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1. STATEMENT OF PRINCIPLES  

Attendance in school and participation in class are an integral part of academic achievement and the 
teaching and learning process. Regular attendance develops patterns of behaviour essential to 
professional and personal success in life and is a fundamental prerequisite to academic progress and 
success.  

This policy has been drawn up to ensure that:  

• parents, students and teachers are aware of their obligations under current legislation;  

• student attendance is closely and accurately monitored and recorded;  

• appropriate action is taken where there is cause for concern;  

• all requirements of the Education (Welfare) Act, 2000 and the National Education Welfare 
Board (NEWB) are satisfied.  

2. DUTIES OF PARENTS/GUARDIANS  

Parents are required by the terms of the Education (Welfare) Act 2000 to ensure that their child 
attends school. Students should not be taken out of school during term time and family holidays 
should be planned accordingly.  

Where a student is unable to attend school on a given day, parents are required to call or email the 
school office, preferably before 9.00am but by 10.00am at the latest on the day of the absence to 
inform the school of the circumstances.  

Parents are required to provide a written explanation for their absence, as required by the 
Education (Welfare) Act 2000. Also in accordance with the Act, any student under the age of 16 
who misses 20 days or more will be referred to TUSLA. 

Where a student will be late arriving to school (e.g. due to an appointment) or needs to leave early, 
an email or phone call must be made to the School Office in advance.  

It is expected that parents will co-operate fully with the school authorities in addressing any issues 
that may arise in relation to unsatisfactory attendance.  

3. DUTIES OF STUDENTS  

It is every student’s duty to attend school when required to do so.  

Students arriving late to school must sign the register in the School Office. Students leaving early 
must sign out and, where returning before the end of the school day, must sign back in again at the 
School Office.  

When students are unwell during the school day they must present themselves to the School Office 
and request to see the school Nurse, where they will be assessed and if necessary parents/guardians 
of the student will be asked to bring their son/daughter home.  

Every student is obliged, when returning from an absence, to find out what work was missed and 
what homework was set and, where possible, make sure that all material missed is covered and 
homework handed in.  
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Unauthorised absence from school is regarded as an extremely grave offence and will incur serious 
sanctions, up to and including suspension.  

4. STRUCTURES FOR CHECKING AND MONITORING ATTENDANCE  

• Roll calls are taken in every class during the day. 

• Once the roll call for the first class of the day has been entered on the database, parents are 
contacted, through an email or phone call for confirmation of the unexplained absence, and  
asking that written explanation be provided. 

• If a student is unexpectedly missing from class throughout the day, the School Office is 
informed. 

5. DUTIES OF SCHOOL AND TEACHERS  

Class Teachers:  

• Take a roll on VSware in each class; mark the student with the correct code referring to their 
absence from class. If there are technical difficulties the teacher will record the attendance 
manually and submit to the School Office. 

• If a student is missing from class the School Office must be informed. 

• Monitor any patterns of absence from class. 

• Inform the Year Head of any general attendance concerns.  

• Send a list of students on trips and sporting fixtures to the School Office, to all staff, and 
display on staff notice board. 

• Teachers of additional classes such as Music/Drama to input data on VSware in advance. 

Year Head:  

• Monitor attendance patterns in the year group; 

• Follow up on persistent unexplained absences; 

• Contact parents where there is cause for concern; 

• Liaise with boarding staff re boarders.  

School Office:  

• Input late and absence information from parents onto VSWare; 

• Contact parents of unexplained absent students by phone or email each morning;  

• Input data of students on trip and sporting fixtures; 

• If a student is reported missing from a class during the school day, alert the Year Head, 
Deputy Principal or any member of the Care Team; 

• Liaise with boarding staff re boarder absences; 

Deputy Principal:  

• Prepare class lists for beginning of year, and make any changes as necessary throughout the 
year; 

• Make special arrangements for roll calls during exams etc.; 

• Monitor overall attendance patterns within the school; 
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• Complete regular reports to NEWB on designated dates;  

• Complete annual report on school attendance.  

Principal:  

• Monitor general attendance situation in school on an on-going basis;  

• Intervene in cases where Year Heads cannot resolve problems;  

• Responsible for ensuring Attendance Policy is being implemented;  

• Responsible for regular review and (if necessary) amendment of the policy.  

6. PROCEDURES FOR FOLLOWING UP ON CONCERNS  

Where concern arises in relation to student absences, either absence from school or absence from 
particular classes within the school day, such concern should be communicated immediately to the 
School Office for investigation. The incident can then be relayed to the Year Head and sanctions 
taken if necessary. 

7. THE BOARDING HOUSE  

The regulations for attendance in the boarding house are not a matter of Department of Education 
concern and therefore can be found in a separate school policy.  

8. THE EDUCATION (WELFARE) ACT 2000 AND NOTIFICATION TO THE NEWB  

Under the terms of the Education (Welfare) Act 2000, if any student is absent for 20 days or more in 
a school year, their details must be forwarded to the National Education Welfare Board (NEWB) who 
will, where felt appropriate, investigate the matter further. Parents will be notified by the school in 
each case where their child’s name has been so forwarded.  

9. REVIEWING AND AMENDING THIS POLICY  

This Policy may be amended annually or as is deemed necessary by the school. Ratified by the Board 
of Management on __________________  

 

Signed: ____________________________ 
(on behalf of the Board of Management)  

 

Signed: ____________________________ Senior School Principal  

 
 
 
 
 


