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St Vincent’s Secondary School, Dundalk 

Statement of Strategy for School Attendance 
 
 
 
 
 
The School’s Vision and Values in Relation to Attendance 
In accordance with our Mission Statement, we strive to enable every student to develop her 
unique potential in an atmosphere of learning and respect, guided by the Mercy philosophy of 
education.  We are committed, therefore, to the holistic development of each student, while 
responding to her individual needs, gifts and abilities.  Part of this response involves working to 
foster an appreciation of learning among our students as well as striving to create the conditions 
and environment that support it.  Our School Vision also expresses this appreciation of learning 
when it states that it is our vision that each student leaving St Vincent’s will, during her adult life, 
continue to work to achieve her potential.  We strive to foster an appreciation of learning by 
demonstrating the importance of teaching and learning in St Vincent’s. 
 
The School’s High Expectations around Attendance 
St Vincent’s School has high expectations around school attendance and punctuality.  St Vincent’s 
is aware that poor attendance and punctuality has a negative impact on teaching and learning. We 
are aware of our responsibilities to those students who experience difficulties therefore our student 
support teams provide assistance to those students to help them reach their potential. 
 
How Attendance will be Monitored 

 VSware is the Management Information System (MIS) used to record and monitor attendance 

and punctuality in every class throughout the day. 

 Parents/Guardians have access to VSware and can view their daughters’ attendance online. 

 Four school reports are issued annually and attendance is reported on each one.  

 A text indicating absence is sent to parents/guardians of students for unexplained absences 

 Students who arrive late to school (between 8:50 and 9:30) are required to sign in at the office 

as late. The office will enter that student as late on VSware.  However, it is the student’s 

responsibility to sign the late book. 

 If a student arrives in school after 9.30am they will be recorded as having a partial absence on 

the school MIS (Management Information System).  Parents/guardians may receive a text 

message for a partial absence.  In the event of a partial absence parents/guardians should 

provide a written signed explanation in the school journal on the green note. 

 Students who leave school during the day due to illness or appointments can only do so with 

the permission of a parent/guardian.  A permission to leave school slip (yellow) available in the 

Student Journal must be signed by the Year Head, a Deputy Principal or the Principal.  

 If a student is absent for one or more days parents/guardians may receive a text message to 

notify them of this absence. In this event parents/guardians should provide a written signed 

explanation in the school journal on the green note.   

 Where students are absent from school for school-related extra-curricular activities, the teacher 

organising the activity prepares a list of the names and prior to departure provides a copy of the 

list to the office. The office then enters these students as SA on VSware. If a student is absent 

from the trip, the teacher will notify the office and the student’s attendance record will be 

changed. 

 

Summary of the Main Elements of the School’s Approach to Attendance 

Target setting and targets 
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o To maintain a positive approach to attendance and punctuality 

o To keep accurate attendance records on VSware  

o To help parents/guardians understand the role they play in their daughters’ and to 
highlight the importance of students being in class for Classroom Based 
Assessments (CBA’s) 

o To reduce absenteeism 

o To improve punctuality specially at 8:50am 

o To discuss with the Student Council ways to reward good attendance and introduce 
attendance incentives  

 

 

The Whole School Approach  

o Providing a Pastoral Care Structure  

o Weekly meetings with the Student Support Teams attended by SMT, SEN Co-
ordinator and Year Heads 

o Maintaining links between the Parents’ Council and the Student Council 

o Having an open door policy where Parents/Guardians can visit the school if they 
wish to discuss attendance 

o Teachers, Year Heads, Senior Management working together to identify students 
who may drop out at an early stage 

o The operation of a curriculum that meets student needs and gives each student the 
opportunity to achieve her potential, e.g. Established Leaving Certificate, Applied 
Leaving Certificate Programme, Transition Year, the introduction of new subjects 
(e.g. Computer Science)  

 

Promoting Good Attendance  

 Weekly Assembly with each year group which regularly emphasises the importance of good 
attendance to maximise the benefits of education 

 Affirmation of good attendance at weekly year group Assembly 

 Liaison with primary schools, or in the case of transfer of students, other post-primary schools, 
to identify students at risk of poor attendance and to exchange information relating to 
attendance and behaviour. 

 Paying particular attention to students of poor attendance making the transition from Junior to 
Senior cycle, or from year to year. 

