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[bookmark: _Toc159327772]Purpose

The purpose of this policy is to ensure that learner’s attendance is recorded for transparency, health and safety and to comply with our attendance policy. 

[bookmark: _Toc159327773]Policy 

It is the policy of Céim Eile that all learners must sign in and out of the centre on a daily basis. This policy applies to all learners on the Céim Eile programme. 


[bookmark: _Toc159327774]Application of Policy 

[bookmark: _Toc159327775]Signing in

Learners are expected to sign-in on their daily arrival and must do so under the supervision of a Céim Eile Staff member. If a learner arrives late, they must report to the office to sign-in. If there is no-one present in the office, they must inform their class teacher and sign-in at break or lunch.

[bookmark: _Toc159327776]Signing out
Learners are expected to sign-out daily before leaving the centre. The management of Céim Eile are acutely aware that there may be occasions when learners need to leave early during the college day. In order that we can honour our obligations to the learners, under Health & Safety and ensure that the reasons for the learner leaving the college are legitimate the following procedure is in place: 

· If you know in advance that your son / daughter / other will need to leave the college during the day, contact should be made through the office at 0504-31007 or 087-6535207. The learner must sign the ‘signing out sheet’. Parents/Guardians must avoid contacting the learners directly on their mobile phones and giving them permission to leave college as this puts the centre in a very vulnerable position of being unaware of the reasons why your son / daughter / other has left college. 
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Overall responsibility for policy implementation rests with the Coordinator or other person for the time being in charge of the centre. All members, staff and learners have an obligation to adhere to, and facilitate the implementation of this policy. The Coordinator shall inform all staff of the policy and their role in the implementation and monitoring of the policy. To assist the centre in implementing this policy the learner and parents/guardians are informed of the policy and asked to sign a letter sent to them prior to starting on the programme. Please see Appendix 1. All new and prospective staff and employees shall be given a copy of the policy on recruitment/induction by the person in charge.
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A learner who leaves the centre without permission, or absent themselves from any activity during centre hours regardless of their age will be instantly suspended without pay. On a first offence, the learner will receive a one day’s suspension without pay (or in some cases a learner will be asked to remain in the centre but may have their allowance suspended) and their parents/guardians will be notified. On a second offence, a learner is suspended without pay for more than one day. If a learner is caught on a third occasion, a written warning will be issued and a learner will be suspended for three days without pay. On a fourth occasion another written warning and a five day suspension will be issued and the learner’s parent / guardian will be requested to attend a formal scheduled meeting. On a fifth occasion, a final written warning will be issued. The learner will be suspended indefinitely and their case and file will be referred to the Chairperson of the Board of Management. 

*Note If a learner has received 3 written warning in total including other breaches of contract and/or policies, s/he will be suspended indefinitely and their case and file will be referred to the Chairperson of the Board of Management.

[bookmark: _Toc159327779]Summary

Failure to ask for permission or inform the coordinator (or person in charge) when leaving the centre, or absenting themselves from any activity during centre hours regardless of their age will result in a suspension without pay. 
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This policy will be reviewed by the Board of Management once in every centre year. 

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
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Céim Eile Youthreach Centre
Templemore
Thurles
Co. Tipperary
Date

Re: Signing-in and signing-out

Dear Learner and Parent/Guardian,
Please be advised of the following rules in relation to the Céim Eile programme:
 Learners are expected to sign-in daily and must do so under the supervision of a Staff member. If a learner arrives late, they must report to the office to sign-in. If there is no-one present in the office, they must inform their class teacher and sign-in at break or lunch. If a learner needs to leave early for whatever reason, the coordinator must be made aware by the parent/guardian, through the office at 0504-32166 or 087-6535207. Those learners who are under 18 require parental consent to leave and all learners must sign-out before leaving the premises.
 The coordinator must be notified if a learner decides to leave the centre   early regardless of their age. Learners should not leave the centre without   permission or absent themselves from any activity during centre hours. A learner who leaves the centre without permission will automatically be suspended without pay. 
 Learners are allowed to go to the shop at morning break but must return straight to canteen. Lunch begins at 1.30pm and finishes at 2.10pm. Learners (over 18 and Under 18 with parent/guardian permission) can leave the centre during this time but must return to the canteen before 2:05pm. 
 Further information is available through the centres ‘Signing-in and signing-out’ policy 
 By signing here, you are giving your child permission to leave the centre during break times. If you do not consent, please contact the coordinator. 
 
 
Yours sincerely,

David Young

[image: ]
___________________
Ceim Eile Youthreach Coordinator 
0876535207

I have read and understood the rules outlined above.

Learner Signature: ______________________	Date: __________

Parent Signature (if learner is under 18): _____________________ Date: __________	

Coordinator Signature: ______________________ Date: __________

6 | Page

image3.png
Arna chomhchistiu ag
an Aontas Eorpach

Co-funded by the
"European Union





image4.png
Rialtas na hEireann
Government of Ireland





image5.jpeg
SOLAS

learning works




image6.png




image1.png




image2.jpeg
k(//;\’ etbi

2

{




image7.png




image8.png




image9.jpeg
///-N 1) ral
\(//)\ ;EEPFQBry

! Chrmoiitiungn
Rialtas na hEireann Aontas Eorpach SOLAS
Government of Ireland Gohaiediilie  Sgaroing o

European Union




