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Introduction 
This policy sets out the school’s procedures and practices to promote good pupil attendance. Regular attendance at school is crucial to pupil progression and achievement in learning. 

Context 
The school has DEIS Urban Band 2 status. A 3 year DEIS Plan for the period 2025-2028 is in place. Promoting improved school attendance is an ongoing area for development and monitoring in a DEIS context. Targets and supporting actions are identified in the plan. The DEIS plan compliments this overarching school attendance policy. 

School Vision for Attendance
With staff consultation, the vision for our school in relation to attendance is as follows:

Our Lady of Good Counsel GNS aims to nurture the potential of each child in a happy, caring, positive, inclusive and safe environment where the welfare of children is paramount. We believe children will learn effectively if they attend school regularly and arrive at school on time every day.

Link with the school ethos 
This policy compliments the school ethos of encouraging and supporting every child in a holistic, caring environment, where their welfare is paramount. 

Policy aims 
· Ensure compliance with the relevant legislation 
· Raise awareness of the importance of school attendance among all stakeholders 
· Encourage full attendance where possible 
· Enable pupils to avail fully of learning opportunities provided daily during school time
· Promote an awareness of the importance of a creating and maintaining a positive learning environment in school 
· Ensure that rules, rewards and sanctions are implemented in a fair and consistent manner that encourages pupil attendance 
· Develop positive and supportive links between the school and the families of pupils who are or may be at risk of poor attendance 
· Identify pupils at risk of poor attendance and at risk of leaving school early 
· Identify and remove, as much as is practicable, obstacles to school attendance

Legal framework 
Under the terms of the Education Welfare Act 2000 (amended by the Child and Family Agency Act 2013) 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. 


Punctuality 
· Doors open at 8.55am. Class begins at 9.05am. Class ends at 1.30pm for our Infant pupils in the Autism classes, 2.30pm for Senior Pupils in the Autism Classes and 2.45pm for all other classes. All pupils are expected to adhere to these times. 
· Students who are late will go to the main entrance and sign in with the Secretary. They will go to class from there.
· It is the responsibility of the class teacher to maintain a record of children who arrive late to school, leave school early or are collected late. This can be recorded on Aladdin.
· A child will be recorded as being late to school if they arrive after 9.15am. 
· Parents/guardians must provide a note if a child departs early during the school day. These notes can be sent through the Aladdin app or left in pupils’ journals.
· Where teachers see a pattern of poor punctuality emerging, they should bring this to the attention of parents/guardians at an early stage (5 lates in a 20 day/one month period). 
· If there is still no improvement in punctuality, the teacher should bring it to the attention of the HSCL liaison officer. The HSCL will contact the parents/guardians to establish why there is a pattern of poor punctuality and what supportive actions may be taken by all parties to help break this pattern. 
· If punctuality continues to be an issue then teachers should bring the issue to the attention of the teacher with the responsibility for Attendance.
· A meeting will be arranged between the parents and the post holder. 
· While the above interventions are being implemented, class teachers continue to record all instances of poor punctuality via Aladdin.
Monitoring Attendance 
· Class teachers are required to call and mark the Electronic Roll Book on the school’s IMS (Aladdin) on a daily basis. This will be completed by no later than 10am daily.
· An electronic copy of the Leabhar Tinrimh (Attendance Book) is maintained on the Aladdin system.
· The school secretary records the annual attendance of each individual pupil on the Primary Online Database (POD), together with information provided in enrolment forms (Pupil’s Name, Date of Birth, Address). 
· There will be a “scaled” approach to escalating poor attendance, as detailed below.
Recording Attendance 
· The roll is taken via the school’s IMS (Aladdin) each morning, no later than 10am. Any pupil not present at this time will be marked absent for the day. 
· If a teacher is absent, the SET teacher, substitute teacher or SNA records the attendance manually by 9.30am. They will then pass this information onto the Principal, who will record attendance for that class on Aladdin before 10am. If the Principal is unavailable, the information will be passed to the Secretary to record on Aladdin by 10am.
· Parents are informed verbally and through regular news updates of their responsibilities in relation to school attendance, and are requested to provide written explanations for all absences from school, regardless of the length or nature of the absence. 
· The main method of communication for parents at present is via Aladdin.  The school will place an emphasis on using Aladdin to record reasons for absences.
· If a parent/guardian expresses continued difficulty with using the Aladdin app, the HSCL will engage with helping them, and will alternatively ask them to pass on reasons for absences to the HSCL. The HSCL will then update Aladdin accordingly.
· If a parent/guardian sends in a physical note, these are to be stored in the folders provided to teachers at the start of the academic year and kept in a safe place. At the end of the year, teachers will hand the folders to the Principal to be stored. These records are retained for inspection by the National Educational Welfare Officer. 
· 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 Absence Reasons tab) as soon as that information becomes available. This can be done daily or once a week. Teachers will ensure that this is done on a weekly basis. 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 Educational Welfare Services section of the Tusla - Child and Family Agency. 
· If a child misses school for 3 days or more and a written explanation is not sent in, the HSCL will contact the parents.
· Each class teacher has a responsibility to monitor the attendance of the children in their care. Teachers should be aware of emerging patterns in relation to poor attendance.
· The Educational Welfare Act, 2000 requires schools to notify the Educational Welfare Services, a section of the Child and Family Agency (Tusla) of pupils who have been absent for 20 days and who are aged over 6 years of age. This encompasses all children in our school.

