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.A. Introduction:

This policy document was originally drawn up to ensure and maintain a high level of attendance at school by all pupils. Changing social habits and patterns have  necessitated regular updating of the policy.  Redrafting is a collaborative process involving Staff and Board of Management.  This policy was adapted/modernised  in September 2014 following the introduction of Aladdin, an electronic system for recording school attendance. We recognise that establishing good attendance habits from the very beginning of a child’s time at school is of the utmost importance.
.B. Rationale:

The main factors contributing to the formulation of this revised policy are as follows:....
a) The changing fabric of society

b) The role of the NEWB / TUSLA

c) Levels of disadvantage

d) Legislative requirements such as the Education Welfare Act 2000 / Education Act 1998

e) Changing attitudes to education

f) The School BOM wishes to encourage and promote regular attendance as an essential factor in the pupil’s learning. 

.C. Aims and Objectives:

Our  revised policy is geared towards

· Encouraging full attendance where possible

· Identifying pupils at risk

· Promoting a positive learning environment

· Raising awareness of the importance of school attendance

· Fostering an appreciation of learning

· Enabling learning opportunities to be availed of

· Ensuring compliance with the requirements of the relevant current legislation

· Developing, subject to available resources, links between the school and the families of children who may be at risk of developing attendance problems 
· Identifying and removing, insofar as is practicable, obstacles to good school attendance.
· Ensuring that all pupils are registered accurately and efficiently

· Ensuring that pupil attendance is recorded daily

.D. Compliance with School Ethos

This policy complements the School Mission Statement and  ethos of nurturing potential in a caring environment where the welfare of children is paramount.

.E. The Education Welfare Act 2000
Under the terms of the Education Welfare Act 2000 (amended by the Child and Family Agency Act 2013), schools are obliged to:……..
· Maintain a record of students attending school

· Record school attendance and notify the relevant Educational Welfare Officer of particular problems relating to attendance

· Support students with difficulties in attending school on a regular basis

· Prepare and implement a school attendance strategy to encourage, in a positive way, regular school attendance and an appreciation of learning within the school

· Prepare and implement a code of behaviour,- setting standards of  behaviour and disciplinary procedures for the school.

· Liaise with other schools and relevant bodies on school attendance issues

.F. Punctuality
School begins at 9.20am. All pupils and staff are expected to be on time. 

· It is the responsibility of the Class Teacher to maintain a record of children who arrive late to school, leave school early or are collected late. This is recorded on the Aladdin System.

· A child will be recorded as being late to school if they arrive after 9.20am.
· Parents/Guardians must provide a note if a child departs early during the school day. These notes can be left in pupils’ journals or stored  in pupils’ files as appropriate.
· Where teachers see a pattern of poor punctuality emerging, they should bring this to the attention of parents/guardians at an early stage.

· If there is still no improvement in punctuality,  then a letter should be sent home notifying parents / guardians of the issue. Template letters are available from the office.
· If punctuality continues to be an issue then  Class Teachers should bring the issue to the attention of the Principal/Deputy Principal.
.G. Recording

· The Deputy Principal, Mrs. O’Donoghue, monitors and co-ordinates all aspects of school attendance and policy development in this area. She is available to support, advise and remind staff on an ongoing basis of how these procedures are being planned and implemented. 

· All children attending Scoil Bhríde, Cluain na Slí have relevant/required data recorded on the Primary Online Database. This POD is updated annually in September of each school  year.
· Class Teachers record individual school attendance using the Aladdin System.  A hard copy format of pupil attendance is printed by the Secretary at the end of each school quarter and this record is maintained in the  Office.

· Aladdin also facilitates electronic recording of Overall School Attendance( Known as “An Leabhair Tinrimh Laethúil.”)  A hard copy of this is printed by the Secretary at the end of each month and this record is also maintained in the  Office.

· A note/phone call from parents/guardians is required to cover each and every absence.  The reason for absence is recorded on Aladdin and all notes from parents are collected from Class Teachers at the end of each school year. These are then stored in the school archives.  Any unexplained absence is recorded as such on Aladdin. 

· When a pupil has an extended absence, parents are made aware of the requirements of the NEWB / TUSLA,- particularly the bye law relating to absences of more than 20 days per school year.  Absences are reported to the NEWB / TUSLA on four occasions  during the school year.  An Annual Report is submitted at the end of the school year. 