 An extensive and wide-ranging extra-curricular activities programme which promotes the 
engagement of students with the school 

 The retention of students on the premises at Lunch-time. 6th year students may leave the school 
on a Friday 

 The provision of subsidised supervised study facilities 

 The formulation of student centred policies such as the Behaviour policy and Anti-bullying policy 

 The provision of an extensive Pastoral Care Structure including Year Heads, Tutors, Mentors, 
Prefects, two full-time Guidance Counsellors, a school counsellor and the availability of senior 
management to meet with students and parents to discuss issues 

 Possibilities for tailoring and differentiating curriculum offerings to the needs of particular groups 
or individuals 

 Guided by its ethos and Mission Statement, the school strives to meet the needs of all its 
students, for example by the provision of programmes such as the Leaving Certificate Applied 
programme and Transition Year 

 The allocation of resources to the Special Educational Needs department and the formulation of 
Student Support files for SEN students 
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 A programme of Continuing Professional Development for staff to update and upskill to best 
meet the needs of students in a rapidly changing world 

 Teachers promote good attendance within their subjects 

 The operation of a curriculum that meets student needs and gives each student the opportunity 
to achieve her potential, e.g. Established Leaving Certificate, Applied Leaving Certificate 
Programme, Transition Year, the introduction of new subjects (e.g. Computer Science)  

 The encouragement, acknowledgement and affirmation of student effort, achievement and 
success, e.g. by individual teachers, at Assembly, through permanent and temporary 
photographic display, school newsletters, school magazine, twitter, school website and the 
media 

 An Awards Night to acknowledge student participation, achievement and good attendance 

 Providing regular awards and incentives for attendance 

 The provision of structures and learning supports, including in the SEN department, through our 
Pastoral Care Support System and through our Junior and Senior Care teams 

 The use of a Mentor system, whereby 6th year students assist incoming 1st years to make a 
smooth transition to Secondary school and act as a liaison with Year Heads and other staff 

 The allocation of extensive resources to enhance student learning and achievement and 
provide an environment conducive to learning and success, e.g. ICT facilities, new and 
refurbished facilities and classrooms 

 The provision of additional learning supports, e.g. study-skills seminars 

 The work of the Guidance and Counselling Department and our two full-time counsellors, who, 
through individual vocational guidance, counselling and group work, promote an awareness of 
our students’ potential, develop ambition/goal-setting and demonstrate the possibilities of 
betterment.  This activity includes: 

o Attendance at College Open Days 
o Visiting inspirational speakers 
o Liaison with professional bodies 
o Career events 
o Subsidised After-School Study facilities 

 An extensive extra-curricular programme that includes activities to challenge and develop 
students, increasing their skills, self-confidence, esteem and their academic competence, and 
giving them an appreciation of the benefits of knowledge and skill as well as a positive attitude 
to school and school staff.  Such activities include Debates, sport, ‘Bridge’ club, ‘Culture Club’ 
‘Gaisce’ Award, BT Young Scientist and Technology Exhibition, Scifest, John Hooper Silver 
Medal in Statistics Competition, Irish Angus Beef Competition, ISTA Science Quiz and helping 
in the community.  

 Identifying specific activities that may motivate and encourage engagement and attendance;  

 We encourage the full participation of students in the life of the school, e.g. through the extra-
curricular programme, through structures such as the Student Council, Green Flag and CARE 
committee, or through service as peer mentors, captains, Prefects and Head Girls, and through 
a student input into school policy formulation and review.  We stress that St Vincent’s forms a 
community where members respect, acknowledge and support each other. 

 
In this way St Vincent’s hopes that students will not only recognise the importance that we place 
on learning in all its forms, but also experience success and be encouraged to work to achieve 
their physical, academic and emotional potential.  As a corollary of this it is hoped that they will 
develop a more positive attitude to school and wish to attend well and punctually. 

 

Responding to Poor Attendance 

 Student attendance is regularly monitored by year heads 

 Year Heads regularly meet with students who have poor attendance  

 Year Heads regularly liaise with the SMT and the Guidance Counsellors  
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 Year Heads contact parents initially on an informal basis to begin dialogue if there is an 
attendance concern 

 Year Heads requests notes to submitted to the office to explain absences if none have been 
provided 

 Every effort is made to re-engage students who are finding it difficult to attend school.  