‘At risk’ pupils (simplified table provided at end of policy)
When a child reaches 5 days absent 
‘At risk’ pupils are categorised as those who miss more than 5 days in a 20-day period without an accompanying note of explanation from parents/guardians. The class teacher informally contacts the parents to raise his/her concerns about this emerging trend. The class teacher will pass on contact information for the HSCL, and send home the “5 days absence letter” (see below) to parents/guardians. Poor attendance patterns are more easily changed if attention is drawn to them at an early stage. 
For ‘at-risk’ pupils, the class teacher, in liaison with the HSCL, will follow a series of progressive steps, set out in the EWS Pre-Referral Checklist (see below), when they are concerned about a pupil’s attendance.
When a child reaches 10 days absent
When a child has been absent for 10 days regardless of the reason for this absence, the class teacher sends home the “10 days absence letter” (see below) to his parents/guardians notifying them of the absences. The teacher informs the HSCL, who then initiates contact with the parents/guardians to establish why there is an emerging pattern of poor attendance and what supportive actions may be taken by all parties to help break this pattern. HSCL also notes the child’s details in the school records. 
When a child reaches 15 days absent
When a child has been absent for 15 days, regardless of the reason for this absence, the post holder will make a phone call to the parents/guardians. They will discuss the concern for this pattern of absences, and provide support to parents/guardians where needed. A “15 days absence letter” (see below) will be sent home to the family. The HSCL will inform the SCP co-ordinator, who will begin to engage with the family.
When a child reaches 20 days absent
When a child has been absent for 20 days regardless of the reason for absence, the teacher alerts the Principal, who will arrange a meeting with the parents/guardians of the child. The parents/guardians will be given the “20 days absence letter” (see below) in person.
As our school’s Designated Liaison Person (DLP), the Principal will then notify the Educational Welfare Services section of Tusla. All referrals from schools to the EWS related to a student’s attendance are made via the standard EWS Referral Form. The School has no discretion over handing this information onto Tusla, regardless of the reason for absence. However, Tusla will take account of explained absences e.g. illness, bereavement. 
Reporting Attendance to Tusla
Schools are obliged by law under the Education (Welfare) Act, 2000 to submit online reports on school attendance to the Educational Welfare Services of Tusla. There are two types of reporting required: 
(i) reports on individual students called Student Absence Reports 
(ii) reports on overall school attendance figures called Annual Attendance Report (AAR) Student Absence Reports 

Schools are required to submit Student Absence Reports twice each year on those students with serious attendance issues that have been identified during the current academic year i.e. students that have been absent from school for a cumulative total of twenty days or more falling within the following categories: Illness, Urgent Family Reason, Holiday, Suspended, Other Unexplained 
Annual Attendance Report (AAR) 
Each recognised school in the State is obliged to submit a report to the Educational Welfare Services of Tusla on the levels of attendance at the end of each academic year. Schools are required to provide the following data in the AAR: 
· Total number of days lost through student absence in the entire school year.
· Total number of students who were absent for 20 days or more during the school year. Total number of students expelled in respect of whom all appeal processes have been exhausted or not availed of during the school year. 
· Total number of students who were suspended for any number of days during the school year. 