· Full responsibility in all these matters fall under the brief of the School Deputy Principal.

.H. Accepted School Practise for Keeping a Record of Attendances and Absences

· The roll is taken each morning at 10.30am. Any pupil not present at this time will be marked  absent for the day.

· Parents will be informed of their responsibilities in relation to school attendance. They will be requested to provide written explanations for all absences from school, regardless of the length or nature of the absence.

· For pupils in Classes 1st to 6th, the main means of communication between home and school is the Official SBC Homework Journal (New Edition launched in September 2017.) On pages 111-121 there is a specific section where a Record and Explanation of Absences can be made. Parents are regularly advised to use this section of the Journal when explaining an absence to the School .

· For pupils in Junior and Senior Infants, parents can write a note or letter explaining the absence, sign and date it and give it to the Class Teacher. Sample template notes are provided at the introductory meeting for parents of Junior Infants and templates for those notes/letters are provided in the  Official SBC Blue Booklet  given to parents at that meeting. The Class Teacher in the Junior Classroom regularly sends home these sample templates throughout the year. 
· Notes written in Homework Journals can be left in the journal.

· Individual notes and other written communication around attendance,- such as Medical Certificates and other explanations for student absences, should be kept in the pupil files. These will be retained for possible inspection by the National Educational Welfare Officer.

· When a child is marked absent on Aladdin, teachers should ensure that they enter the reasons for the absence in the appropriate section  (i.e. under Edit Absence Reasons tab) as soon as that information becomes available. This allows teachers to categorise the absence,  as “Unexplained;  Illness; Urgent Family Reason” etc. This information will form part of the reporting procedure to the Educational Welfare Services Section of the TUSLA-Child and Family Agency.
· Parents will be contacted early in the situation where notable patterns of poor attendance are observed by Teachers. It is hoped that such action might help prevent an escalation in the occurrence of further absences.
· Letters will be sent home, drawing parents’ attention to poor attendance, after 10 and 20 days absence

· If a child misses school and a written explanation is not sent directly to SBC, the Class Teacher must then send home a letter requesting same. 

· Each Class Teacher has a responsibility to monitor the attendance of the children in their care.

· Teachers should be aware of emerging patterns in relation to poor attendance.
· The Deputy Principal has posted a notice “Attendance at School” at both entrances to the School Building and also on the Parents’ Notice Board in the Main Reception Area. (See Appendix .1. to this Policy Document.) Our Official Policy on Attendance and the associated Appendix is also posted on our School Website. 

.I. What to do when a child reaches 10 days absence:

· It is school policy that when a child has been absent for 10 days  during the course of the school  year,  the Class Teacher writes to his/her parents notifying them of the extent of the absences recorded.
· A sample letter is available from the office in relation to this matter.
.J. What to do when a child reaches 20 days absence

· When a child has been absent for 20 days during the course of the school year,  we notify the Educational Welfare Services section of  the TUSLA - Child and Family Agency. The parents concerned will be advised as to the actions we are undertaking in this regard. 
· The School has no discretion over handing this information on to TUSLA – Child and Family Agency, regardless of the reason for absence.

· However, TUSLA–Child and Family Agency will take account of absences due to illness, bereavement or other such circumstances

· There are four periods during the year when we are obliged to report information on to TUSLA – Child and Family Agency. Class Teachers will be responsible for providing information on all  absences relating to these reports. Additionally, TUSLA – Child and Family Agency request an Annual Report at the end of each school year.

.K. Procedures for Serious Absences
· Where teachers see a pattern of poor attendance emerging, they should bring this to the attention of parents at an early stage.  (Poor attendance patterns are more easily changed if attention is drawn to them at an early stage.)
· The Educational Welfare Act  2000 requires schools to notify the Educational Welfare Services section of the Child and Family Agency (TUSLA) of pupils who have been absent for 20 days and who are aged over 6 years of age.

· However, at SBC  we will be monitoring the attendance patterns of children from when they start school in Junior Infants and we will inform  TUSLA – Child and Family Agency of all such absences, in order to seek to address the matter and deal with it as early as possible in the child’s school career.

· The Class Teacher in conjunction with the school will follow a series of progressive steps, as per EWS Pre-Referral Checklist, when they are concerned about a pupil’s attendance. The EWS checklist is available from the office.

·  ‘At risk’ pupils can be categorised as those who miss more than 5 days in a 20-day period without an accompanying note of explanation from parents/guardians.

