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Our Rationale  
The school operates an attendance policy in order to assist our pupils to maintain high levels of 
sustained attendance and good punctuality.  
 
It is our shared belief that high levels of attendance will not only enhance a pupil’s experience at 
Galashiels Academy, but also help them to attain to the highest level they are capable of.  
 
Attendance is a shared responsibility, a partnership between pupil, parents, carers and staff. All have 
responsibilities as set out in this policy document.  
 
As we are a restorative school, our aim is that positive relationships, our curriculum and our learning 
and teaching approaches will encourage excellent attendance.  
 

Key Roles    

Attendance Officer   Mrs Susan Wilson 
 
*First Instance Register 
*group calls parents-carers period 1/6 
*BCSA Group calls for absence 
* Incomplete registrations from teachers 
*daily-follow up trends in attendance-data to GT 
*daily-investigate and amend attendance on SEEMIS (recoding TBCs) 
* take daily phone calls to update SEEMIS for pupils e.g. medical, family issues, out of class for 
appointments, sign outs, out of school at events 
* Mrs Wilson has modified timetables from pastoral to ensure the latest up to date information 
*Mark in long term absences 
*complete attendance trend data for Pastoral (a 2.45pm attendance report). Monthly SLT data 
*send out letters to parent-carers about attendance (letters A, B,C or 1 and 2) 
*send out letter about improved attendance 
 

School Office 
*take daily phone calls to update SEEMIS for pupils e.g. medical, family issues, out of class for 
appointments, sign outs, out of school at events etc  
*liaise with Mrs Wilson to ensure consistency of data input 
 

Pastoral Teacher 
Pastoral teachers have overall responsibility for managing the attendance of all pupils in their 
caseload.  
 
*interview individual pupils about attendance issues 
*Communicate with home for long term absence or attendance below 80% or spikes in poor 
attendance (use of daily data sheet from Mrs Wilson) 
*tidy up of discrepancies 
* carry out consequences 
*annual ScotXed return 
*support truancy with reflection time 
*liaise with Fiona Gentleman HSLW 
* Working closely with stakeholders, Pastoral staff will:  
* investigate and act upon any unauthorised or unexplained absence.  
* liaise with parents/carers to alert home to any absences.  



* liaise with teaching staff and co-ordinate support as appropriate.  
* liaise with SLT to agree escalation strategies.  
* liaise with external agencies where appropriate to improve pupil attendance at school.  
* coordinate home visits with Fiona Gentleman HSLW, where appropriate.  
 

Year Head 
*Year Heads to support Pastoral with all attendance matters  
 

Teachers:  
* complete a register within the first 5 minutes of each lesson using the SEEMiS attendance 
system.  
* update SEEMiS to reflect attendance changes at any point during the lesson.  
* keep pupills in class at all times and instances of short term absence (e.g. toileting, going to “see 
other teachers”, re- filling water bottles) should be only used when absolutely necessary. 
* Inform office staff if any pupil leaves the class without permission.  
* In the event that SEEMiS is down, Teachers should complete a paper register and update SEEMiS 
once operative.  
* support individual pupils for regular poor attendance and report any attendance concerns to PT 
and Pastoral.  
* email pastoral with attendance concerns using the SEEMIS function to check on individual 
attendance in a subject – see Appendix 1 
* update SEEMiS to reflect attendance changes at any point during the lesson.  
* inform office staff if any pupil leaves the class without permission.  
 

PT Faculty:   
* monitor departments registering classes. Discuss attendance at DMs.  
* Ensure that all staff within their department/faculty complete their register within the first 5 
minutes of each lesson.  
* Include attendance as a standing item on their DM agenda to:  
- discuss concerns,  
- identify patterns of non-attendance,  
- implement strategies to improve attendance,  
- update PT Pastoral of actions being taken.  
- liaise with PT Pastoral where departmental strategies have proven unsuccessful.  
 

Pupils  
* All pupils have a responsibility to ensure they attend school every day, and arrive punctually for 
the start of every period.  
*If absent, pupils will be asked to bring in a note from home either before they are absent, if it is a 
planned absence such as a medical appointment, or on their first day back in school should they be 
“off sick” for example. This should be handed into the school office.  
*S6 pupils will have the ability to “sign out/in” at reception and must do so to ensure that there is 
a record of them leaving or returning to the building.  
* Pupils are expected to remain in class at all times and instances of short term absence (e.g. 
toileting, going to “see other teachers”, re-filling water bottles) should be confined to break times 
unless otherwise agreed.  

