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School Attendance Policy

Introduction:

St. Mary’s Special School has a good record of attendance by pupils. However, we are aware that there are
instances where attendance could be improved for some pupils who are absent for non-medical reasons.

Aims:

° To foster an appreciation and raise awareness for consistent attendance for pupils to enhance and
consolidate learning.

° To comply with requirements under Education Welfare Act 2000

° To enhance the learning environment where children can make progress in all aspects of their
development.

Defining and Recording Non-Attendance:

“A parent is obliged to cause a child between the ages of 6 and 16 to attend ‘a national school or other suitable
school’ on each day that the school is open for instruction.” Education Welfare Act 2000

® A child is expected to attend each day.

o} Non-attendance is recorded in the roll book on Aladdin. Each student’s absence and category (reason) is
recorded

° All explanatory notes from the parents are kept in the child’s file,

® Parents/Guardians are expected to notify the school of a child’s absence via email or a call to the school

or for a day a written explanation in the home/school journal should be presented to the teacher

° If a pupil is absent for three days the Class Teacher will report to the Principal/Deputy Principal and the
parents/guardians will be contacted by phone

® A letter is provided by parents explaining the absence in accordance with the Education Act 1998.

If there is a difficulty with punctuality or poor attendance:

° Class teacher will talk to the parent about the matter and remind them of their statutory duty as
parents to ensure that their child is sent to school.

° When a child has missed 15 days a letter is sent home to parents highlighting this and encouraging
improvement.
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e If there is still no improvement the principal along with the class teacher will have a further discussion.
° The principal would formally meet the parent outlining that the Board of Management of the school will

be informed about the poor attendance, and/or the Welfare board office will be contacted.

° Tusla will be contacted regarding any child who has missed 20 days or more. The EWO and Principal will
work together to support families of children with particularly poor attendance.

° A letter will be sent to parents when pupils have missed 20 days or more.

° All attendance is reported in the end of year school reports to parents.

The Education Welfare Officer is informed if:

® A child is expelled
] A child is suspended
® A child has missed more than 20 days.

The NEWSB is furnished with the total attendances in the school year through the Annual Report Form which is
completed on-line.

Promoting Attendance:

® By highlighting the empowerment of the child as stated in our mission statement

® Through creating a safe and welcoming environment

® By ensuring children are happy

® By displaying kindness, compassion and understanding

® Through ongoing praise to attendance

© Through highlighting good attendance in the classroom.

® Principal will highlight good attendance through certificates for good attendance at the end of the
school year

° Specific incentives may be offered to particular children to encourage attendance
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° At the end of the school report, children’s level of absence is identified and compared to the class

average atte ndance.

Procedures in relation to the Removal from Register/Transfer from another school:

The school is aware that ‘A principal may only remove a pupil’s name from a school register where they have
been informed that the child has been enrolled in another school or when the Welfare Board notifies them that
the child has been registered by it as in receipt of out-of-school education.’

The Board of Management may in exceptional circumstances suspend a child. (See Code of Behaviour)
Transfer to another school:

Where parents remove a child from a school the principal is obliged to give them and the new school a
certificate stating the child's record of attendance and absences in the school, the last class the child attended,
and any other relevant information pertaining to the education of the child.

Transfer from another school:

When St. Mary’s receives a new student, the principal will notify the principal of the child’s last school attended
that the child is now registered in our school “as soon as may be”. 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.

Communication

® If a child is absent and no explanation is given one day one the parents/guardians/carers will be
contacted by the office - and logged in a book designated for this purpose

© Class teacher will make contact with the parent(s)/carers if the child is absent for three consecutive days
- this will be logged in a book in the office

o Parents who fail to inform the school of a reason for the absence will be contacted by the school
secretary. Failing this, the absence will be reported ‘unexplained’.

® When a child reaches 15 days absence, a letter will be automatically sent to parents informing them of
this and the responsibility of the school to report to Tusla should the child reach 20 days absence.
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® A report is sent to the Tusla as required.
® A letter will be sent to parents when pupils have missed 20 days or more.
° All attendance is reported in the end of year school reports to parents by the school office
Parents/guardians can promote good school attendance by:
® ensuring regular and punctual school attendance.
® notifying the School if their children cannot attend for any reason.
° discussing planned absences with the school.
° refraining, if at all possible, from taking holidays during school time
Removal of a Pupil during the School Day
Aims:
® To highlight the importance of remaining in school for a full school day
® To ensure the safety of all pupils in our school by having all visitors and parents report to the school
office
° To ensure the accountability of all pupils during any emergency evacuations
° To retain a record of pupils regularly leaving school early
Rationale:

Pupils are expected to remain in school for a full school day. Pupils should only be removed early from school in
cases of emergency or unavoidable medical appointments.

Action:
Unavoidable medical appointments / Withdrawing a sick child from school

If a pupil needs to leave early for an unavoidable medical appointment, notification should be sent in
beforehand from his/her parents.

If a child is sick during the school day, the secretary will firstly ring the parent and if uncontactable, will ring the
emergency contact number. Ensure all phone numbers are up to date.

When collecting the child, the parent should report to the school office and the child will be signed out in the
Appointments Record Book. The parent can then wait in the foyer while the secretary informs the teacher or
staff member that the parent is present and the child will be taken to their parent/guardian.
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On returning the child after the appointment, the return time will be recorded in the Appointments Record.

No child will be allowed to leave the school with any other adult other than his/her parent unless a letter has
been received beforehand naming the person who is to collect the child.

