
                                                                                                    
School Attendance Policy for Ardscoil na mBráithre

Ardscoil na mBráithre is committed to promoting regular school attendance and a high rate of
punctuality. Regular school attendance is essential if students are to take full advantage of the
educational  opportunities  available  to  them.  Good  punctuality  ensures  that  there  will  be  no
disruption to lessons.
In order to achieve this we will  take appropriate action to ensure that all students achieve the
maximum possible attendance and that any problems, which may impede full attendance, are
acted on as quickly as possible. 

Aims

The aims of the School Attendance Policy are: 

 To provide an environment that encourages all students to attend school regularly and 
punctually.

 To ensure that all students have access to an education in accordance with agreed National
Guidelines.    

It is recognised that:

 The majority of students want to attend school to learn, to socialise with their peers and to
prepare themselves fully to take their place in society.

 Some students and their parents may need to be supported at some stage in meeting their
attendance obligations and responsibilities.

 It is the responsibility of parents/guardians to ensure their children’s attendance at school as
required by law (ref Section 17, Education Welfare Act 2000 – “the parent of a child shall cause
the child concerned to attend a recognised school on each school day”).

School Code of Behaviour

Progress at school requires the best level of attendance and punctuality, as both are essential for
efficient class work. Regular and punctual attendance is therefore required of all students.

 Students who are absent from class (for a full day or part of the day) must bring a note from
their  parents/guardians to  the  relevant  student  attendance  co-ordinator.  Mr  Liam Rice  is
responsible for the junior school while Ms Patricia Browne is responsible for the senior school.
This note should be produced on the day that they return to school and it is the responsibility of
the student to place the note in the attendance box outside the main office or to give the note to
the attendance co-ordinator.

 In cases where parents/guardians know in advance that a student will be absent for a period,
they should contact the school by phone. Should you telephone the school explaining your
son’s absence, a written note is still expected on his return.

 Students must not leave the school during the school day without a written request from their
parents/guardians.  They must sign out  at  the office on leaving the school  having obtained
permission from the Principal or Deputy Principal (or their nominated replacement). Any student
who leaves without permission automatically suspends himself. Students are required to sign
back at the office on their return to school.
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 Parents/guardians must give the school a telephone number for emergency use e.g. When a
student  becomes ill  and  has  to  be sent  home,  we  must  make every  effort  to  contact  the
parents/guardians wherever they are.

 The school will open to receive students at 8.30am. No responsibility is accepted for students
arriving  before  this  time.  Students  are  expected  to  be  in  school  by  8.45am and  1.55pm.
Repeated lateness will result in detention. Classes finish at 4pm on Monday and Tuesday and
at 3.20pm on Wednesday, Thursday and Friday.

 In the case of students travelling by school bus, the school cannot accept responsibility for
escorting them from the bus to the school, or from the school to the bus. Parents/ guardians
who  feel  that  their  children  may  need  to  be  escorted  on  these  occasions  should  make
arrangements to ensure that some escort is provided. 

 The same level of courtesy and respect which we expect from the students in school is required
at all  times while  travelling or waiting for the bus and when travelling to or from school in
general. Any misdemeanours may result in the imposition of sanctions.

Absences in excess of 20 days

The High School Authorities are required by legislation to report all absences in excess of 20
days  or  more  (cumulatively  in  the  school  year)  to  the  National  Educational  Welfare  Board
(NEWB).

Expectations

The School Authorities expect that all our students will:

 Attend school regularly.
  Arrive on time and be appropriately prepared for the day as outlined in the Code of

Behaviour 
   (which parents/guardians accept when a student enrols in the High School – copies available 
   from school office).
 Arrange for definite times of study and homework – a minimum of 2½ hours per evening is

expected.
 Recognise that school work takes precedence over any part-time occupation. Part-time work

during the school term can have a detrimental effect on the educational welfare of students.
Part-time work must not interfere in any way with either the time or energy needed for proper
effective study or with school attendance. 

The School Authorities expect that parents/guardians will:

 Endeavour to arrange to keep health or other appointments out of school hours when possible.
 Not authorise absences for part-time work, day trips, visiting relatives, shopping or birthdays.
 Fulfil their legal responsibilities and ensure their son attends school.
 Contact the school, as soon as is practical whenever their son is unable to attend school, in line
    with  the requirements of the Education Welfare Act 2000 – “Where a child is absent from
    school at which he or she is registered during part of a school day, or for a school day or more
    than a school day, the parent of such child shall, in accordance with procedures specified in
    the code of behaviour prepared by the school notify the principal of the school of the reasons  
    for the child’s absence”. Section 18, Education Welfare Act 2000.
 Inform relevant staff of any reason or problem that may hinder their son from attending
   school.
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Parents and students can expect the following from the school:

  • Regular, efficient and accurate recording of attendance.
  • Early contact when a student is absent without explanation.
  • Action on any attendance problem notified to the school.
  • Referral of specific attendance issues to supporting agencies where appropriate.

 Acknowledgement of good or improved attendance by individual students.

We encourage attendance by:

 Consistent,  clear  communication  with  parents  and  students  about  the  importance  of
regular and

   prompt attendance.
 Keeping accurate records/registers (morning/afternoon) and notifying parents of concerns.
 Working in partnership with students, parents and where necessary outside agencies in order

to identify and address problems, which may be affecting student attendance or punctuality.  