Parents/Carers  
* All parents/carers have a responsibility for their child to attend school at all times. Absence will 
of course occur when a pupil is ill, or has an appointment of some sort to attend.  
* When a pupil is absent, for any reason, parents/carers must contact the school office by 9.00am 
on the day of absence, indicating the likely length of absence.  



* Long term absences of more than 3 days must be discussed with the relevant Pastoral Teacher. 
(Further information contained within the procedures section of this policy)  
 

Home School Link Worker 
*We will liaise with the Galashiels Cluster HSLW to support attendance. 
 

DHT Pupil Support 
* responsibility for quality assuring all processes within this policy.  
  

Scottish Borders Council  
* SBC have a responsibility to offer support to school/pupils/families with attendance.  
 

 

Letter A:  Any pupil that has a 3 days plus absence. Sent by Mrs Wilson (always checks with 
pastoral). 
 
Letter B: Lates letter. Mrs Wilson will demerit for 3 lates in a week (generates a Seemis letter for 
groupcall.). There is only one letter a month. 
 
Letter C: Praise letter for improved attendance. From Mrs Wilson. 
 
Letter D: Attendance letter for any pupil that goes below 95% attendance. Sent any time after 
week 4 by Mrs Wilson. It is a supportive letter for parents-carers informing them of this 
attendance rate. Pastoral to approve this sending out. 
 
Letter E: Attendance letter for any pupil that goes below 90% attendance. Sent at monthly 
intervals by Mrs Wilson. The letter invites parents-carers to a meeting with pastoral staff. 
Pastoral approve this letter being sent out. 
 
Letter F: to all parents in September about general attendance expectations 
 

 

 

 

 

 

 

 

 

 

 

 

 
 



Letter A - Letter to Parent-carer 3 days plus absence 
 
Dear 
 
ABSENCE FROM SCHOOL –NAME, SURNAME, REG 
 
XX has been absent from school on the following dates ………….. 
 
The school is required by the Scottish Government to ensure all pupil absences are explained and I 
am asking you to help us with this.  When a pupil is absent from school, parents/carers usually 
contact the school by phone call or letter on the day of the absence, or indeed any time prior by 
email, explaining the absence.    
 
If a Group Call message is received, you can reply directly to this message by text or call, and as a 
measure of safeguarding, you are strongly requested to do so.    
 
We have now had to arrange for XXX’s absence to be recorded as ‘unexplained’.  Unfortunately, 
unexplained absences are regarded in the same way as truancy.  If you would like us to change the 
way the absence has been recorded please contact the school and tell us the reasons as soon as 
possible.  Please see table below detailing the impact of absence on progress at school. 
 
Your engagement and assistance with this matter is very much appreciated.   
 
Yours sincerely,  
 
Mrs S Wilson 
Attendance Officer 
Galashiels Academy 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Letter B - Letter to Parents-Carer  3 Lates in a week 
Dear 
 
NAME, SURNAME, REG 
 
I am writing to inform you that XX’s punctuality is currently giving us cause for concern.  He/she has 
been late to school on at least three occasions this week which has a major impact on his/her 
learning.   
 
A pupils is classed as late if they arrive 10 minutes after the start of the Period.  
 
As a school we want what is best for XX going forward.  Your support in this matter is invaluable and 
we would appreciate if you could please reinforce this message with XX at home.   
 
Please do not hesitate to contact myself or xxx’s Pastoral Teacher should you wish to discuss this 
further.   
 
Yours sincerely,  
 
 
Mrs S Wilson 
Attendance Officer 
Galashiels Academy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Letter C - Praise Letter for Improved Attendance of pupils who improve previously below 90% 
 
Dear  
 
Name, Surname, Reg 
 
As part of my remit as Attendance Officer at Galashiels Academy it is my role to regularly monitor 
attendance and liaise with Pastoral Staff about individual pupil’s attendance.  
 
I am writing to advise you that myself and xxxx’s Pastoral Teacher have noticed an improvement in 
xxx’s attendance.  Ideally, the goal for attendance is for all pupils to be over 95%, pushing for 100% 
throughout the academic year.    
 
While xxx’s attendance is still below 90%, we felt that it was important to acknowledge the efforts 
that you and xxx have made so far.  It’s been great seeing xxxx in school more but we don’t want 
these efforts to stop here.    A continually high attendance rate brings a number of benefits to our 
young people and we hope that you and XXX are starting to notice some of these.  Please see table 
overleaf that reinforces the importance of good attendance.  
 
I would like to take this opportunity to thank you for your continued engagement and support.  
I look forward to seeing xxxx’s attendance continue to improve.   
 
