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Orkney Islands Council 

Education Leisure and Housing Service 

Guidance for monitoring and tracking attendance in 
schools 

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. 

1.0. 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. 

2.0. 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 
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 help resolve any 
problems. If a child or young person continues to be regularly absent from school, 
the law says that parents may be guilty of an offence. The local authority could do 
any of the following: 

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

• make an attendance order. 

• as a last resort, take parents to court, where they could be fined or imprisoned. 

3.0. Reasons for absence. 

There can be many reasons for a child or young person not to attend school. 
Children and young people may be having problems at school such as bullying or 
feeling isolated, or may be off school due to ill-health, family problems. Children and 
young people can be off school if: 

• They are ill. 

• They are attending a doctor or other medical appointment. 

• They are 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. 
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• Someone close to them has died. 

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

• They are going to a religious ceremony or a wedding of someone very close to 
them. 

• They are in a Gypsy/Traveller family and while they go travelling they keep in 
touch with their child’s teacher. 

• The family is returning to a country of origin for cultural reasons or to care for a 
relative. 

 
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, these would be called authorised 
absences. 

• 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. 

3.1. Reporting an absence. 

Parents/carers must follow the school’s procedures for reporting an absence. 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. 

Parents/carers of children in early learning and childcare settings’ should follow their 
settings expectations for reporting absences and schools and settings would expect 
parents/carers to notify the setting if their child was absent on a day that they were 
expected to attend. 

3.2. If absences are not reported. 

If schools have not received notification of an absence before the agreed time, 
parents/carers will be contacted through the school’s agreed procedures. This is to 
ensure the safety of our children and young people. 

4.0. Term time family holidays. 

We strongly encourage parents to not take their children out of school for family 
holidays. Schools will not normally give a family permission to take child or young 
person 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 
holidays be authorised; e.g. members of armed forces or emergency services where 
periods of annual leave have previously been restricted. 
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5.0. Monitoring attendance. 

Senior staff in schools will monitor the whole school attendance at least monthly and 
take action where needed with individual children and young people and their 
families to support improvement in attendance.  

Where attendance falls between 90% and 95% schools will begin to take a closer 
look at attendance and perhaps begin to 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 3.  When attendance is at 
this level, some families may be contacted by the school as a proactive approach to 
avoid attendance dipping further. 

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. 

5.1. Taking Action. 

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. 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. In the first instance, schools are likely to contact 
families to discuss this, invite them into a meeting or send a letter home alerting 
parents/carers to the issue of concerning attendance. They may do a combination of 
all three of the above. 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. 

6.0. What about children and young people arriving late?  

School staff will monitor late arrivals in the same way as attendance and may take 
action to work with families to improve the arrival times for children and young 
people. 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.  
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There may be exceptional cases e.g. chronic health needs, where it is not possible 
for children to arrive at school on time and these will be recorded through the child’s 
planning process and agreement reached on how to record this through SEEMiS. 

7.0. 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. 
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Summary of steps to monitor attendance. 

Attendance. Summary. Action. 

90-95%. Begin to 
monitor 
attendance. 

Start to review attendance more closely. 

Are there any patterns? – times/days of the week? 

Some families may be contacted. 

Below 90% Scrutinise 
absences. 

Scrutinise attendance closely 

Are there any patterns? – times/days of the week? 

Is there a known reason for absence? E.g. things from list on 
page 1 

Additional support for learning/healthcare needs? 

If no known reason - further action will be taken – see below. 

Take 
action. 

The designated member of staff will make initial contact with 
family 

Ascertain what difficulty/ties exist(s) in relation to attendance. 

Consider additional support requirements for family in or out of 
school. 

Consult with senior managers in relation to further or ongoing 
steps required 

• Consider multi-agency response depending on 
needs/reasons for absences 

• Continue to monitor and follow up attendance 

https://www2.gov.scot/Resource/Doc/205963/0054747.pdf
https://www2.gov.scot/resource/doc/294630/0091104.pdf
http://enquire.org.uk/20100622/wp-content/uploads/2010/11/school-attendance.pdf
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Summary of steps to monitor lateness. 

Arrival at 
school. 

Summary. Action. 

5-10 late 
arrivals. 

Begin to 
monitor 
lateness 
more 
closely. 

Start to review arrival times more closely. 

Are there any patterns? – times/days of the week? 

Some families may be contacted. 

More than 
10 late 
arrivals. 

Take action. The designated member of staff will make initial contact with 
family. 

Ascertain what difficulty/ties exists in relation to late 
attendance. 

Consider additional support requirements for family in or out of 
school. 

Consult with senior managers in relation to further or ongoing 
steps required. 

• Consider multi-agency response depending on 
needs/reasons for absences. 

• Continue to monitor and follow up attendance. 

 

 

 