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 Principal receives notification that a child has been registered elsewhere he/she must notify the Principal of the pupil’s new school of any problems in relation to attendance at the pupil’s former school and of such matters relating to the child’s educational progress as he or she considers appropriate. This applies to pupils who transfer between primary schools and to pupils who transfer from primary to second-level education. 
The school updates POD accordingly. 

Attendance & Transfer to our school 
When a child transfers to our school, confirmation of transfer will be communicated to the child’s previous school, and appropriate records sought. 
The school will update POD accordingly.

Promoting Attendance 
Class teachers should actively and regularly review the attendance patterns of all children in their care. Emerging patterns should be addressed immediately in an attempt to stop them becoming embedded. 

Whole school strategies to promote and support good attendance include:

· Creating a safe and welcoming environment for our pupils and their parents/guardians. 
· Raising awareness frequently among pupils and parents of the importance of school attendance e.g. SPHE lessons; newsletters, website; Tusla publications for parents (HSCL will add these to school website as they are published).
· Golden Tickets and Raffle: any pupil that has full attendance at the end of each week receives a golden ticket. There will be a monthly draw at assembly where the winner will receive a voucher. 
· Rewarding individual excellent attendance at the end of the school year with certificates and trophies.
· Rewarding most improved attendance at the end of the school year with certificates and trophies.
· Creating and maintaining noticeboard displays in school corridors promoting school attendance using the theme ‘Every School Day is a New Day’ (Updated and overseen by HSCL).
· Whole school strategy - ‘Every School Day is a New Day’ - will be promoted across the school community. Reward of school trip for most improved class at the end of the year and pizza party for the best attendance class. 
· Being vigilant so that risks to good attendance such as disadvantage, bullying etc. are identified and addressed without delay.
· Identifying ‘at risk’ pupils early.
· Classroom based strategies to encourage attendance e.g. strategic timetabling; share class jobs with those at risk of poor attendance, treat on the last day of the month, homework pass, reward time etc.
· Record of absences for all pupils forwarded to their respective parents at the end of each term to include data on late arrivals and early collections from school.
· Letter forwarded to all parents on a termly basis to highlight the importance of attendance and to discourage the taking of family holidays during school term, taking children out of class early on a regular basis etc.
· Actively reviewing attendance patterns of children at classroom level and whole school level.
· Making early interventions in support of pupils with special educational needs.
· Encouraging ‘at risk’ children to attend the school homework club, or, where funds are unavailable, looking at the level of homework those children are receiving. By completing their homework, a possible excuse for avoiding attending school is removed. 
· Providing free school lunches to all pupils.
· Promoting a variety of teaching and learning methods e.g. station teaching, movement breaks, active learning including use of digital technologies to support learning.
· Building the child’s sense of well-being and belonging by celebrating any successes in school and after schools through the celebrations in Assembly, announcements over the intercom etc.
· Building a sense of belonging by providing opportunities for children to participate in and experience success with school sport teams and the school choir. 
· Providing regular opportunities for parents to visit the school to watch their child perform as part of a class in different activities.

Attendance & Communication with Parents/Guardians 
Good communication with parents/guardians is key to encouraging good attendance. Our HSCL co-ordinators are responsible for devising and implementing strategies that foster a positive relationship between home and school for all pupils. Our HSCL proactively develops a yearly plan to promote positive parent engagement with school to support their child’s learning. The HSCL is always available to parents either on the school premises or to visit parents in their homes. The Principal and teachers are likewise available, on an appointment basis, to meet parents. 

The school calendar is made available in hardcopy format to all parents in June and another copy is provided in September. The calendar is also published on the school website and on . Awareness of the school calendar should enable parents/guardians to plan family events around school closures, thus minimising the chances of non-attendance related to family holidays during the school term. 

