
 

1 
 

 

Scoil Aodh Rua agus Nuala 

Donegal Town 

Co. Donegal           

Tel:                 (074)  9722661 

Fax:                 (074)  9722661 

Sp. Ed Needs:    (074) 9722678 

E.mail:              scoilnuala@eircom.net 

www.saran.ie 
 

 

Attendance Policy 

Introduction 

This is a review and update of our present Schools’ Attendance Policy. The review was a 

collaborative process involving school Principal, teachers, Board of Management and parents’ body 

by means of the Parents’ Association. 

 

Rationale 

The main factors contributing to the formation of this revised policy can be summarised as follows: 

 To promote and encourage regular attendance as an essential factor in our pupils learning.  

 To comply with legislative requirements such as The Education Act 2000, Education Act 

1998 and TUSLA Guidelines for school 2015. 

 

Compliance with School Ethos. 

This policy compliments the school ethos and mission statement in meeting the needs of individual 

children in a caring, trusting and stimulating environment where children are prepared to be life-

long learning and responsible citizens who contribute to our rapidly changing society. 

 

Aims and Objectives 

The revised policy is geared towards:  

 Raising awareness of the importance of school attendance and fostering an appreciation of 

learning. 
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 Encouraging full attendance where possible. 

 Promoting a positive learning environment thus enabling learning opportunities to be 

availed of. 

 Identifying and removing, in so far as is practicable, obstacles to school attendance. 

 Identifying pupils at risk. 

 Developing, subject to available resources, links between the school and the families of 

children who may be at risk of developing attendance problems. 

 Ensuring that pupils are registered accurately and efficiently. 

 Ensuring that pupils’ attendance is recorded daily. 

 Ensuring compliance with legislative requirements such as the Education Act 2000 and 

Education Act 1998 and the roll of TUSLA (Child & Family Agency). 

 

Roles and Responsibility with regard to implementing this policy. 

It is the responsibility of the school Principal, teaching staff, parents and pupils to implement this 

policy under the guidance of the school’s Board of Management. 

 

Registering Pupils 

Principal Teacher 

Information received from pupils’ enrolment forms is used to complete pupils’ register on POD. 

(Pupil online Database). 

The school’s pupil enrolment records on POD is regarded as the ‘register’ for the purposes of 

Section 20 of the Education Welfare Act 2000. 

 

Recording Attendance 

Class Teachers 

Class Teachers are required to mark the roll on a daily basis. Roll call will be at 10.30am each 

morning. A pupil will be marked either present or absent at the time of Roll Call and there will be no 

provision for adjusting the roll when a pupil subsequently does not complete the full school day or 

arrives after the roll is called. 

The Deputy Principal (Mrs Lyons) in the Aodh Rua Campus and post holder, Ms McFadden in the 

Nuala Campus, have responsibility for collecting the daily attendance and forwarding it to the 

Principal. 
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The Principal is responsible for uploading the cumulative daily class attendance on the Excel sheet 

provided by the Department of Education website. An inbuilt formula automatically computes 

relevant totals and percentages, cumulative monthly, quarterly and annual data.  This sheet will be 

downloaded each month, signed by the principal as a complete authentic and accurate record of all 

attendance and made available to the Department of Education if requested. 

 

Punctuality 

Doors open at 9.10am.  Pupils should not congregate in the school yard before opening time. The 

Board of Management will not be responsible for pupils on school premises before 9.10am. 

Assembly time is from 9.10am – 9.30am. 

School begins at 9.30am.  All pupils are expected to be punctual. Records will be kept of pupils who 

are late and if a pattern develops the pupil will receive a verbal warning. If there is no improvement 

the Principal will contact the parents/guardians in an effort to resolve any difficulties. Being late for 

school is not usually the child’s fault. The Principal is obliged under the Education Welfare Act to 

report children who are persistently late to the Education Welfare Board. 

Junior and Senior Infants go home at 1.50pm. All other pupils go home at 2.50pm. Pupils are 

requested to leave the school premises promptly.  

Parents are requested not to collect children early unless for a specific appointment.  

Names of pupils who leave school early are logged by class teacher and absences monitored. This 

will be addressed with parents/guardians should it become an issue. 

 

Recording, Monitoring and Reporting of Absences. 

 Attendance is recorded and monitored by the class teacher. 

 Teachers should be aware of emerging patterns in relation to attendance as poor 

attendance patterns are more easily rectified if addressed at an early stage. 

 Designated teachers in both buildings will liaise with class teachers on a weekly basis 

regarding pupil absences/pattern of absences. 

 If a pupil is absent for 3 consecutive days without contact/explanation from the parent the 

class teacher will inform the Principal. The Principal/Secretary will contact the parent by 

phone. 

 Parents will receive a letter from the school when a pupil has missed more than 15 days. In 

some instances, depending on the reasons for absences, a meeting will be arranged to see if 

support intervention can be put in place by the school or Social Services to improve 

attendance. If the pupil is being supported by NEPS its assistance will also be requested. 
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 The Principal in conjunction with class teacher will follow a series of progressive steps as per 

EWB Pre-Referral Checklist if they are still concerned about a pupil’s absence. 

 Where the school has still cause for concern over a pupil’s attendance for any reason, 

despite all efforts at a resolution made at school level and in collaboration with the 

parent/guardian a formal written and signed Referral will be made to the Education Welfare 

Officer. 

 Absences of 20 days or more (this includes illness, holidays outside school) are forwarded to 

TUSLA (Child and Family Agency).The Principal has no discretion over handing this 

information on to  TUSLA regardless of the reasons for absence. 

