School Attendance Policy
The review of this policy was a collaborative school process involving staff and Board of Management in Nov 2013
Rationale
The main factors contributing to the formulation of a revised policy can be summarised as follows:
· To promote and encourage regular full day attendance as an essential factor in our pupils’ learning
· Legislative requirements such as the Education Welfare Act 2000 and the Education Act, 1998
· The role of the National Educational Welfare Board
 
Roles and Responsibilities
· Class teachers record individual patterns of attendance and the Principal makes returns to N.E.W.B.  The Deputy Principal has responsibility for maintaining the Leabhair Tinreamh.
· It is the responsibility of the Principal and staff to implement this policy under the guidance of the school’s Board of Management.
 
Parents/guardians are responsible for the good school attendance of their children and can do this by:
· ensuring regular and punctual school attendance.
· notifying the school if their children cannot attend for any reason and informing the school in writing of the reasons for absence from school.
· making sure their children understand that parents support good school attendance;
· refraining from taking children out of school for holidays during school time
· showing an interest in their children’s school day and their children’s homework.
· encouraging them to participate in school activities.
· praising and encouraging their children’s achievements.
· instilling in their children a positive self-concept and a positive sense of self-worth.
· ensuring, insofar as is possible, that children’s appointments (medical and otherwise), are arranged for times outside of school hours.
· working with the School and education welfare service to resolve any attendance problems;
 
Punctuality
School begins at 9.20 am.  All pupils and teachers are expected to be on time.  The school will contact parents/guardians in the event of pupils being consistently late.  The Principal is obliged under the Education Welfare Act, to report children who are persistently late, to the Education Welfare Board.
 
Late arrival to school
Children should be in school at 9.20am each day. A child who is not in his/her class at 9.40am is officially late for school. Parents must send in a note to explain the reason for the late arrival or accompany the child to do so. This is recorded in the rollbook note copy. After 3 late arrivals, the class teacher will notify the Principal.
 
Early collection from school
Children are expected to attend for the full school day. There are, of course, exceptional circumstances (medical appointments, music examinations, family emergencies, etc) where a child needs to be collected from school early. In these instances a parent or nominated adult must come to the office and fill out an “Early Collection from School Form”. They will note the time and reason for the early collection and sign the form. The child can then be collected from class.
 
Recording and Reporting Attendance
The school attendance of individual pupils is recorded in the Leabhar Rolla (Roll Book) of each class on a daily basis. Class attendance data is recorded daily in the Leabhar Tinrimh (Attendance Book).  The annual attendance of each individual pupil is recorded in the Clár Leabhar (Register), together with information provided in enrolment forms.
 
If a pupil does not attend on a day when the school is open for instruction, his/her non-attendance will be recorded by the class teacher. The roll call is taken between 10.30 and 11am each morning.  Any pupil not present will be marked absent for the day.  The roll book may not be altered once it has been filled in.  A note from parents/guardians is required to explain each absence. Such notes will be retained by the class teacher.
 
Parents/guardians are made aware of the requirements of the NEWB particularly the by-law relating to absences of more than 20 days per school year. They are notified on the end of year report of the total number of absences during the school year. Pupils whose non-attendance is a concern are invited to meet with the Principal during Parent/Teacher meetings and are informed of the school’s concerns.
 
The school must inform the Education Welfare Officer in writing, where a child has missed 20 or more days in a school year, where attendance is irregular, where a pupil is removed from the school register and where a child is suspended for 6 days or more or expelled.
The NEWB is furnished with the total attendances in the school year through the Annual Report Form which is completed on-line.
National Education Welfare Board
The Education Welfare Officer is informed if:
 
· A child is expelled
· A child is suspended
· A child has missed more than 20 days.
 
Transfer to Another School
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 as he or she considers appropriate.  This applies to pupils who transfer between primary schools and to pupils who transfer from primary to second-level education.
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