· If an ‘at risk’ pupil is identified then the Class Teacher will complete the Pre-Referral Checklist and attempts will be made in co-operation with the home, to improve the situation.
· Where the School has cause for concern over a pupil’s attendance for whatever reason and in spite of all efforts at resolution made at school level and in collaboration with the home,- a formal written and signed Referral will be made to the Educational Welfare Service.

.L. Reporting Absenteeism to Educational Welfare Services (EWS)
Since the inception of the Education (Welfare) Act, 2000 schools are obliged to report on school attendance. The Deputy Principal, Mrs. O’Donoghue has  responsibility for these reports. The following reports will be submitted:

(i) Student Absence Report:
This report is submitted four times each year on those students falling within the following criteria:……
-       A student has been absent from school for a cumulative total of twenty days or more
· A  student's name is to be removed from the school register for any reason

· A student has been suspended for a cumulative total of six or more days

· The school has expelled a student

· The Principal is concerned about a student's attendance

(ii) Annual Attendance Report (AAR)
The Annual Attendance Report is submitted at the end of each academic year and provides information on levels of attendance. Schools are required to provide the following data in the AAR:…..
· Total number of days lost through student absence in the entire school year.

· Total number of students who were absent for 20 days or more during the school year.

· Total number of students expelled in respect of whom all appeal processes have been exhausted or not availed of during the school year.

· Total number of students who were suspended for any number of days during the school year.

.M. Transfer to Another School / Communication with Other Schools

Under Section 20 of the Education Welfare Act 2000, the Principal of a child’s current school must notify the Principal of the child’s previous school that the child is now registered in their school.When a Principal receives notification that a child has been registered elsewhere, he/she must notify the Principal of the pupil’s new school of any problems in relation to attendance at the pupil’s former school and of such matters relating to the child’s educational progress that he/she considers appropriate. This applies to pupils who transfer between primary schools and to pupils who transfer from primary to second-level education. At SBC we use specifically designed templates regarding Pupil/Discharge and Transferral (to Primary and Second Level) for the specific purpose of recording a pupil’s movement through the education system. These are located in the Admin. Office. 
.N. Communication with other Schools 

· When a child transfers from SBC  to another school, records relating to attendance, academic progress etc. will be forwarded on receipt of written notification of the transfer from the receiving school.

· When a child transfers into SBC, confirmation of transfer will be communicated to the child’s previous school, and appropriate records sought. (Section 20, Education Welfare Act 2000).

· An Education Passport for pupils transferring from SBC to a Post Primary School will be forwarded on receipt of confirmation of enrolment.
· The School Secretary will also follow the formal steps to update POD as per Circular 0033/2015.
.O. School Strategies that Promote and Support Good Attendance at SBC
· Section 17 of the Education Welfare Act 2000 states that the parent of a child shall cause the child concerned to attend a recognized school on each school day.

· Traditionally, school attendance is strong in our school and has not been adversely affected by social changes.  However, staff remain vigilant so that students “at risk” are identified early.  “At Risk” students can be categorised as those who miss up to 5 days in a 20 day period without an accompanying note of explanation from parents/guardians.  (Appropriate contact takes place between the  school and parents/guardians either via letter or note in the Homework Diary when this occurs.  A meeting between parents and the Principal/Deputy Principal may be set up if deemed necessary).  Absences of more than 20 days are automatically referred to the Education Welfare Officer.  If a child is suspended or expelled for whatever reason, the EWO / TUSLA is also informed.

· As already stated, there is a need for regular review of school attendance in each class. The primary responsibility for this lies with the Class Teacher. Teachers should therefore actively monitor/review the attendance patterns of all children in their care.

(i) The school will continue to encourage full or near full attendance through the following strategies  and approaches:
· By referring to the importance of excellent school attendance at school assemblies during the school year.

· By acknowledging excellent attendance at the end of the school year, with certificates and medals awarded for excellent attendance

· Creating a safe and welcoming environment

· Providing a stimulating learning environment

· Ensuring children are happy

· Displaying kindness, compassion and understanding

· Being vigilant so that risks to good attendance such as disadvantage, bullying, etc. are identified early and steps are taken to minimise the effect of such risks

· Providing parents with the school calendar early in the school year thus enabling them to plan family events and holidays around school closures.
(ii) Identifying ‘at risk’ pupils:
· While actively reviewing attendance patterns of children in their care, teachers should be vigilant so that “at risk” pupils are identified early

· “At risk”  pupils can be categorised as those who miss more than 5 days in a 20-day period without an accompanying note of explanation from parents/guardians.

