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Policy

St Sheelan's College recognises that regular attendance is important for the learner’s own progress and also for the development of a collective work ethic and support framework among learners.  Hence, it is the policy of the college to require regular and punctual attendance.  In cases where attendance is unsatisfactory the college will seek to identify the causes of the poor attendance and to provide whatever support and encouragement it can to overcome the problem.  The college also recognises that some absence is unavoidable, and will endeavour to be understanding in such cases.  Where regular unauthorised absences occur, and where adequate warnings have been given and disregarded, the college reserves the right to refuse to allow the student to continue to attend class, subject to the right to appeal.

Students must be aware that certain courses in the college require a minimum attendance for certification purposes.  

In all cases, it is the responsibility of students to make up for work missed during absences.  Students should also be aware that in certain circumstances, work missed due to absence may be such that the criteria for certification for the course cannot be met.  

Attendance records will be made available to individual students, the Department of Education and Science, North Tipperary VEC and other statutory authorities with the right to access to such information.  Attendance may also be referred to in written references provided by the college.

Procedures

Encouraging attendance

The college will encourage students to attend class regularly and punctually.  Classes will be advised of the need to do so for their own personal progress, and also to develop a collective work ethic and support framework.  

In cases where students are absent, the course coordinator, or another designated member of the college staff, will meet with the student to identify the reasons, and to find ways of dealing with the problem.  If the problem is one where the college can provide assistance, such assistance will be made available (examples might be learning support, counselling or careers guidance)

Authorised and unauthorised absences

It is recognised that some absences are unavoidable.  Authorised absences include:

· Jury service

· Certified sick leave

· Absence on compassionate grounds, e.g., death or illness of a family member.

In all cases of absences, the college should be notified as soon as possible.

In cases of certified sick leave, a doctor’s certificate should be provided to the college not later than three days after the period of absence began.  Otherwise, the absence will be deemed unauthorised.
Leave on compassionate grounds must be negotiated and agreed with the college. 

On a day where a student is late for roll-call, it is his or her responsibility to report to the tutor who called the register that morning
Cases of regular absences

Students absent for 15 college days (unauthorised) will be deemed to have left the college, and will have their place terminated.  However, in this process, the following steps will be put in place:

· After 5 days, the student will receive written (or text) reminder that they have been absent for 5 days.

· After 10 days, the student will receive written (or text) notice that they have been absent for 10 days, and will be asked to meet with a member (or members) of the Student Support Services team in the college with a view to seeking ways to address the issue.

· Normally after 15 days, the student will be advised in writing by the principal, or his or her nominee, that his/her place in the college is being terminated.   If s/he wishes to appeal this decision, they may apply in writing, within 14 days, to the Board of Management of the college.  

· Where a student has missed a significant amount of time, authorised and unauthorised combined, which will result in him/her being unable to participate effectively on the course, s/he will be advised that s/he cannot resume his/her place on the course in the current year.  (In this regard, 20 – 30 days absent would be regarded as significant.)  If s/he wishes to appeal this decision, they may apply in writing, within 14 days, to the Board of Management of the college.  

Classwork missed due to absence

It is the policy of the college that work missed by a student during absence will not be covered again when the student returns, as this is detrimental to the progress of students who were in attendance.  Consequently, it is the student’s responsibility to identify work and class notes missed during absence, and to catch up on the work outside of class time.  In cases of authorised absences, college staff will try to provide reasonable assistance in this regard. 

In cases where attendance constitutes a criterion for certification, any absences above the permitted level will result in the student failing to achieve certification. 

Work experience

In cases of absence while on work experience, both the college and the workplace should be notified early in the morning of the first day’s absence.  Students should be aware that there may not be an opportunity to compensate at a later stage for absences while on work experience.

Assignments/project deadlines missed due to absence

In cases of unauthorised absences, no extension of deadlines for projects or assignments will be granted.  In cases of authorised absences, the college may exercise its discretion to agree to an extension of project/assignment deadlines.  

Skills demonstrations or portfolio elements missed due to absence

In cases of unauthorised absences, no extension of deadlines for skills demonstrations will be granted.  In cases of missed skills demonstrations, the college may, in cases of authorised absence, agree to set a repeat date.

Examinations missed due to absence

Examinations missed due to absences will not, except in exceptional circumstances, be made available again.

Disclosure

Attendance records will be made available 

· to individual students, 

· to statutory authorities with the right to access to such information on receipt of a valid request for such information. 

· To others in appropriate cases and with the written request of the student/former student concerned (unless he/she is a minor where, his/her  parents/guardians consent is required)

Attendance in relation to payment of PLC maintenance grants administered by North Tipperary VEC
Payment of maintenance grants dependant on satisfactory attendance.

· In cases of certified sick leave, a doctor’s certificate should be provided to the college not later than three days after the period of absence began. 
· In cases where a student has been absent for more than six unauthorised days in a calendar month, no grant will be paid for that month.
· In line with the attendance policy, a student’s place in the college will be terminated after 15 days unauthorised absences in any one year.  In such cases, grant payment will also cease.

· In cases where a student leaves a course due to poor attendance, there is no guarantee that he or she will be eligible for a grant to resume that course in the future.
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