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Attendance Policy   Marist Primary School 
Introduction
This policy was formulated during the school year 2008-’09.  Its formulation was a collaborative process involving staff, parents and the Board of Management. The Policy was reviewed, amended and updated in collaboration with Parents, Staff and Board of Management in April 2018.
The Marist School is committed to providing the optimum learning environment for all children in the school .Our aim is to provide a caring, stimulating environment so that children feel welcome nurtured and open to learning while attending school .  In so far as is possible, we aim to have full attendance from all of our pupils. Casual absences (for whatever reason) are discouraged as they have a direct impact on children’s learning.
Children’s learning will be negatively affected if they are absent from school.  Consequently, it is vital that parents/guardians are committed to ensuring their children attend school regularly. 
Rationale
The main factors contributing to the formulation of the policy can be summarised as follows:
· The acceptance that good school attendance has a direct correlation to academic success and vocational attainment
· The changing fabric of society

· Changing  attitudes to education/schooling
· Legislative requirements such as the Education Welfare Act 2000.

Aims and Objectives
 The aims and objectives of this policy are as follows: 
· Ensuring that pupils are registered accurately and efficiently
· Ensuring that pupil’s attendance is recorded daily
· Encouraging full attendance where possible
· Encouraging good punctuality
· Promoting a positive learning environment and enabling all pupils to avail fully of learning opportunities  

· Raising awareness of the importance of regular and good school attendance 
· Raising awareness of the importance of good punctuality
· Ensuring compliance with the requirements of the relevant legislation  
· Identifying pupils at risk of poor attendance 
· Developing strong home school liaison links between the school and the families of children who may be at risk of developing attendance problems 
·  Working with families to identify and remove, insofar as is practicable, obstacles to school attendance
Compliance with School Ethos and National Legislation
This Attendance Policy complements the school ethos which aims to nurture potential in a caring environment, an environment in which the welfare of children is paramount.  The Policy also complies with the requirements under  the Education Welfare Act 2000.
The Education (Welfare) Act 2000 provides a framework under which attendance at school can be dealt with by law.  As a result of the Act, the National Education Welfare Board (NEWB) has been established and has appointed Education Welfare Officers.

Under the regulations of the Act, the school is obliged to;
• Keep a record of pupils’ attendance, (this is done in the class roll books and on Aladdin, the 

     school’s online attendance system ).
• Submit to the NEWB the names of all pupils who miss 20 or more days from school.
• Keep a written record of pupils’ absences
  Under the Act, parents are required to;
• Send their children to school each day
• Notify the Principal/ through the class teacher, in writing, the reason for a child’s absence
The school, as obliged by law, keeps a record of all such absences 
Roles and Responsibilities in Promoting Good School Attendance

The school, through the Board of Management promotes good attendance by 

· creating a safe and welcoming environment
· making the school curriculum, in so far as is practicable, flexible and relevant to the needs of the individual child
· fostering confidence and good self esteem in pupils
· implementing other procedures and policies so that risks to consistent attendance are minimised
· rewarding excellent attendance with medals and other rewards
· forging effective links with parents and maintaining good lines of communication with them e.g.  through the school website, newsletters, meetings, H/S/C/L and informally
Parents/Guardians promote good attendance by 

· ensuring regular and punctual school attendance
· ensuring that children understand that they support/approve of good school attendance
· refraining if at all possible from taking holidays during school time
· showing interest in their children’s school day and their children’s homework
· encouraging their children to participate in school activities
· informing the school in writing of the reason for absence from school on the child’s return to school
· ensuring as far as is possible that children’s appointments (dental, medical etc.) are arranged for times outside of school hours
· contacting the school immediately if they have concerns about absence or other school matters
· notifying the school if their child/children, particularly children in junior classes, are to be collected by someone not known to their teacher
Pupils promote good attendance by 

· knowing and understanding their responsibility to attend school regularly and punctually
· Informing their teacher if there is a reason which may lead to absence
· promptly passing on absence notes from their parents to their class teacher
· passing school correspondence to their parents on the specified day
Class Teacher 

The Class Teacher will 

· maintain the school roll-book and input  Aladdin (Electronic Attendance record) daily.