The school also informs all parents of the implications of non-attendance as per the Education Welfare Act, 2000. Specific reference is made to the consequences of long absences on children’s progress in language acquisition and general academic progress, and also to the fact that children can become unsettled and find it difficult to readapt to their class situation after a long absence. This information is disseminated at least once a year in a school newsletter. The related Tusla information sheet is also provided. 
Attendance is one of the issues addressed at meetings for new parents when their child is first enrolled in the school. At the beginning of each school year, 2nd class teachers will hold a general meeting of parents and one of the issues addressed is that of the importance of regular school attendance among a range of other topics.

At the end of the school year, each teacher will review the attendance patterns of the class for the year. The attendance of each pupil will be reported to parents/guardians on their child’s report card. 
Conclusion 
This policy will be implemented from September 2025. 
Success Criteria to support the policy review:
· Improved attendance levels as measured through the daily records and statistical returns
· Happy, confident well-adjusted children 
· Positive parental feedback 
· Teacher vigilance

Ratification 

This Admission Policy was adopted by the Board of Management on _________________ and will be reviewed on _____________________.


Signed: ____________________________ 	Signed: __________________________ 
		Chairperson of Board of Management 		Acting Principal 

Date: __________________________		 Date: __________________________ 
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Useful Documents for School Staff

· Roles and Responsibilities for Attendance within the School Community (adapted from Tusla)
· Attendance Checklist for Class Teachers
· 5-20 days absent: What to do
· EWS Pre-Referral Checklist (digital copies will be stored in Google Drive)
· 5 days absence letter template (adapted from Tusla)
· 10 days absence letter template (adapted from Tusla)
· 15 days absence letter template (adapted from Tusla)
· 20 days absence letter template (adapted from Tusla)
· 20 days absence letter for children absent through illness (adapted from Tusla)
· General letter for all parents/guardians for September about attendance (adapted from Tusla)


Roles and Responsibilities for Attendance within School Community
(Adapted from Tusla EWS and Principal cluster in Outer North Dublin cluster)

	Position
	Key Responsibilities
	Recommended Tasks

	Board of Management
	Ensure all relevant policies are ratified and reviewed regularly
	· Submit Statement of Strategy of Attendance to Tusla
· Request and review attendance statistics via Principal’s Report
· Report all suspensions/expulsions/reduced timetables
· Provide funding for attendance initiatives
· Oversight of the school roll
· Comply with all circulars and directives from DES and Tusla EWS in relation to attendance

	Principal
	Oversight of DEIS plans and whole school approach to attendance
Submission of EWO referrals and AAR to Tusla EWS
	· Maintain the school roll
· Lead and promote whole school attendance
· Implement attendance policy and statement of strategy of attendance
· Member of care team with HSCL/SCP
· Ensure accurate rolls are kept
· Oversight of attendance tracking system (Aladdin)
· Monitor whole school attendance (or delegate to Post of Responsibility)
· Link in with initiatives that promote attendance
· Provide a positive learning environment
· Raise staff awareness about attendance
· Put attendance as standing item on staff meeting agenda

	Class teacher
	Keep accurate attendance/punctuality records
Report attendance concerns to relevant school personnel
	· Welcome children on return to school following absence
· Provide a positive learning environment
· Get involved in attendance competitions
· Identify emerging patterns of attendance issues within own class group
· Have first contact/discussion with children and parents/guardians re: attendance concerns
· Encourage children to come to school daily
· Refer concerns to HSCL when children have met the threshold
· Discuss attendance at Parent Teacher meetings
· Work in partnership with parents/guardians

	HSCL
	Work with the salient adult in a child’s life to promote their attendance, participation and retention
	· Build relationships with parents/guardians
· Member of care team
· Promote regular school attendance
· Communicate with staff/SCP/EWO
· Run, support and fund attendance drives/rewards/incentives (with parental link or involvement)
· Provide courses for parents/guardians to develop parental capacity
· Manage/review HSCL target list
· Phone calls/home visits to parents/guardians on HSCL target list
· Identify appropriate support and referral to outside agencies for families (Meitheal, Barnardos etc.)
· Participate in Meitheal process
· Support policy development