The school responds to non-attendance by:

 Endeavouring to c• ontact parents if no reason for an absence has been received. Contact will
be by either letter or telephone. A letter will be sent out after 5 days of unexplained absence if no
message has been received and parents are not contactable by phone. (See appendix 1).

 •Where a pattern of non-attendance is emerging the parent/guardian will be invited to meet with
the  principal  or  deputy  principal  to  discuss  the problem so that  school  attendance improves
(appendix 2).
  
Where there is no response to school intervention and where the absence or pattern of absence
has persisted without explanation the school can refer the matter to the National Educational
Welfare Board, once the pattern of absence meets the service referral criteria. Further information
about the National Educational Welfare Board (NEWB) and the services they provide may be
obtained on their website www.newb.ie 

Holiday Absence

Family holidays should be taken during school holidays. The School Authorities acknowledge that
in very exceptional circumstances parents may want to take their children out of school during
term time. The school considers that these occasions should be kept to an absolute minimum.
Remember absences in excess of 20 days or more (cumulatively in the school year) must be
reported to the National Educational Welfare Board (NEWB).
  

Reviewing of Policy

The School Authorities will review this attendance policy on a regular basis in order to keep up to
date with current best practice and with relevant legislation in this area.
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Appendix 1

(to be sent out after 5 days of unexplained absence if no message is received and parents are
not contactable by phone)

Unauthorised Absence

(insert date here)

(insert name and address of parent/guardian)

Dear (insert name of parent/guardian)

…………………. has been absent from school for the past five days. The school has not been

contacted giving a reason for his absence and as a result I would be grateful if you could contact

me, by return, to let me know why he is not attending school.

Your co-operation in this matter would be most appreciated.

Yours sincerely,

_________________
Principal/Deputy Principal
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Appendix 2

(to be sent out by Principal)

(insert date here)

(insert name and address of parent/guardian)

Dear (insert name of parent/guardian)

……………..’s  attendance  is  causing  us  some  anxiety  as  he  has  missed…………  days  of

schooling since the beginning of the school year. This does mean that he has missed a significant

amount of schooling. We are anxious to solve this problem as I am sure you are. I would be

grateful if you would contact the school office to arrange an appointment to meet and talk about

what is the best way forward. You can contact the school secretary at 052 6124459.

Thank you very much.

Yours sincerely,

__________________
Principal
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Appendix 3

A Guide for Parents

1. When does my child need to be in school?

The school will be open to receive students at 8.30am. No responsibility is accepted for students
arriving before this time. Students are expected to be in school by 8.45am and 1.55pm. Your child
should be ready in good time to ensure they arrive in school on time. Repeated lateness will
result in detention.

2. Does the School need letters explaining my child’s absence or will a phone call do?

We would expect a parent to telephone the school on the first day of absence. Students who are
absent from class (for a full day or part of the day) must bring a note from their parents/guardians
to the teacher in charge of their attendance. This note should be produced on the day that they
return  to  school.  Should  you  phone  the  school  explaining  your  son’s  absence,  a  written
explanation is still expected on his return.

3. What reasons will the school accept for absences?

• Illness – in the case of recurring illnesses parents/guardians will be asked to produce a medical
  certificate  
• Emergency dental/medical appointment (parents/guardians are encouraged to make routine 
  appointments after school or during the holidays)
• Day of religious observance
• Family bereavement

4. What is unacceptable? 

All other absences including day trips, visiting relatives, shopping, birthdays or work.

5. Will the school contact me if my child is absent?

The school will endeavour to contact parents/guardians if no reason for an absence has been
received. This is because we believe it is our responsibility to ensure your son’s welfare as well
as their regular school attendance. If we are concerned about aspects of your son’s attendance
or punctuality we will contact you to discuss the best way forward.

6. Can we take family holidays during term-time?

Family holidays should be taken during school holidays. The School Authorities acknowledge that
in very exceptional circumstances parents may want to take their children out of school during
term time. The school considers that these occasions should be kept to an absolute minimum.
Remember all absences in excess of 20 days or more (cumulatively in the school year) must be
reported to the National Educational Welfare Board (NEWB).
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7. What can I do to encourage my son to attend school?

Make sure your son gets enough sleep, that he gets up in plenty of time each morning and that
he has a breakfast. Ensure that he leaves home in the correct clothes and properly equipped.
Show your son, by your interest, that you value his education. Please ensure you look at and
check your son’s school journal each evening and add any comments or information you feel is
important.

9. My son is trying to avoid coming to school. What should I do?

Contact your son’s class teacher or Year Head immediately and openly discuss your worries.
Your son may be avoiding school for a number of reasons – difficulties with school work, bullying,
friendship problems, family difficulties. It is important that we identify the reason for your son’s
reluctance to attend school and work together to tackle the problem.

In  some  circumstances  the  intervention  of  the  local  Educational  Welfare  Officer  may  be
necessary  to  advise  and  assist  students  and  their  families  in  relation  to  regular  school
attendance. Our local Educational Welfare Officer is in regular contact with the school and may
be contacted at:

National Educational Welfare Board,
Unit 8,
The Orchard, 
Friar Street,
Thurles,
County Tipperary.
Telephone: 0504 58700
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