· keep a record of explained and unexplained absences.
· keep a record of when children arrive late and/or leave school early 
· encourage pupils to attend regularly and punctually
· inform the Principal of concerns he/she may have regarding the attendance of any pupil.
· record  each child’s level of absence at the end of his/her school report and discuss attendance, punctuality and/or children taken early from school if it is deemed an issue at the scheduled Parent/Teacher Meetings  
Principal

The Principal will 

· promote the importance of good school attendance and punctuality among pupils, parents and staff at every given opportunity
· ensure that the school register is maintained in accordance with regulations
·  comply with the requirement of the NEWB 
· if a pupil is not attending school regularly

· when a pupil has been absent for 20 or more days during the course of a school year
· if a pupil has been suspended for a period of six of more days
· when a pupil’s name is removed from the school register
· inform parents that the Education Welfare Officer has been notified of absences that total 20 days or more.
The School Attendance Committee
The School Attendance Committee comprises the Principal, Deputy Principal, H/S/CL Teacher, SCP co-ordinator and Attendance Monitor.
The Attendance Committee monitors the attendance of all pupils in the school and responds to attendance concerns as per the procedures detailed below. The Deputy Principal has responsibility for ensuring that the School Attendance Committee meet on a monthly basis and that all decisions taken at meetings are actioned and minutes taken.
Policy Content

Recording
The school attendance of each individual pupil is recorded daily in the Leabhair Rolla of each class and inputted on the school Aladdin System.  Pupils annual attendance is then recorded at the end of each year in the school register.
A note from parents/guardians is required to cover any absence; notes must be dated, the reason for the absence clearly stated and signed. All notes are retained by the teacher until the end of the school year.  Parents are made aware of the requirements of the N.E.W.B. at Reception Meetings for new pupils and through the school newsletter.
School Strategies
The Attendance Committee meet monthly to monitor whole school attendance so that pupils who are at risk of developing school attendance problems are identified early and all feasible supports provided. The following standardised procedure has been adopted to respond to attendance concerns:

· At 10 Days Absence: A text is sent to the parents/guardians informing them of the number of absences and contact is also made between the teacher and the child’s parent/guardian
· At 15 Days Absence: A standardized letter is sent from the school, signed by the Principal, informing parents/guardians of the number of absences and contact is also made by the Home/School/ Community Liaison Teacher with the child’s parents/guardians
· At 20 Days Absence: A standardized letter is sent from the school informing parents/guardians that their child has had 20 days absence and that their name will be submitted to the NEWB               as per legislative requirements. Absences of 20 days or more are automatically reported to the Education Welfare Officer under the terms of the Education Welfare Act 2000. At 20 days absence or if deemed necessary before 20 days  a parent/guardian may  be asked to a meeting with the Principal/ Deputy Principal and Home School Liaison Teacher. The seriousness of the attendance issue will be outlined. Support, within the remit of the school, offered and parents/guardians informed that the situation will be closely monitored by the School Attendance Committee.
· At 20 Days  Absence or over : There will be on-going and regular contact between the Home/School/ Community Liaison Teacher with the child’s parents/guardians
· Referral to the Education Welfare Officer: A Referral will be made if the Attendance Committee deem it necessary after exhausting all other possibilities to improve a child’s school attendance 
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 child transfers from the Marist Primary School to another school, records of attendance will be forwarded to the new school on receipt of a written request from the Principal or when they are requested by the parent/guardian 
· When a child transfers into the Marist Primary School confirmation of transfer will be communicated to the child’s previous school and appropriate records sought
Communication with Parents
All parents are informed of the implications of non-attendance as per the Education Welfare Act 2000. Parents of new entrants are informed on enrolment. Regular reminders are disseminated through the school newsletters and Principal’s letters to the parent/guardian body.
Evaluation
The success of this Attendance Policy will be measured through
· analysis of attendance data
· parental feedback

· teacher observation
Ratification/Implementation/Review
This policy was ratified by the Board of Management on the 23rd of April 2009 and implemented on the 1st May 2009, it was further reviewed, amended and amendments ratified by the BoM in June 2018 and communicated to parents through the school newsletter. The Policy will be reviewed again in the school year 2021-22. It will be made available to all parents through the school website. 
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