Presentation College, Currylea, Tuam, Co. Galway.

School Attendance Policy

Scope

This policy applies to all students of the school.  It aims to maximise the school attendance of all the school’s students, thus helping to protect the right of each student to her education.

Rationale

In accordance with The School Welfare Act (2000) all children must now attend a recognised school until they are 16 years of age and have completed three years in Post Primary Education.  Under present legislation a student’s record of attendance is a matter of public record.  Parents and students should be aware that potential employers are entitled to request from the school, a student’s record of attendance and that the school is obliged to give it.  Further to that, a student’s record of attendance is normally included in a reference from the school.

In accordance with the Act:

Parents/Guardians have the responsibility to

· Ensure that each child attends school on each school day

· Notify the school of the reason for a child’s absence if not in school on a school day.

According to the Act, when a child has been absent over twenty days and parents/guardians have not responded to warnings, the parents/guardians are deemed to have failed in their duty to the child.

School Management has the responsibility to

· Keep a record of each student’s attendance at the school and the reasons of any failure to attend*

· Report to The National Education Welfare Board (NEWB) in accordance with their guidelines and as required under the Education (Welfare) Act 2000.

Each teacher has the responsibility to

· Have an accurate and up-to-date list of the students belonging to his/her class.

· Keep a record of each student’s class attendance and school attendance

· To identify, during first class period each day and during any other period if requested, all students who are absent from school but not including those who are attending a school activity and are, consequently, absent from class.

· To identify, during any class period, any student who may be absent without leave from that class and inform the office including names of student(s), name of teacher and room, and the date and time.

Preamble

A student is deemed to be present at school if she comes to school, attends class and does not leave the school grounds without the permission of a member of the school staff.  Appointments, permitted half days and any other permitted early departures are sanctioned following a note or phone call from a parent and on the grounds that a parent/guardian picks up students and signs them out.  Under no circumstances should a student leave the school grounds during school hours without permission from the school.  Parents must understand that it is not sufficient in this case for a student to have a parent’s permission.  A student who leaves school without permission from a school staff member is deemed to be absent for the full day and the truancy clause of the Code of Behaviour will apply.  A student who wishes to be elsewhere in school during class time must have the permission of the teacher(s) who is/are responsible for her at that time.

School Procedure

A roll call is taken every morning, normally during first class period, and again on some afternoons:

· A student who needs to be elsewhere in school during class time must have the permission of the teacher(s) who is/are responsible for her at that time.
· Students leaving early must have prior permission from the school.

· Parents must sign the student out.

· Copies of appointment cards must be presented otherwise a full day absence is recorded.

Attendance Strategy

· Each morning a roll is taken using the ePortal system in classrooms.

· Any room where there may be issues with connection etc. the teacher there will write the absences on paper and send it to the Deputy Principal’s Office.

· A second daily roll is taken during the first class after lunch break.

· If management decide, an incidental roll may be taken at any time.

· Students who may be absent for the morning roll and arrive later in the day must have a note to explain their absence.

· Otherwise they are recorded as late which may have repercussions via the Code of Behaviour.

· All students who arrive late to school must inform the Principal, Deputy Principal or Secretary of their arrival and sign in using the book outside the Deputy Principal Office.

· Students who wish to leave the school early must have prior permission in the form of a note or phone call from their parent/guardian and must be collected by parent/guardian who will then sign them out.
· These students are also required to sign out in the same book.

· Students away on class trips are not deemed absent from school.

· Students who for any reason are absent must provide a reason as to their absence on their return using an absence booklet (pre-printed).

· All students are issued with an absence booklet at the start of each year.

· The notes therein are carbon copied.  The top copy (white) is given to the Deputy Principal (via box outside office) and the yellow copy can be shown to teachers.
· Students who return to school without these notes will be called to the Deputy Principal office on the afternoon roll call to explain why they haven’t got them.

· In the case of some students the Deputy Principal will send a text home via the Way2Pay text service.

· In some cases the Deputy Principal may telephone a parent/guardian if concerned about a student’s absence.

· Obligations with the NEWB regarding attendance are fulfilled.

· A close link is made with the Education Welfare Officer for this area and the following guidelines have been outlined by her.

Steps to be taken for unexplained absence

Step 1 
After 5 cumulative absences the Deputy notifies the Principal.

Step 2 
The Deputy Principal is to phone home regarding the absences.

Step 3 
The Deputy Principal is to contact home using a standard letter.

Step 4 
If a further 10 unexplained days are missed the school will review the case in consultation with the parents and the school will involve other relevant personnel i.e. Local E.W.O./Visiting Teacher etc.

Step 5 
Meeting in the school with parents, student (subject to age), school personnel and other relevant bodies.

· At the end of term, a letter is sent home where student attendance is above 6 (after 1st term)

· This letter can also be sent at the discretion of the Deputy Principal.