Attendance Checklist for Teachers
September 2024


	Daily
	Weekly
	Annually
	Ongoing

	· Fill in Aladdin by 10am latest
· Fill in the amount of minutes for a child who arrives late

	· Double check that Aladdin is completely up to date for the week
· Update any absences with reasons that parents/guardians have sent in
· Put any physical notes from parents/guardians in folder and store safely
· Check to see if any children have reached 5-20 days absent and see what steps need to be taken
	· Hand in folder of notes to Principal for storage - these are important if an EWO gets involved with a family
	· Link in with HSCL/Principal for any “at risk” children




5-20 days absent: What to Do

	Days absent
	What happens
	Who is involved
	What is sent to parents

	5 days
	· Phone call to parents/guardians  (if unable to contact, email or message on Aladdin)
· Teacher passes on HSCLs phone numbers to parents/guardians
· 5 day letter dated, printed and sent home in an envelope to parents/guardians
· EWS Pre-referral Form started for that child (digitally) with HSCL
	Teacher
HSCL
	5 days letter
HSCL contact details

	10 days
	· Teacher tells HSCL that child has reached 10 days
· HSCL calls parents/guardians
· 10 day letter dated, printed and sent home in an envelope to parents/guardians
· EWS Pre-referral Form updated (digitally) with HSCL
	Teacher
HSCL
	10 days letter

	15 days
	· Teacher tells Post holder that child has reached 15 days
· Post holder calls parents/guardians
· 15 day letter dated, printed and sent home in an envelope to parents/guardians
· HSCL informs SCP co-ordinator, who will begin to engage with the family
· EWS Pre-referral Form updated (digitally) with HSCL
	Teacher
HSCL
Post holder
SCP
	15 days letter

	20 days
	· Teacher tells Principal that child has reached 20 days
· Principal arranges meeting with parents/guardians
· 20 day letter dated, printed and given in person to parents/guardians
· EWS Pre-referral Form updated (digitally) with HSCL
· EWO referral made by Principal
	Teacher
HSCL
Principal
EWO
	20 days letter
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Date:

Dear Parent/Guardian,

I am writing to you regarding  _____________________ attendance at school.

_________________ has been absent for 5 days. 

Under the law, every child must attend school regularly up to sixteen years of age. When your child is absent, you as parent/guardian must let the school know the reason for this absence every time. It is school policy that you do this in writing. If you have not already done so, please let the school know the reason for the absence as soon as possible.

If you have any concerns in relation to attendance, please get in touch with the school to arrange a meeting/phone call with the class teacher.

Thank you for your co-operation in this matter.

Yours sincerely,

Isla Sherlock
Acting Principal
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Date:

Dear Parent/Guardian,

I am writing to you regarding _____________________ attendance at school.

_________________ has been absent for 10 days. 

Under the law, every child must attend school regularly up to sixteen years of age. When your child is absent, you as parent/guardian must let the school know the reason for this absence every time. It is school policy that you do this in writing. If you have not already done so, please let the school know the reason for the absence as soon as possible.

If you have any concerns in relation to attendance, please get in touch with the school to arrange a meeting/phone call with the class teacher.

Thank you for your co-operation in this matter.

Yours sincerely,

Isla Sherlock
Acting Principal
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Date:

Dear Parent/Guardian,

I am writing to you regarding  _____________________ attendance at school.

_________________ has been absent for 15 days. 

Under the law, every child must attend school regularly up to sixteen years of age. When your child is absent, you as parent/guardian must let the school know the reason for this absence every time. It is school policy that you do this in writing. If you have not already done so, please let the school know the reason for the absence as soon as possible.

If you have any concerns in relation to attendance, please get in touch with the school to arrange a meeting/phone call with the Home School Community Liaison on (085) 782 5763 or (087) 716 8950.

Thank you for your co-operation in this matter.

Yours sincerely,

Isla Sherlock
Acting Principal
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Date:

Dear Parent/Guardian,

I am writing to you regarding _____________________ attendance at school.

_________________ has been absent for 20 days. 

Under the law, every child must attend school regularly up to sixteen years of age. When your child is absent, you as parent/guardian must let the school know the reason for this absence every time. It is school policy that you do this in writing.

