of cases, there may be a clear reason for attendance to fall below 
90%, e.g. significant long-term illness, the family is returning to a country of origin for 
cultural reasons or to care for a relative, and where this information is known to the 
school, they will take a proportionate response.  

However, there may be gaps in attendance that the school cannot account for, and 
they then need to take action. Schools will offer support to the child/young person 
and their parents/carers, agreeing actions for improvement, These actions will be 
noted as a latest pastoral note with an agreed review date. Staff in schools are keen 
to resolve any issues and to work in partnership with parents/carers and possibly in a 
multi-agency way where needed to support children and young people’s attendance 
at school. 

6.2. Summary of steps to monitor attendance 
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Stage Percentage Action(s) 

1 Notification Below 95% 
• Notification letter sent to parents / carers 

• Record on SEEMIS 

2 Discussion Below 90% 

• Telephone conversation with parents / 

carers and discussion with child / young 

person 

• Actions agreed and recorded as latest 

pastoral note with review date agreed 

• Record on SEEMIS – centrally recorded 

event 

3 Child’s Plan Below 85% 

• Child’s Plan opened (or reviewed) with 
parents / carers  

• Record on SEEMIS – significant event 

• Alert social work 

4 
Attendance 

Order  
Below 80% 

• LA Attendance Order  

• Record on SEEMIS – significant event 

• Update social work 

5 
Social Work 

Referral 
Below 75% 

• Referral to social work and alert Reporter 

• Record on SEEMIS – significant event 

• Update Education Service 

6 Reporter Below 70% 

• Referral to Children’s Reporter 

• Record on SEEMIS – significant event 

• Update Education Service 

 

7.0. What about children and young people arriving late for morning 
registration (and after break / lunch for secondary young people) 

School staff will monitor late arrivals in the same way as attendance and will take 
action to work with families to improve the arrival times for children and young 
people. Children and young people are expected to be in school at the official 
opening time for the school so any child / young person arriving after this time will be 
marked late and parents / carers will be notified by text message. Where a child or 
young person has a pattern of lateness, parents / carers will be informed via text 
message and/or letter and, where needed, invited in for a meeting to agree an action 
plan. (Copies of these text messages and letters are available in the appendices.) It 
is important to reiterate to children and young people and their families the 
importance of developing positive habits, e.g.  meeting deadlines and arriving on 
time, as essential skills for learning, life and work.  

When a child or young person arrives late, this should be noted and added to 
SEEMiS. On occasions where a child or young person is late to arrive due to issues 
with school transport provision (e.g. transport break down) then the children and 
young people will be marked as present as long as they arrive in school and will not 
be marked as late on these occasions. (More information for schools about dealing 
with late school transport can be found in Appendix G) 
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There may be exceptional cases e.g. chronic health needs or where the young 
person has caring responsibilities, where it is not possible for them to arrive at school 
on time. These cases will be discussed during a meeting between the child / young 
person, parent and school staff and will be recorded as part of a Child’s plan. 

7.1. Summary of steps to monitor punctuality 

Stage Incidents Action(s) 

1 Notification Any incident 
• Text sent to parents / carers (or contact 

made) informing them of the late arrival 
without prior known reason 

2 Warning 

More than 
twice in a 

term 

• Telephone conversation with parents / 
carers. 

• Actions agreed and noted on latest pastoral 
notes. 

3 Child’s Plan 
Pattern of 
lateness  

• Invite to Child’s Plan meeting sent to 
parents / carers. 

• Actions agreed and monitored weekly. 

4 Multi-agency 
More than 

15 in a term 
• Early discussions with social work – review 

Child’s Plan 

5 Referral 
More than 

20 in a term 
• Consider multi-agency response including 

referral to social work 

8.0. What about young people who are past school leaving age?  

Where young people choose to stay on at school to take further studies, the 
expectations for attendance and arriving on time remain the same as for all children 
and young people as per these guidelines. 

All young people entering S5 and S6 sign a Learner Agreement confirming they will 
attend school and all timetabled classes, being punctual at all times.  Young people 
who break this agreement, demonstrating a lack of commitment to their studies and 
school, will meet with the relevant senior leader to discuss the suitability of their 
current educational provision. Clear targets will be established and monitored. 

9.0. Attendance Orders 

Orkney Islands Council is committed to ensuring that efforts to improve outcomes for 
children in relation to attendance are progressed quickly and involve an appropriate 
and proportionate level of intervention. Measures for compulsion are expensive 
processes which are time consuming and can lead to further unnecessary 
interventions into family life. Measures for compulsion can be used when efforts to 
engage children and families in voluntary measures to improve attendance have 
failed.  

10.0. Working with partners 
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Children’s Hearings are always a last resort, but early help through close 
partnership-working with Social Work and the Children’s Reporter ensures children, 
young people and their families receive all the support they need, when they need it. 

Information about referrals to Children’s Reporter can be found in Appendix H, along 
with information about Children’s Hearings in Appendix I. 

 

Where a young person is in the senior phase, early notification to the Pathway 
Planning group will allow Community Learning and Development, and associated 
partners, to implement early interventions. 

