


Bishop McEgan College School Attendance Policy
School Ethos
‘To care for all and promote learning, hard work and responsibility for self in an ordered and discipline environment’
Attendance
Regular attendance at school is essential for all students so that they may reach their potential. Our school aims to foster a culture of regular attendance at school for all pupils. In addition we seek to identify and support those pupils who are experiencing problems with attendance at school. The provisions of the Education Welfare Act 2002 inform and support this policy.
Rationale
The policy is considered necessary because:
· There are a number of legislative requirements arising from the Education Welfare Act 2002.
· To support parents to encourage their child/ran to maintain / achieve full attendance in school
· To outline the role of the National Education Welfare Board under the three strands.
· The requirements under DEIS.
· The educational interests of the students.

Aims and Objectives
This school policy sets out to:
· Encourage full attendance where possible
· Identify pupils at risk.
· Raise awareness of the importance of school attendance.
· Foster an appreciation of learning.
· Improve communication with parents in relation to the schools obligation for school attendance.

Application of Policy
This policy applies to all students of Bishop McEgan College regardless of age.


Roles and Responsibilities
1. Principal:
· Overall responsibility for students including attendance.
2. Deputy Principal:
· Liaise with Principal on all issue re. students including attendance
3. Class Tutor:
· Ensure that students are aware of the importance of good attendance and the procedures involved in recording partial and full day absences.
· Responsible for student registration morning.
· When necessary make referrals to Care Team
4. Care Team:
· Take referrals from Class Tutors. 
· Devise course of action which may be taken. These include intervention by. team; referral to SCP Project Worker , HSCL or referral to N.E.W.O.
· Monitor students referred on an ongoing basis.
5. Home School Community Liaison Officer:
· Establish contact with parents/ guardians.
· Encourage parents/guardians to adopt a positive attitude to school attendance
· Notify home when 10 and 15 absences have been reached.
· Notify E.W.O. when 20 absences or 6 days (cumulative) suspension have been     reached. 
· Inform Principal; Deputy Principal or Year Head of serious late coming.
6. School Completion Programme Project Worker
· To obtain and check absences on a daily basis sending a web text if student is absent unexplained 
· Monitor half day absences.
· Take referrals from Principal and Deputy Principal.
· Key work with referred student
· Try to establish reasons for student absences on a weekly basis
· Establish contact and trust with students.
· Work with students to counteract any ‘gaps’ in education which may lead to further absences.
·  Work with Care Team to set in place appropriate supports to keep students at school.
· Monitor progress.
· If no improvement liaise with Home School Community Liaison Officer about referring the student to the N.E.W.O.
7. Parents:
· As the primary educators parents have a responsibility to ensure that their children attend school unless there is an unavoidable and legitimate reason for their absence.
8. Students:
· Each student has a personal responsibility to attend school each day.

Procedures
· Every student is expected to be in attendance from 9.00 a.m. until 4:00p.m on Monday, Tuesday, Thursday and Friday. Wednesday finishing at 1:00pm.

· Students may not be absent from school except when the absence is unavoidable due to illness, urgent family reason or other legitimate and unavoidable reason.

· It is the responsibility of the Parent(s) / Guardian(s) to furnish the school with a signed and dated note outlining the date and reason for every recorded absence. Such notes will be collected by class tutor during Pastoral Care and filed in  the back of the roll book and used in returns to the E.W.B as outlined in the Educational Welfare Act (2002).School management communicate regularly with parents outlining their concerns re. Holidays; medical & dental appointments etc being scheduled during term time. Parents are requested to ensure all discretionary absences occur outside term time. School management furnishes them with a calendar of the school year to assist them in this regard.
· The SCP Project worker will send out a web text Monday, Tuesday and Thursday notifying parents/ guardian that their child/ran was not present in school on that day. Wednesday this duty will be carried out by HSCL officer. Friday will be completed by the principal.

·  Students arriving late for class at 9.00 a.m. and /or 2:00 p.m. must sign the Late Book in the office. The student’s journal will then be stamped “LATE” accordingly before proceeding to class. Such students are expected to produce a note from their parent/guardian explaining the reason they were late. Late arrival to school on a repeated basis may be viewed as a breach of discipline and appropriate sanctions may apply.