 A ‘go too person’ may be established 

 Students will be tracked through the relevant Student Support Team 

 Parents/Guardians may be asked to attend formal meetings 

 The school may contact the Educational Welfare Officer for Advice 

 When the school has exhausted all efforts and there is no improvement in attendance, a referral 
will be made to Tusla’s Education Welfare Services. 

 Every effort is made to re-engage students who are working to improve their attendance. 

 Teachers are provided with information as to which students are particularly at risk of 
developing attendance problems through appropriate updates from the Student Support Team  

 The Year Head or SMT will report to parents where a student has been absent without 
permission 

 
School Roles in Relation to Attendance 

Principal 

 To provides leadership for the creation of a school ethos and climate that is supportive of high 

levels of engagement and attendance;  

 To lead the review and implementation of the School’s Attendance Strategy  

 To ensure that adequate systems are in place to record attendances and absences of students 

 To make reports to the Educational Welfare Officer as required by the Education (Welfare) Act 

2000 

 To inform the Principal of another second level school of an inter-school transfer 

 The Principal must inform the Educational Welfare Officer where any of the following occur: 

o A student is suspended from school for a period of not less than 6 days 

o The aggregate number of school days on which a student is absent from school during a 

school year is 20 days or more 

o A student’s name is, for whatever reason, removed from the register by the Principal 

o A student is, in the opinion of the Principal, not attending school regularly. 

 To inform parents/guardians and students of procedures for the notification of absences or the 

withdrawal of students from the school. 

 To remind students and parents/guardians of the importance of regular attendance and the 

negative impact of frequent absences on student progress. 

 To submit two reports to Tusla and an End of Year Report. 

 
Deputy Principal 

 To work in cooperation with the Principal, Year Heads, Class Teachers, Form Tutors, 

Administration Staff to implement the school Attendance Strategy . 

 To liaise with the Year Head and Student Support Teams to address the difficulties surrounding 

a particular pupil’s attendance 

 To inform new teachers of their obligations with regard to recording attendance. 

 To ensure that all staff complete VSware rolls as required 

 To meet, along with the Year Head, the students who had unauthorised absence from class. 

 To submit reports and referrals to Tusla in conjunction with the Principal and Year Heads 

 To liaise with the Year Head to reward students who have excellent attendance/punctuality or 

who have made significant improvements to same. 

 
Year Head 
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 To monitor regularly the attendance records on the VSware system for relevant year group 

 To assist the Deputy Principal in completing Tusla referrals where a student is not attending 

school and there is no valid reasons 

 To raise issues regarding attendance at the weekly Student Care Team Meetings 

 To liaise with the Student Support Team to address the difficulties surrounding a particular 

pupil’s attendance 

 To meet students for whom attendance or punctuality is a problem 

 To contact parents/guardians where unauthorised absences occur or are suspected and/or 

when patterns of absences are developing 

 To remind the pupils during the assemblies of the Year Group of the importance of regular 

attendance and punctuality 

 To reward students who have excellent attendance/punctuality or who have made significant 

improvements to same 

 
Class Tutor 

 To check absence notes have been submitted to the office from the Student Journal 

 To liaise with the Year Head if they have any concerns in relation to a student attendance 

 
Class Teacher 

 To record the attendance of every class every day on VSware 

 To record attendance on VSware when substituting under the S&S scheme.  The supervising 

teacher ensures that all teaching groups scheduled to be in the study hall are actually present in 

the hall. This list of teaching groups is available in the school office 

 To record attendance on VSware when providing cover for personal leave 

 To inform the relevant Year Head if they have any concerns about a student absences 

 To set high expectations for punctuality and attendance in their classrooms and to impress on 

students the importance of regular attendance, insist on punctuality and record those who are 

late for class. 

 To acknowledge students, welcome them back and support them on their return to school.   

 To support students on return when the have difficulty attending school 

 
Parents/Guardians 
Educational achievements and personal development are enhanced by parent engagement and 

support for the school.  Under the Education (Welfare) Act 2000, the school is required to retain all 

written explanations for all absences.  Therefore, all absences must be explained in writing stating 

the reason for the absence.  We ask parents/guardians to use the green and yellow notes in the 

school journal to explain all absences.  Parents/Guardians may inform the school office of their 

daughters’ absences by telephone however, the school is required to retain written explanations 

for all absences. 