 Parents are informed in writing at this stage that their child’s name plus reasons for 

absences have been forwarded to TUSLA. 

 Again a meeting may be arranged depending on reasons for absences, to discuss the effects 

it has on the pupils learning and to put strategies in place to improve attendance. 

 TUSLA are also informed if a child is suspended, expelled or has transferred to another 

school. 

 At the end of the school year TUSLA is furnished with the Annual Attendance Report (AAR). 

The following data is provided 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. 

 Parents are informed on the end of year report of the total number of attendance/absences 

for their child during the school year. 

 

Parents Responsibilities  

 If a pupil is absent from school parents/guardians are requested to inform the class teacher 

in writing the reason for absence. The school keeps these records for one year except for 

pupils who are being monitored as being at risk. Their records will be kept for a longer 

period. 

 For pupils in 1st – 6th class the main means of communication between home and school is 

the school Homework Journal. There are specific pages at the back of the journal for parents 

to complete for pupils who are absent. 

 For pupils in Junior and Senior Infants parents are given a standard note (in pupil’s folder) to 

complete, sign and return to the class teacher. 

 Individual notes and other written communication around attendance such as Medical 

certificate and other explanations for pupils’ absences should be kept by class teacher. 
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Promoting Good Attendance  

School’s Responsibility 

 Creating a safe and welcoming environment and ensuring pupils are happy. 

 Displaying kindness, compassion and understanding. 

 Being vigilant so that risks to good attendance such as bullying, disadvantage etc are 

identified and addressed at an early stage. Scoil Aodh Rua agus Nuala will promote the 

development of positive self-esteem, self-worth in its pupils (see Code of Behaviour, Anti 

Bullying Policy, Child Protection Policy and SPHE Programme). 

 Consulting with parents/guardians (by means of Parents’ Association when drafting and 

reviewing policies) with the aim of promoting a high level of co-operation among the school 

community. 

 All teachers collaborate in the planning and delivering of the school curriculum so as to 

provide a stimulating learning environment for all pupils. 

Parents/guardians are informed on enrolment (information Booklet) about importance of 

regular attendance and procedures in relation to absences. 

 Displaying Attendance Policy on website and sending reminders regarding attendance in 

newsletters. 

 Parents are discouraged from taking pupils out of school for holidays during school term. 

 The calendar for the following school year is posted on the school website in late June. A 

hard copy is also sent to each parent in September. It is hoped parents can use this to plan 

holidays and avoid taking pupils out of school during school term. Parents are strongly 

requested to adhere to this. It is agreed that work will not be sent home with pupils who are 

on holiday during school term. 

 Informing pupils at assemblies about the importance of regular attendance and punctuality. 

 Encouraging strong home links so that parents can discuss family problems that may hinder 

good attendance. 

 

Parents/Guardians can promote regular attendance by: 

 Ensuring their children attend school regularly and are punctual. 

 Refraining from planning family holidays during school term. 

 Discussing unavoidable planned absences with the school Principal. 

 Ensuring, in so far as is possible, that children’s appointments (medical, dental) are arranged 

outside of school hours. 

 Contacting the class teacher/principal immediately if they have concerns about their child’s 

absences or any other school related matters. 
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 Co-operating with (EWS) and other supports to resolve any attendance problems. 

 Taking an interest in their child’s homework. 

 Encouraging their children and praising their achievements. 

 Instilling in their children a sense of self-worth, uniqueness and importance. 

 

Pupils Responsibilities 

 Pupils have a responsibility to attend school regularly and punctually. 

 Pupils should inform their class teacher or principal if there is a problem that may lead 

to their absence. 

 Pupils should remind their parents of the need to explain in writing the reason for their 

absences and the pupils have the responsibility of passing this onto the teacher. 

 Pupils are responsible for passing on school notes to parents on any specified day. 

 

Transfer to another school/communication with other schools and agencies. 

Transfer to another school 

Under Section 20 of The Education (welfare) Act 2000 the principal of a pupil’s current school 

must notify the Principal of the pupil’s previous school that the pupil is now enrolled in their 

school. 

On transfer to Scoil Aodh Rua agus Nuala attendance records and other appropriate records will 

be sought from the previous school. These records will hopefully highlight any past attendance 

difficulties/patterns which may need to be monitored from an early stage. Likewise on 

confirmation of enrolment in Scoil Aodh Rua agus Nuala the Principal will pass on pupils records 

including attendance records to school were pupils has now enrolled. 

Pupils transferring from Scoil Aodh Rua agus Nuala to second level schools will have their 

records, including attendance, forwarded to that school. 

 

 

On Enrolment from Pre-Schools: 

The school seeks permission from parents to request reports from pre-schools so that any 

issues can be dealt with promptly in order to make the transition from pre-school to primary 

school as easy as possible. 

Education Welfare Officer 
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The school has developed a good relationship with the local Education Welfare Officer and 

there is ongoing communication in relation to children who may be at risk. However, if the EWO 

concludes that a parent/guardian is failing or neglecting in their duty to have their child attend 

school they may be served a school attendance notice and legal action may follow. 

 

Communication with Parents 

The school informs all parents/guardians of the implications of non-attendance as per the Education Welfare 

Act 2000. This information is disseminated by regular school newsletters. 

 

Ratification, Implementation and Review 

This policy will be implemented following ratification by the Board of Management. 

 

It will be reviewed June 2018 or earlier if required. 

 

Ratification by The Board of Management 

 

This Policy was ratified by the Board of Management on _______________________  

 

Chairperson: _________________________ Date: ________________________ 

 


