Santa Sabina Dominican College


Attendance, Punctuality and Participation

Mission Statement

We in Santa Sabina Dominican College, aim to educate the whole person and to encourage the qualities of respect, truth, responsibility, happiness and excellence in a caring Christian atmosphere.

Introduction

Procedures in Santa Sabina Dominican College are based on the belief that a student’s attendance and punctuality strongly influence achievement.  The procedures are in accordance with Section 21 and 22 of the Education (Welfare) Act (2000).  We aim to encourage excellence, integrity and responsibility in this area in accordance with our mission statement.

Rationale:

A written statement is transparent, acts as a reference point for all partners in education, aids consistency and equality of application and supports school, parents and students in their responsibilities.  To this end the school keeps detailed records of attendance and punctuality and shares them with the students, their parents/guardians and teachers.  Children who attend school regularly are better able to keep up with schoolwork, establish school friendships and are less likely to be drawn into anti-social behaviour.

Goals/objectives:

1. To encourage students to attend school regularly and on time in order to derive optimum benefit from each school day and to provide an uninterrupted learning environment for all students.

2. To encourage students to participate fully when in school.

3. To assist the school in identifying those present and absent each day in accordance with Health & Safety Legislation.

Policy Content:

Attendance procedures in Santa Sabina Dominican College:

Parents are made aware of the school’s expectations and procedures through:

a) The Code of Behaviour

b) Information Meetings

c) Covering letter posted home with school reports

Students are made aware of the school’s expectations through:

a) The school rules in their Homework Journals

b) Weekly assemblies

c) Interviews with Tutor, Year Head, Deputy Principal

d) Reminders to senior students of the implications of poor attendance re references and college application forms.

The school attendance register is computerised.  Under the Education (Welfare) Act (2000) a school principal is legally required to inform a designated EWO (Educational Welfare Officer) of students who are under 16 years of age and who have not yet completed three years of post primary education with 20 days absence or more.

Every teacher is expected to maintain an up to date register of his/her classes.

Attendance data are collected twice daily – at 9.00am and 1.30pm.

· Students arriving after 9.00am roll call up to 10.30am are deemed late.  They must sign the Late Book denoting time of arrival.

· Students arriving between 10.30am and 1.00pm are deemed absent for the morning period.  They must sign the Late Book denoting time of arrival.

· Students on school related activities are not deemed absent. The relevant school activity must be authorised by the Principal. This is in line with section 21 (9) of the Education (Welfare) Act, 2000.

Communication of Data:

To staff:

· Data posted in staff room daily

· Year Heads have access to attendance records on computer in Year Heads office

· Cumulative data distributed to Year Heads at weekly meetings

· Cumulative data disseminated to Tutors at weekly meetings

· Late Book and Signing Out Book contain data for the current day and are available for inspection from 8.45am to 3.45pm

· Information available from Deputy Principal on request.

To students:

When a pattern of attendance gives cause for concern a student 

· May be interviewed by Tutor, Year Head or Deputy Principal

· May be referred to Guidance Counsellor or Learning Support Teacher

To parents/guardians:

· Record of attendance is posted home with

a) Reminders of Parent Teacher meetings

b) School reports

Contact is made by telephone and/or letter in the case of mitching or when a pattern of attendance gives cause for concern.

To NEWB:

Absence reports based on cumulative absences are sent to NEWB at the officially designated times.

Letters re Absence:

· Parents/guardians are obliged under the Education (Welfare) Act 2000 to notify the school of the reason for any absence.

· Holidays taken in term time count as absences from school

· Blank letters of absence are contained in the Homework Journal and have been designed by the school to elicit information required regarding absences.  (See Appendix 1)

· A student may receive a report slip if she fails to bring a note explaining her absence on her return to school.

· The NEWB has laid down 7 categories of absence, namely:

a) Expelled

b) Illness

c) Other

d) Suspended

e) Transfer to another school

f) Unexplained

g) Urgent family reasons

The NEWB operates a help line for parents and schools: Locall: 1890 363666

· Letters of absence are manually logged daily

· Letters of absence are filed and retained for current year

· Explanations of absence are extracted from the letters and computerized daily

· Prior written notice to the Principal from a parent/guardian must be given for all planned absences

· Parent/guardian of a student who is absent is required, upon the student’s return to school, to send a letter to the Deputy Principal confirming the reason for absence

· Parent/guardian of a student absent for more than two consecutive days should inform the Deputy Principal if the absence is to continue

· Requests to leave school early must be made in writing in advance by a parent/guardian.