 

11.0. Quality Assurance 

The Education, Leisure and Housing (ELH) Directorate Management Team Quality 
Assurance calendar to include reporting (through the tracker toolkits) by Head 
Teacher to Service Manager at regular intervals by the submission date of the 
predicted ACEL data: 

• September 

• November 

• February 

• May 

• When the August toolkit is set up for the next academic session, the final 

attendance rates for each child should be the overall June attendance for each 

individual.  

 
This information will be reviewed by the ELH Directorate Management Team at the 
monthly Quality Assurance and Performance meeting following this date. 
 
School attendance reports to include: Actions and impact for whole cohort and 

specific groups, including FSM and CECYP. These will allow Service Managers 
to identify Orkney wide challenges and opportunities, ensuring additional 
resources are allocated efficiently and effectively. It is important that the toolkits 
are completed fully to allow this data to be captured accurately.  

 
Authority totals and individual school attendance percentages will also be monitored 

by the Education Service team monthly. 

 

Progress will be reported to elected members through the Education Quality and 

Standards Consultation Group three times per year. 
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12.0 Early learning and childcare settings (including nurseries and 
childminders) 

Early Learning and childcare is non-statutory, which means there is no legal 
obligation for children to attend. Parents can decide how many of the funded 1140 
hours they use. They can choose to keep their child at home if they are tired, or if 
they have visitors. They can also choose to take holidays during nursery time. 

If a child is not going to attend on one of their expected sessions, parents/carers 
need to let their setting know. Parents/carers should do this by contacting the setting 
before their child is due to attend that day. After the initial phone call/contact, parents 
do not need to contact the setting daily unless there is a change in circumstances. If 
a child is poorly, parents/carers should also ensure that they follow any exclusion 
periods for childhood illnesses (for example, sick bugs). See Appendix K. 

Settings will contact parents/carers the same day if they have not heard from them to 
check if all is well. If a child is not back when expected, for example, from a holiday, 
the setting will contact parents/carers to establish when the child will return.  

If families are working with other services, the setting may work with them and the 
family to support the child’s attendance at nursery. The early learning and childcare 
service would try to support parents with barriers to attendance, for example, support 
with petrol money. 
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Appendix A – Attendance Notification Letter 

Dear …. 
 
As you will be aware, attendance in school is monitored closely. Not only is it 
imperative that we know where pupils are throughout the day, but research has 
proven that when attendance falls below 90%, attainment is directly affected.  
 
We know, at times, there are extenuating circumstances which explain long term 
absences and, of course, accept that illnesses cannot be avoided. However, we 
want our pupils to have a positive approach to their education and show commitment 
to their learning, in the same way they will be expected to when they begin their 
working lives. We would ask that parents/carers support us in ensuring pupils come 
to school, as is legally required. 
 
I am just writing to let you know, as we end term 1 that …....... current rate of 
attendance is a cause for concern at ….. We would hope to see this improve as we 
progress through the rest of the year.  
 
Obviously, if there are any issues that you feel need to be addressed, please contact 
me to discuss them as soon as possible. 

 

 

Dear ………………………….. 
 
I am contacting you in relation to the meeting we had around …………..’s school 
attendance on …………………... 
 
Unfortunately, I have to report that there has been no improvement / a decline in 
…….’s attendance, which is now..….%. This is a serious concern for us. It is 
important that you are aware there is likely to be involvement from external agencies 
as we try to move forwards. I would like to arrange another meeting to look at how 
we best address this issue. Please contact me at the school, either by telephone or 
e-mail (……… ) so we can arrange a mutually convenient time for this 
 
 

 

Dear …................ 
 
I am writing to you in order to highlight that …........’s current rate of attendance is a 
cause for concern as it is still below 90%. However, we are pleased to see that over 
this term there has been an overall improvement and we wanted to thank you for 
encouraging your son/daughter to come to school more regularly; we hope to see 
this continue as we progress through the school year. 
 
We know, at times, there are extenuating circumstances which explain long term 
absences and, of course, accept that illnesses cannot be avoided. However, we 
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want our pupils to have a positive approach to their education and show commitment 
to their learning, in the same way they will be expected to when they begin their 
working lives. 
 
If there are any issues that you feel need to be addressed, please contact me to 
discuss them as soon as possible. 
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Appendix B – Attendance Child’s Plan Meeting Letter 

Senior Phase  
Dear  
 
I am contacting you in relation to concerns that we have about ……’s attendance 
which is currently ……%.  
S 4/5/6…. is a really important year for pupils preparing to sit National qualifications. 
We would like to request that you support us by encouraging ….. to improve his/her 
attendance. 
 
I would like to invite you into Stromness Academy to meet with me, to look at how we 
can work together to address this issue. 
Please contact me by telephone so that we can arrange a mutually convenient 
meeting time. 
 
I look forward to hearing from you. 
 

 

BGE 
Dear ………. 
 