 

Parents are asked: 

 To support the school’s Attendance Strategy in compliance with their legal responsibilities to 

ensure that their child is attending a recognised school on every day that the school is open.  

(Section 17 of the Education (Welfare) Act 2000).  Only absences relating to activities organised 

by the school or in which the school is involved can be authorised by the Principal (Section 

21(9) of the Education (Welfare) Act 2000).  Therefore, the school cannot give ‘permission’ for 

holiday absences during term time. 

 To ensure regular and punctual attendance of students and avoid unnecessary absences and 

where possible to arrange elective appointments outside of school time.  If such appointments 
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must take place within school hours, then students should return to school following the 

appointment. 

 To provide a written explanation for the student’s absence on the first day of return to school. 

 To inform the Year Head in advance of any planned absences from school. 

 To provide to the school reliable contact telephone numbers and alternative ‘emergency’ 

numbers. 

 To adhere to the procedures set out in the Strategy for the withdrawal of students from school 

during the school day. 

 To acknowledge and, where necessary, reply to communications from the school in relation to 

attendance issues. 

 To monitor attendance on VSware and contact the school office to amend any inaccuracies  

 To set high standards for their child in relation to attendance and punctuality 

 To engage with the school if there is a problem about their child’s attendance and support  

 
Student 

 To arrive on time and attend all scheduled classes every day unless there is a valid reason 

 To present a written explanation (green slip) from the School Journal for all absences to the 

school office and to present the carbon copy to their teachers 

 To sign the late book if they arrive late (8:50 – 9.30) to school and to proceed immediately to 

their first class. If a student arriving late does not sign the late book she will be marked absent 

without explanation for the first class.   

 To present a written explanation (green slip) from the School Journal to the school office if they 

arrive in school after 9:30 and to present the carbon copy to teachers of classes missed. The 

student will then be marked as absent with explanation on VSware.  If the note is not left in the 

office, she will be recorded as absent without permission. 

 To present a written explanation on the yellow slip in the school journal to the office if they wish 

to leave the premises during the day.  This slip must be signed by a parent/guardian. In the 

event the student is feeling unwell throughout the day and needs to leave school the school 

secretary will try to contact a parent/guardian or other named adult.  All permissions from 

parents/guardians must be made through the school office.  After contact has been made the 

school secretary will sign the yellow note.  The yellow note must then be countersigned by a 

Year Head, a Deputy Principal or the Principal before the student leaves the school. Otherwise 

if the note is not left in the office, she will be recorded as absent without permission 

 To inform a teacher if they are feeling unwell and are unable to attend class  
 

Administrative Staff 

 To facilitate the signing out of students with the School Journal.  

 To input absence notes (green) and leaving school early (yellow notes) on VSware and file note 

 To facilitate the signing in of students Late and recording this on VSware 

 To email teachers with queries re attendance 

 To store safely all attendance notes 

 To record calls from Parents/Guardians with regard to inaccurate recording of attendance and 

change the students attendance in consultation with the class teacher if required 

 To input attendance data from Class Teachers when required 

 

Partnership Arrangements  

 Parents/Guardians, Students, Teachers, Other schools, Youth and Community Groups 

 

How the Statement of Strategy will be monitored 
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 An Annual Report prepared by the Deputy Principal will be presented Board of Management  

 A annual review of the Statement of Strategy as part of preparation of the Board of 

Management’s annual report on attendance (as per Section 21(6)(a)(b) of Education (Welfare) 

Act 2000) to Tusla’s Educational Welfare Services and the Parent Association.  

 

Success criteria will include: 

 Improved attendance rates 

 Improved explanations for absence 

 Improved punctuality  

 Improved communication with parents 

 Improved engagement and appreciation of learning 

 

This policy should be read in conjunction with all the schools policies and in particular with:  

 The Code of Behaviour Policy 

 The Child Protection Statement 

 The Anti-Bullying Policy 

 

Review 

The Policy was reviewed in the 2017/2018 school year and was approved and ratified by the 
Board on 17th April 2018 

 

Signed:  __________________________________  
Chairperson:       Mrs Mary Caffrey 
 
  
Date:   17th April 2018 
 

 

This Statement of Strategy was submitted to Tusla on 18th April 2018. 
 
 
 
 
 