· Students leaving school during the school day must sign out in the appropriate book.  Students must have a counter signature from a member of the teaching or administrative staff before leaving.  For groups teachers should submit a list of those leaving on the School Trip sheet.

Permitted absence from class:

· A student who becomes ill during the school day should notify the class teacher who may send her to report to the General Office.  If the absence continues beyond one class period the student must inform each subsequent teacher.  Contact with parents/guardians regarding such illness will come from a member of staff.

Students who have interviews/meetings with teachers during class time are generally required to have a note from the relevant teacher requesting their absence from class and indicating the time at which the meeting/interview concluded.  All teachers are provided with a book of Permitted Absence from Class slips.

Measures to reward / foster good attendance:

· Commendation slips are presented to students who have good/excellent attendance at the end of each period of 40 school days.  Absence of 2 days is deemed good.  An absence record of 1 day or less is deemed excellent.

· At the end of each school year a Certificate of Excellence is given to students who have an excellent record throughout the school year.

· The names of all students in each year group who received a Certificate of Excellence are entered into a draw for a prize at the end of the school year.

Measures to tackle / track poor attendance

· Student is interviewed

· Parents/Guardians contacted

· Record of attendance posted home

· Record of attendance sent home on a more regular basis where the need arises

· A list detailing outstanding notes of explanation given to student/posted home

· Details of students absent for more than 20 days forwarded to the designated EWO (Educational Welfare Officer) where the student is under 16 years of age and has not yet completed three years of post primary education.  The following details are forwarded: PPS number, student name, address, date of birth, name and telephone number of parents/guardians as well as the total number of days absent.  Parents/guardians are contacted in advance of the school contacting the EWO.

MITCHING

Suspension/special detention may be imposed for mitching (unauthorised absence from class or school)

· Parents/guardians contacted, usually by telephone

· The student interviewed by Deputy Principal

· The student will be interviewed by the Principal and informed of the suspension.

· The Principal will contact the parents/guardians by telephone and follow up with a letter home informing them of the decision to suspend.

· The suspension takes place. 

· The student on return to school, following suspension, will provide a written statement of compliance with school rules to Principal.

Parents/guardians may appeal a decision to suspend to the Board of Management of the school.  This should be done in writing to the Secretary, Board of Management, Santa Sabina Dominican College.

MEASURES TO DETER POOR TIMEKEEPING

· Students who arrive late to school and who do not have a letter of explanation on the day from a parent/guardian must attend lunchtime detention.  Non/attendance at this detention results in a report slip being issued.

· Students who arrive late to class may be asked to sign late-book stating time and reason for lateness.  They will then be required to attend lunchtime detention.  Non-attendance results in a report slip being issued

· Students persistently arriving late to school may be required to attend lunchtime detention even if they have a letter.

Home Tuition

Parents/guardians are advised about the Home Tuition scheme operated by the Department of Education and Science where a student cannot attend school due to serious health problems.

Roles and Responsibilities:

· Students have the responsibility to make every effort to attend school daily and punctually

· Students must comply with school regulations about attendance and punctuality procedures 

· Class teachers are expected to maintain an up to date register of their classes

· Management has responsibility for the administration of the computerised attendance register and for the analysis and communication of data to all involved including NEWB in accordance with policy.

· Management implements sanctions in accordance with policy

· Parents/guardian have the responsibility to encourage students to attend school every day and to make every effort to ensure they are on time

· Education (Welfare) Act 2000 requires parents/guardians to notify school of all absences

· Parents are advised to keep a record of all absences from school.

REASONS FOR POOR PARTICIPATION AND / OR ATTENDANCE

1.
Feeling marginalised by the academic nature of our programmes (i.e. JC and LC)

2.
Feeling intimidated by the size of the school/student body or by elements in peer groups (e.g. cliques/gangs).

3.
Experiencing family difficulties, and/or stresses at home.

4.
Experiencing lack of interest / support from the home.

5.
School phobia/refusal

6.
Bullying

7.
Being in the school of parents/guardians choice and not their own.

EXISTING PROCEDURES TO ENCOURAGE PARTICIPATION

· Learning Support

· Study support system operated by the year heads

· Pastoral support from the Tutor  

· Co-curricular activities: Examples:
Sport; Music; Art; Young Scientist; President’s Award –  

Gaisce; Debating and Public Speaking                                                                           

· Tutor Meetings:
Concerns about attendance and/or behaviour are raised.  Action is initiated.