I am contacting you in relation to ongoing concerns that we have about………..’s 
school attendance which is currently ……….%.  
We know there is a direct link between academic attainment and attendance in 
school and we also recognise that pupils with good attendance have better life skills. 
We are therefore keen to ensure …….’s attendance improves over the rest of the 
school year. 
I would like to meet with you, your son/daughter and ……….., the Head of Year, in 
order to discuss ways we could help support with any issues. Please contact the 
school so that we can arrange a mutually convenient time. 
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Appendix C – Child’s Plan Template 

(The most recent version at the time of revising this policy is copied below. Please check the Growing up in Orkney website to confirm this 
remains the current version.) 

Education Child’s Plan 
Action Plan to address [child/young person’s name] needs in relation to the following Wellbeing Indicators: 

☐Safe ☐Healthy ☐Achieving ☐Nurtured ☐Active ☐Responsible ☐Respected ☐Included  

Please ‘check’ all Wellbeing Indicators which are relevant 

Date agreed:   

School  

Purpose of the plan  

Desired outcome  

What do we want to 

happen? (Short term) 

How will we know? (Measure 

of success) 

What are we going 

to do? 

By when? By whom? To be completed at 

review by: 

 

Change Recorded? 

Improved/No 

Change/ 

Deteriorated 

Impact on desired 

outcome? 

       

       

       

Parent/carer 

contribution 

   

Child/young person 

contribution 

   

 

Attendees/partners  
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Appendix D – Punctuality Notification Text Message 

Your child has been late returning from lunch break twice this term.  They will now be required to 

complete a check-in on 1 day to help them be punctual.  This will be on <<day and date>>. 

Please ensure they can access food in school as check-in happens at beginning, middle and end of 

lunch. 

 

________________________________________________________________________________ 

 

 

Your child has been late for Registration twice this term.  Please support us to ensure they arrive to 

school on time.  If there are any issues we should be aware of please contact the school.  Thanks 

 

________________________________________________________________________________ 

 

Your child has been late for Registration twice this week.  They will now be required to complete a 

break time detention on <<day and date>.  Please support us to ensure they arrive to school on 

time.  If there are any issues we should be aware of please contact the school.  Thanks 
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Appendix E – Punctuality Warning Letter 

Dear ... 
 
As you will be aware, attendance in school is monitored closely. Not only is it 
imperative that we know where students are throughout the day, but research has 
proven that when attendance falls below 90%, attainment is directly affected.  
 
We know, at times, there are extenuating circumstances which explain arriving late 
to school, long term absences, and, of course, accept that illnesses cannot be 
avoided. However, we want our pupils to have a positive approach to their education 
and show commitment to their learning, in the same way they will be expected to 
when they begin their working lives. We would ask that parents/carers support us in 
ensuring pupils are in school, for 8.50am. 
 
I am writing to highlight that ….... has been late to school …. of the …  days they 
have attended so far this term. As you will be aware we start the day with registration 
which allows us to share important information with pupils without taking up lesson 
time. It is therefore important for …. to arrive to school in time for this.  
 
If there are any issues that you feel need to be addressed, please contact me so we 
can discuss them as soon as possible. 
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Appendix F – Punctuality Child’s Plan Letter  
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Appendix G – Late School Transport 

Where a school transport provision shows a pattern of lateness, the school must 
report the matter to the Service Manager (Resources) with a clear note of the pattern 
of lateness. 

The Service Manager (Resources), in collaboration with Legal Services, will make 
representation to the *** and monitor the situation closely with the school. Failure to 
meet the expectation of the contract is a breach and has clear penalties.  
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Appendix H – Attendance Orders and Court Proceedings 

Appendix 1 – Included, Engaged and Involved Part 1.  
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Appendix I – Referrals to Children’s Reporter 

• An initial referral can just be a simple email outlining the concerns, with basic 
information about child (e.g. name, DOB and address), nature of the concerns 
and attendance summary. 

• No Child's Plan is required to be submitted at this stage.  
• This will generate a generic letter to parents/carers from the Reporter 
• It’s always preferable to inform parents that a referral is being made but there 

could be occasions when this isn’t possible / preferable. 
• The Reporter will check with Social Work to see if they are known.  
• The Reporter assesses the referral and makes an initial decision to 

investigate or not – a final decision on referral should be made by the 
Reporter within 50 working days of receipt of initial referral. 

• If an investigation will take place, reports from Social Work and Education and 
others (eg Health, Police information/statements etc) may be requested by the 
Reporter. A Child’s Plan is commonly requested at this point.  

Notes: 

• Schools will need to demonstrate the work they have been doing to support 
the family, what supports have been put in place, and levels of engagement. 

• All information provided could be used as evidence in court, example, staff 
may be called to give witness evidence and reports may be lodged. 

• There are no specific attendance thresholds for referral – will depend on 
circumstances etc.  

• Much less likely now that Education staff will be asked to attend Hearings, 
however, they may be asked to attend in part and provide a report for the 
hearing. 

• When report writing, it is important to provide good evidence of what seen, 
heard, or told etc. The golden rules are to remember the who, what, where, 
when, why, how when thinking about narrating concerns.  
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Appendix J – Children’s Hearings: Briefing Note 
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