Yours sincerely, 
 
Mrs S Wilson 
Attendance Officer  
Galashiels Academy  
 
Attendance Officer Galashiels Academy  
 
 
90% attendance over a school career amounts to more than one year of education lost. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Letter D    Letter to parents-carers who have pupils with attendance below 95% 
 
Dear parent-carer, 
 
As part of my remit as Attendance Officer at Galashiels Academy, it is my role to regularly monitor 
attendance and liaise with Pastoral Staff about individual pupils attendance. 
 
I am writing to inform you that ____________________________’s attendance is currently below 
95%. 
 
I am aware that these absences can be due to sickness, holidays or family circumstances, but I 
wanted to write to you to let you know that the school is very keen to work closely with you to 
maintain a high attendance rate. 
 
Excellent attendance allows young people to benefit from: 

 Teaching and Learning 

 Meeting friends and developing friendships 

 Developing a sense of responsibility 

 Gaining skills and qualifications 

 Having their achievements recognised 

 Building confidence and self-esteem. 
 
 
We are grateful for all that you have done so far to encourage a high attendance rate, please 
continue to encourage a high rate of attendance at Galashiels Academy. Please remember to contact 
the school office with any updates on absence reasons. 
Yours sincerely 
Mrs S Wilson 
Attendance Officer 
Galashiels Academy 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Letter E Letter to parents-carers who have pupils below 90% 
 
Dear parent-carer, 
 
As part of my remit as Attendance Officer at Galashiels Academy, it is my role to regularly monitor 
attendance and liaise with Pastoral Staff about individual pupils attendance. 
 
I am writing to inform you that ____________________________’s attendance is currently below 
90%. I have attached a table overleaf that reinforces the importance of good attendance.  
 
I am aware that these absences can be due to sickness, holidays or family circumstances, but I 
wanted to write to you to let you know that the school is very keen to work closely with you to 
maintain a high attendance rate. 
 
Excellent attendance allows young people to benefit from: 

 teaching and learning 

 meeting friends, developing friendships and developing a sense of responsibility 

 gaining skills and qualifications and having their achievements recognised 

 building confidence and self-esteem 
 

90% attendance over a school career amounts to more than one year of education lost. 
 
 
Please remember to contact the school office with any updates on reasons for absence. 
We are grateful for all that you have done so far to encourage a high attendance rate. To further 
support you, I would ask that you arrange a meeting, phone call or email with your child’s 
Guidance Teacher to discuss attendance and update us on this attendance rate. 
  
Yours sincerely 
Mrs S Wilson 
Attendance Officer 
Galashiels Academy 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Letter F to all Parents in August 
 
Dear Parent-Carer,  
 
At Galashiels Academy, we monitor attendance throughout the year. Pastoral Staff and Mrs S Wilson 
(our Attendance Officer) discuss attendance with individual pupils in Personal Social Education (PSE) 
and at 1-1 meetings with the pupil.  
 
We are keen to make parents aware when their child’s attendance falls below 95% and you will 
receive a follow up letter if your child has an attendance rate below 95%. 
 
Attendance and punctuality are important factors in your child’s education and we appreciate your 
ongoing support with this.  
 
The procedure we follow at Galashiels Academy is as follows; 
 

 After the October break we run an attendance check and will alert you by letter if 
attendance in under 95% 

 At reports time you are given an attendance and punctuality update.  

 At the end of January we run an attendance check and will alert you by letter if attendance is 
under 95 or 90%. 

 Pastoral staff will liaise with you individually if attendance is a concern 
 
 We appreciate that some absence is unavoidable, and recognise that children do have periods of 
illness as part of normal life. Nevertheless, as a school, we are keen to support low attendance to 
improve as this, along with punctuality does impact on the potential progress your child can make in 
school.  
 
Excellent attendance allows young people to benefit from: 

 Teaching, Learning and assessments 

 Meeting friends and developing friendships 

 Developing a sense of responsibility 

 Gaining skills and qualifications 

 Having their achievements recognised 

 Building confidence and self-esteem. 
 
I have attached a table overleaf that reinforces the importance of good attendance.  
 
We are grateful for all that you have done so far this session to encourage a high attendance rate.  
Please continue to encourage a high rate of attendance at Galashiels Academy.   
Please remember to contact the school office with any updates on reasons for absence: 
email galashielsacademy@scotborders.gov.uk. You can also text Mrs S Wilson on  07741029274 
 
 
Yours faithfully 
 

       
Malcolm Changleng    
DHT Pupil Support 
 

Commented [sj1]: I would move this to the end. 

Commented [CM2R1]:  

Commented [sj3]: Faithfully I think, when the recipient is 
not named. Worth checking! 
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