·  In the event of a student becoming ill or getting injured during the day they should inform their class teacher who may send them to the Principal or Deputy Principal to obtain permission to go home. If such permission is granted contact with their parents/guardians should be through the school office. Students should not contact home via a mobile phone or prior to getting permission to leave the school premises. Parents/guardians are expected to make arrangements for the collection of their son/daughter at the school office in the event of a student being ill or injured. When a student is then leaving the school he/she must sign in the Sign out Book. When a student returns to school after such an absence a note of explanation should be presented.

·  During the school day every student must attend every class according to their timetable unless prior permission has been received from the Principal or Deputy Principal. The unauthorized absence of a student from any class during the school day will be viewed as a breach of discipline and appropriate sanctions may apply.

· On occasion students may be absent from class due to school related activities such as sport and drama. Such absences are sanctioned on the understanding that students ensure all homework is sourced and carried out to a satisfactory standard. Students may be removed from such activities if they are having an adverse effect on their academic progress. Where a teacher is organising an approved activity which necessitates the absence of students from class a list of such students is posted in the staffroom and a copy given to the school secretary.

· A student wishing to leave the school premises for a legitimate reason during the school day must have a signed note from their parent/guardian. This note should include the reason for the absence, the time the student is leaving, a contact number for verification and a time if the student will be returning. The student must get this note signed by the Principal or Deputy Principal and then sign out in the sign out book at the school office. No student will be permitted to sign out without producing a signed note. Any student who leaves the school premises without such authorisation will be deemed to have breached the school code of discipline and appropriate sanctions may be applied.

· On rare occasions a student may be absent from school due to suspension for breach of discipline. In such instances parents will be consulted in advance and students are expected to use their time productively by applying themselves to their studies. In such instances, where a student is suspended, they should not be on the school premises or engaged in any school activity as there may be insurance implications.

· If a student is highlighted as having issues regarding school attendance the SCP Project will discuss the concern with the student and engage in monthly attendance targets with the said student.

· For Transition year students whom have cronic absentism from school prior to returning to school in the following September an meeting with the principal and vice principal will be carried out. 


Communication
·  In the event of a student taking ill during lunchtime while off the school premises the school must be notified immediately by Parent / Guardian.
·  Teachers are requested to record in their teacher diaries the attendance in the class that he or she is teaching.
·  Parent(s) / Guardian(s) may be notified via phone call or text messaging if the school has a concern about a particular absence any time on any given date.
·  The school’s Attendance Officer will write to the Parent(s) / Guardian(s) if there is a concern about a particular absence or absences as they come to our attention.
· The Parent(s) / Guardian(s) may be requested to make an appointment to discuss the matter with us.
·  The School’s Attendance Officer will inform Parent(s) / Guardian(s) by letter when a student exceeds 10 absences or more. This letter will outline the school’s responsibility under the Education Welfare Act 2002. A copy of all recorded absences will also be enclosed .The Parent(s) / Guardian(s) will be invited to contact the school to discuss the matter if they may wish to do so.
Sanctions for Breaches of School Attendance Policy
· The student may be withdrawn from a particular class if he/she arrives late without following the correct procedure.
· The student will be placed on Lunchtime Detention if late 3 times in one week.
· Persistent late-comers may be placed on Monthly Monitoring Attendance Cards.
· Un-authorised absence during the school day may result in detention or Suspension.
· Absences will be notified accordingly to the E.W.B.as per the Education Welfare Act 2002.
Rewards
School Completion Prorgramme will operate the Positive Attendance Spells Success Programme throughout the academic year. This programme is for the junior cycle in the school. The criterion for the programme is to monitor attendance each term. At the end of the term if the student was absent 2 or less days they would be rewarded with an award such as hot chocolate , Easter egg at Easter etc. The students who missed no days throughout the term would in addition to the above also get a postcard sent home acknowledging their success. 
In addition to the monthly monitoring cards there would also be individual rewards given to the students who are targeted under this.
A reward is also given to a student in the junior and senior cycle that did not miss any school days throughout the academic year on the night that the school hosts its annual school awards.



Policy Review
This policy will be reviewed every three years. It was ratified by the B.O.M. on _______________
Review Date: May 2014
     
We will put the below info also into the policy on recording the following data in the roll books.

Reading and recording attendance on the roll book
/     means Student present
O means student absent
O means students is late
  Means student left school early
O s means student is suspended
O n Note Given 