Arriving late to school due to medical appointment or emergency

Our school day begins at 9.00am. If a child has a medical, dental or unavoidable morning appointment, a
letter/email/ note the day before in the home-school journal; should be sent in beforehand from his/her
parents. The school rolla is taken daily by 11am. In this case the rolla will be kept open for this child until 12pm
(maximum). After this time, the child has missed half of the school day and will be marked absent. All late
arrivals are recorded in ALADDIN

Emergencies

The parent should ring the school on-route if possible and explain the situation. The secretary can then have the
child’s teacher/staff member informed to prepare the child for collection. The child will be signed out in the
Appointments Record Book at the Office by the adult who collects the child.

The Board of Management:

The Board of Management is committed to providing a positive school atmosphere which is
conducive to promoting good school attendance. In this regard:

» The school curriculum, insofar as is practicable, is flexible and relevant to the needs of the
individual child

¢ The school will promote development of good self-concept and self-worth in children

e Support for pupils, who have special educational needs, are in place in accordance with
Department of Education Guidelines

e The assistance of the Education welfare Officer will be utilised, if necessary

» The attendance rates of the pupils will be monitored by class teacher in the first instance and
the class teacher will notify the Principal of any concerns regarding attendance of any child

e Pupils with a poor attendance record will, insofar as is practicable, be supported in an effort
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to improve poor attendance

School Principal:

The School principal will:

e Ensure that the school register of pupils is maintained in accordance with regulations

e Inform the Education Welfare Officer/TUSLA:

(a) if a pupil is not attending school regularly

{b)When a pupil has been absent for 20 days or more during the course of the school year.
(c) If a pupil has been suspended

* Where a school principal has a concern in relation to the school attendance of a pupil and
having exhausted in-school interventions an Educational Welfare Referral can be made to
Tusla in relation to these individual pupils. (This referral is outside the normal reporting of
attendance to Tusla). The parents will be informed of a decision to make this referral

e Insofar as is practicable, promote the importance of good school attendance among pupils,
parents and staff.

The Class Teacher:

The Class Teacher will:

¢ Keep a record of explained and unexplained absences

» Contact parents in instances where absences are not explained in writing

¢ Encourage pupils to attend regularly and punctually

s Inform the principal of concerns s/he may have regarding attendance of any pupil

e Contact parents/guardians where punctuality and attendance concerns begin to arise

Recording and Reporting Attendance

The school attendance of individual pupils is recorded in the Leabhar Rolla (Roll Book) for
each class on a daily basis.

The school will maintain an UpToDate Leabhar Tinrimh (Attendance Book) along with the
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annual attendance of each individual pupil being recorded in Tusla Standard Forms

if a pupil does not attend on a day when the school is open for instruction, his/her nonattendance will be
recorded by the class teacher/secretary. The roll call is taken at 10.00am each morning. Any pupil not present
will be marked absent for the day.

Punctuality

School starts at 9.00 am. For security reasons, the main gates and doors will be locked at 9.40am. Rolla will be
taken before 11am. If a child arrives at school after, they will be marked as late. The Principal will meet with the
parents of children who are continually late to discuss strategies to improve punctuality.

If following school intervention & strategies punctuality does not improve, the principal will report the case to
the Education Welfare Officer for further intervention and action.

A copy of the policy will be given to members of staff, Board of Management, and available to parents to view in
the school and will be available on our website.

Evaluation

The success of any Attendance Policy is measured through:

* maintenance and improved attendance levels as measured through Leabhar Rolla records
and statistical returns

¢ Happy confident well-adjusted children

o Improvement on punctuality of children

e Positive parental feedback and cooperation with policy in its entirety

» Teacher vigilance in terms of poor attenders

Ratified: /(//{ M ,WJQ/\ Date: igﬁ / 2.4

Chairperson ofthe Board of Management

Re: 15days absence
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Dear Parents/Guardians,

Under the terms of the Education (Welfare) Act 2000, the school is obliged to notify TUSLA if a child is absent for
20 days or more, or where a child’s pattern of absence gives rise to concern. It is the school’s policy to inform
parents by letter when a child’s absences reach 15 days or more.

While we understand that children may be absent due to illness, bereavement, or other unavoidable
circumstances, we are bringing the total number of absences to your attention. Our records show that:

has been absent from school for days.

Regular school attendance is an important factor in ensuring success in education, and good attendance habits
are established in the early years. At St Mary’s Special School, we encourage all children to attend school every
day. Parents can support positive attendance by promoting daily attendance and by ensuring that all absences
are explained in writing.

We thank you for your cooperation.

Yours sincerely,

Maria Corredor Saiz

Principal

Re: 20-Day Absence Notification
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Date:

Dear Parents/Guardians,

Under the terms of the Education (Welfare) Act 2000, the school is obliged to notify TUSLA when a child has
been absent for 20 days or more, or when a pattern of absence gives rise to concern.

It is school policy to keep parents informed about their child’s attendance. You will already have received a
letter when your child reached 15 or more days of absence. While we understand that absences may occur for
reasons such as illness or bereavement, we are legally required to report all absences of 20 days or more to
TUSLA.

This letter is to inform you that our records show that:

Student Name:

Total Days Absent: days

Regular attendance is a key factor in ensuring success in education, and good attendance habits are formed in
the early years. At St Mary’s Special School, we strive to encourage all children to attend school every day.
Parents can support positive attendance by ensuring that children come to school daily and that all absences are
explained in writing.

Thank you for your cooperation.

Yours sincerely,



