Mary, Mother of Hope Senior National School 
School Attendance Policy  
The Education Welfare Act

Under the terms of the Education Welfare Act, 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

School guidelines for Serious Absences

· Each class teacher has a responsibility to monitor the attendance of the children in their care.

· While marking the Rolla, teachers should be aware of emerging patterns in relation to poor attendance.

· 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 requires schools to notify the National Educational Welfare Board (NEWB) of pupils who have been absent for 20 days and who are aged over 6 years of age. 

Procedures for Ongoing Monitoring of Attendance

Ms. Galligan has, under the terms of her Special Duties Post, undertaken to monitor school attendance and policy development in this area. She will be available to support, advise and remind staff on an ongoing basis of how these procedures are being implemented.
· Staff are required to call and mark the DES Rolla on a daily basis

· Staff are required to input details of attendance on Aladdin.

· The school Secretary transfers information on attendance to the Leabhar Tinnrimh from Aladdin on a daily basis.

· 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 Absences tab as soon as that information becomes available. This allows teachers to categorise the absence, such as Unexplained, Illness, Urgent family reason etc. This information will form part of the reporting procedure to the NEWB.

· Letters will be sent home, drawing parents’ attention to poor attendance  after 15 days absent (copy of letter is attached)
Keeping records of Absences

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

· The main means of communication between home and school is the School Homework Journal. There is a specific section in the journal, Explanation of Absence, which parents are asked to use.  

· Each teacher will receive a Green Attendance folder, with individual poly-pockets labelled for each child.

· Individual notes from the Homework Journal should be cut out and kept in the Green Folder, along with any other written communication around attendance, such as Medical Certificates and other explanations for student absences. These will be retained for possible inspection by the National Educational Welfare Officer.

· If a child misses school and a written explanation is not sent in, the class teacher must send home a letter requesting this. These letters are to be found in the green Attendance folder.

What to do when a child reaches 15 days absence

· It is school policy that when a child has been absent for 15 days the class teacher writes to his/her parents notifying them of the absence
· A sample letter is attached.

What to do when a child reaches 20 days absence

· When a child has been absent for 20 days we notify the NEWB. The School has no discretion over handing this information on to the Welfare Board, regardless of the reason for absence.
· However, the NEWB 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 to the NEWB. Class teachers will be responsible for providing information on these absences. Additionally, the NEWB request an Annual Report at the end of each school year.

Measures to Promote and Support Good Attendance 

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

The school will continue to encourage school attendance by:

· Rewarding pupils with full attendance each month, by giving them a Homework Pass

· by acknowledging excellent attendance at the end of the school year, with Certificates and trophies for excellent attendance.
End of Year Procedures

At the end of the school year, each teacher will review the attendance patterns of the class for the year.

Where a child has missed 15 days or more, their Attendace poly-pocket will be transferred to the pupil’s permanent record file in the class filing cabinet.

All other notes, for absences of less than 15 days will be sent to the office and destroyed confidentially.
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