· When “at risk” pupils are identified, teachers should follow the steps outlined under the Procedures for Serious Absences in Section .K. and also those referred to under School Strategies that Promote and Support Good Attendance at SBC in Section O above. 
(iii) Communication with Parents/Guardians:
· Good communication with parents/guardians is key to encouraging strong  attendance

· By consulting with parents/guardians when reviewing policies, the aim is to promote a high-level of co-operation among the school community.

· The calendar for each coming school year is published annually in September and reminders of school holidays are posted on the Website Bulletin Board. Reminders are also regularly set out in text alerts. It is hoped that this approach will enable parents/guardians to plan family events around school closures, thus minimising the chances of non-attendance related to family holidays during the school term.

· The school also informs all parents of the implications of non-attendance as per the Education Welfare Act, 2000. (This information is disseminated at least once a year in a school bulletin or notice). Specific reference is made to the consequences of long absences on children’s progress in language acquisition and general academic progress. Parents are also made aware of the fact that children can become unsettled and find it difficult to adapt  to their class situation after a long absence.
· Parents will be informed that the Principal cannot authorise a child’s absence for holidays during school/term time. However, it is essential/for necessary for parents to inform the school in writing of all such arrangements. Such communications are to be retained in the relevant pupil files.
.P. End of Year Procedures

· At the end of the school year, each teacher will review the attendance patterns of the class for the year. The attendance of each pupil will be reported to parents/guardians on their child’s report card.
· At a special assembly held on the last day of school each year, certificates and awards will be presented to all those children who have achieved excellent levels of attendance throughout the school year in question.

· Gold Medal (Full Attendance)

· Silver Medal (5 Days Absence or less)

· Bronze Medal (Between 6 and 10 days absence)
.Q. Roles and Responsibilities:
All staff and parents have an input into the implementation of this policy.  The Deputy Principal is in charge of all aspects of its content. Ultimate responsibility for the development of strong  attendance patterns  at SBC lies with the Principal.
.R. Evaluation:
The success of any Attendance Policy is measured through...........
· Improved attendance levels

· Happy, confident, well adjusted children

· Positive parental feedback

· Teacher vigilance

· Awareness of legal obligations under the Education Welfare Act 2000

.S. Ratification, Implementation and Review:
A Policy on attendance has been in operation at  Scoil Bhríde, Cluain na Slí  since September 2000  and was updated in 2004, 2008, 2012  and 2014.  Its most recent review was carried out in September-October 2017.This current redrafted policy has been ratified and  implemented since October 2017. It is monitored on an ongoing basis and is amended as necessary. It will be reviewed/revised as the need arises and, in line with Official School Policy, it will undergo a complete official  re-draft in October  2020.
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                       ________________________________________________ (Principal)

            Date:  ________________________________________ 

      Tel No. 057 8648334                                                           
     

Roll No. 20118L

          
    Scoil Bhríde,

Cluain na Slí,

email address: clonasleens
@eircom.net
   Co. Laoise.
         Website: clonasleens.ie
                                     
     

     Principal: John O’Sullivan                        Deputy Principal: Siobhán O’Donoghue                                                                       



Parents are advised that under law, every child must attend school regularly up to sixteen years of age and all absences be suitably accounted for. When a pupil is absent, the Parent(s)/Guardian(s) must inform the school of the reason for said absence. At Scoil Bhríde, Section E of our Official Policy Document on Attendance states that a note/phone-call from Parents/Guardians is required to explain each and every absence. Otherwise the pupil’s non-attendance is officially recorded as “Unexplained”. In the School Homework Journals which are used from classes First to Sixth, you will find a section at the back where standard notes of explanation may be filled out, detatched and sent into the school. However, once you explain each absence in accordance with School Policy then your duties and responsibilities as a parent are fulfilled. Please be aware that all absences of 20 days and over are automatically uploaded onto the database of the National Educational Welfare Board. Officials from this body will contact the Parents/Guardians of children whose absences during the school year are unusually high and/or to a large extent unexplained. 

John O’Sullivan (Principal)
Appendix .1. to Official School Policy on Attendance