We are very concerned that __________________ is not receiving an education and we will be writing to the Educational Welfare Service of Tusla - Child and Family Agency to pass on our concern. An Educational Welfare Officer may therefore be in contact with you shortly to discuss the matter further.

If you have any concerns in relation to attendance, please get in touch with the school to arrange a meeting/phone call with the Home School Community Liaison on (085) 782 5763 or (087) 716 8950.

Thank you for your co-operation in this matter.

Yours sincerely,

Isla Sherlock
Acting Principal
[image: ]

Date:

Dear Parent/Guardian,

I am writing to you regarding _____________________ attendance at school.

_________________ has been absent for 20 days. 

Under the law, every child must attend school regularly up to sixteen years of age. When your child is absent, you as parent/guardian must let the school know the reason for this absence every time. It is school policy that you do this in writing.

Since _________________ has been absent through illness, the school will be reporting the absence in the normal way but will not be informing Tusla – Child and family Agency that it is concerned about your child’s educational welfare.

If you have any concerns in relation to attendance, please get in touch with the school to arrange a meeting/phone call with the Home School Community Liaison on (085) 782 5763 or (087) 716 8950.

Thank you for your co-operation in this matter.

Yours sincerely,

Isla Sherlock
Acting Principal
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Dear Parents/Guardians,

I am writing to inform you about the Education Welfare Act, 2000 (amended by the Child and family Agency Act 2013) and about some of the responsibilities we share under the Act.

As you know, a good education gives your child the best possible start in life. A good education helps young people to obtain secure employment and develop into mature and responsible citizens. The purpose of the Education (Welfare) Act 2000 is to encourage regular school attendance and participation in education and training for as long as possible. It is desirable that every child stays in school and completes the Leaving Certificate. 

Under the law, every child must attend school regularly up to sixteen years of age or complete at least three years education in a post primary school whichever comes later. 

As a parent/guardian, you must let the school know if your child is absent and the reason why. It is school policy that reasons must be given in writing. The school will notify Tusla – Child and Family Agency if a child is absent for 20 days or more or where the absence gives rise to concern. 

If your child is sick or is absent for other good reasons, no action will be taken by Tusla - Child and Family Agency.  However, if there is concern about your child’s attendance at school or about the reasons given, you may be visited by an Educational Welfare Officer who will discuss your child’s education with you.  The Officer will work with you and take full account of the circumstances of your child and your family before deciding what further action is necessary to ensure that your child receives his entitlement to an education. 

Further information concerning the new service and about school attendance matters generally can be obtained from the national Lo-Call Education Helpline -
1890 36 36 66.

Yours sincerely,

Isla Sherlock
Acting Principal
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Prior to submitting a referral form to the statutory educational welfare service, it is expected that the school
has made attempts to resolve attendance issues. The purpose of this checklist is to note the actions taken
prior to referral to the EWS. This checklist should always accompany a referral form.

TO BE COMPLETED IN DISCUSSION WITH THE CLASS TEACHER (PRIMARY)/ YEAR HEAD
(POST PRIMARY) OR A NOMINATED TEACHER/PRINCIPAL.

Name of Pupil *

Class

Class Teacher/Year Head

Number of school days absent this
year out of a possible number of
school days open

hecklist a ns to address poor attendance Date and by whom

In-school discussion with pupil *

Contact between school and parent/guardian to *
express concern e.g. phone call, letter, discuss at
parents evening

Specific meeting in school with parent/guardian *
to identify problems and agree interventions

Concerns and agreements communicated in *
writing to parent/guardian

Implementation of any appropriate in-school *
measures (e.g. change of class, ‘contact person’

in school, support in class etc.)

Use of appropriate interventions with pupil *
(e.g. attendance charts/ attendance report,
incentives, rewards etc)

Other school interventions (eg. care team,

pastoral care team, student support team etc.)
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Previous EWS
involvement in this case

Does the school have Interventions to date

(include date and by whom)

School Completion
Programme (SCP)

Yes O No O
Home School

Community Liaison
(HSCL)

Yes O No O

Signature of Principal

Date
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