· Home Tuition:

The school advises parents of the availability of the Home Tuition 

scheme operated by the Department of Education and Science when appropriate.

· Contact with feeder schools prior to the student starting in the school.  This can include a continuing liaison with schools previously attended by a student whose participation is a cause for concern.

· Subject Choices:
Incoming/existing students are guided in their choices on the content and the workload of each subject.  There is some flexibility in changing subject where the original choice proves to be unsatisfactory.

· Community Networking:
Involving the local community in the work of the school for the good of the students and of the community: Examples: Community Outreach; Tidy Towns; Fundraising; Local Studies, (Geography); Dublin North Rotary; Work Experience (TY); Community involvement module in Gaisce; Junior C.S.P.E. programme; Feargal Quinn Award (TY).

· Commendations:
An atmosphere, which allows and promotes learning, is expected in every classroom.  The subject teacher initially deals with students who, by their non-participation or behaviour detract from this atmosphere.  If necessary, the matter is brought to the attention of the tutor and Year Head.  Appropriate action and/or sanctions are devised through consultation.  The Guidance Counsellor’s participation and advice may be sought.

Students are publicly commended at assemblies for participation, progress, co-operation and achievement as appropriate.  Teachers award commendations, which students take home.

Students are commended at the end of the year for attendance and punctuality.

Students’ participation and achievement in sports and activities other than those in the school curriculum are highlighted and acknowledged.

Meaningful Curriculum:

· The Transition Year Programme is constantly reviewed and adapted in the light of current needs, e.g. difficulties at Leaving Certificate level can be alleviated by introducing support and remediation programmes during 4th year.

· The Junior Cert and Leaving Cert programmes are set, however, within those parameters, teachers tailor, modify and adapt the requirements to meet the needs of individual students

Family Finances: The school acknowledges that a lack of family finance should never be a reason for the failure of a student to participate in certain classes/activities.   Students/parents/guardians are encouraged to inform the Principal/Tutor/Teacher in complete confidence of any financial difficulties.  The school shall endeavour, as far as possible, to alleviate this difficulty through careful planning and individual help.

Success Criteria: The effectiveness of this policy will be manifested in

· Punctuality and attendance records

· Comparison with national averages

· Effective communication and co-operation between school and home

· Productive engagements by students in school life

Monitoring Procedures:

· Deputy Principal monitors attendance and punctuality on a daily basis and reports weekly to the Principal and the Year Heads.

· Pastoral care structure ensures that participation is monitored and appropriate intervention is initiated.

This policy was reviewed in May 2008

Appendix l

LITIR NEAMHLÁITHREACHAIS / LETTER OF ABSENCE

Cuir tic san áit chuí and lion mar is cuí / Tick & fill in as appropriate

Scrios an chuid nach mbaineann / Cross out section not applicable

Dáta / Date:  _____________________
Rang / Class: ____________________________

Ainm an Dalta / Name of Student: ______________________________________________


 
Déanach / Late

Am Teachta / Expected Time of Arrival: ______________________________

     Cúis / Reason: _____________________________________________________________________________

 

    ___________________________________________________________________________



 Ag Dul Abhaile Go Luath / Leaving Early:

Am / Time: _______________________________

     Cúis / Reason: ____________________________________________________________________________



     __________________________________________________________________________


 As Láthair / Absent:

     Laethanta & Dátaí / Day(s) & date(s): __________________________________________________________

     Cúis / Reason: _____________________________________________________________________________



     ___________________________________________________________________________

Sínithe / Signed: _____________________ Surname in Block Capitals _________________________

(Tuismitheoir / Parent / Oide / Guardian)

Appendix 2 

Permitted absence from class

Student name: ___________________________________________ Class: ________________________

Date: _______________________ Time of Consultation: _________________ to ___________________

Signature of teacher: _______________________________________
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