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CTI Clonmel Mission Statement 
The role of our school is to facilitate the students of Clonmel and its environs in the acquisition of general 

and specialised education. CTI Clonmel is under the patronage of Tipperary Education and Training Board. 

ETB schools are state, co-educational, multidenominational schools underpinned by the core values of: 

 

• Excellence  

• Care  

• Equality  

• Community  

• Respect 

CTI Clonmel provides students with equal opportunities for enrolment in line with the Education 

(Admissions to School) Act 2018.  Once enrolled, our school strives to provide all students with equal 

opportunities to engage with the curriculum and school life. We strive to enable every student to realise 

their full potential regardless of any aspect of their identity or background. Our school 

 

• provides a safe physical and social environment that reinforces a sense of belonging to the school 

community and wider society 

• promotes a fully inclusive education that recognises the plurality of identities, beliefs and values 

held by students, parents and staff 

• prepare open-minded, culturally sensitive and responsible citizens with a strong sense of shared 

values 

• treats equally students of all religions and beliefs.  The school environment and activities do not 

privilege any group over another whilst at the same time acknowledging and facilitating students 

of all religions and beliefs.  

 
Scope  

This strategy applies to all pupils attending CTI Clonmel. It has been prepared in line with the TUSLA 

attendance guidelines, which can be found at FINAL_SAS_strategy_eng_2jun.pdf. We recommend reading 

this document in conjunction with the school policy. 

https://www.tusla.ie/uploads/content/FINAL_SAS_strategy_eng_2jun.pdf
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Rationale  

The purpose of this policy is to outline our approach to monitoring, encouraging and promoting regular 

school attendance. Educational studies consistently show a link between regular student attendance and 

the successful achievement of learning outcomes. These values guide all our actions and decisions in 

promoting student well-being. 

 

Relationship of this Policy to the Mission and Aims of the School  

Our mission statement is to facilitate the students of Clonmel and its environs in the acquisition of general 

and specialised education. Reaching one's full potential is facilitated through active engagement in the 

curriculum which is facilitated by regular school attendance. Regular attendance and engagement assist 

the school in fulfilling its aim of giving pupils a wide range of learning opportunities designed to promote 

their holistic development at school and within society. It also assists pupils in preparing for the 

opportunities, responsibilities and experiences presented in adult life.  

 

In cases of poor attendance, the school will work with students and parents to identify the underlying 

issues and offer support. We recognise that some absences are unavoidable, and we will endeavour to be 

understanding in such cases. Where regular unauthorised absences occur, and where adequate warnings 

have been given and disregarded, the school reserves the right to refer the student to the board of 

management and the board may request, that the student repeat a year.  

 

Students must be aware that certain courses in the school require a minimum attendance for certification 

purposes. It is the student's responsibility to make up for work missed during absences, but staff will take 

individual circumstances into account. Students should also be aware that in certain circumstances, work 

missed due to absence may mean that the criteria for certification for the course cannot be met. 

Attendance records will be made available to individual students, the Department of Education, Tipperary 

Education and Training Board and other statutory authorities with the right to access to such information. 

Attendance may also be referred to in written references provided by the school. 
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Goals of the Attendance Policy  

• To ensure compliance with the Education Welfare Act 2000.  

• To outline the system for monitoring attendance.  

• To promote and encourage high levels of attendance.  

• To coordinate a consistent school-wide response to absenteeism.  

• To foster habits of regular and punctual attendance in students.  

 

CTI Clonmel recognises the importance of regular and consistent attendance. Children must attend 

school regularly because:  

• A strong education gives students the best possible start in life. 

• Regular attendance helps students stay on track academically and fosters enjoyment in school. 

• Good attendance builds reliable habits that benefit students in their future working life. 

• School attendance supports the development of friendships and positive relationships among 

students. 

 

A reward or incentive scheme is used to promote good attendance. This includes rewarding perfect and 

very good attendance in the school merit system.  

 

Structures to monitor attendance 

The following structures are in place to monitor and encourage this attendance:  

• Daily register is taken using VS Ware every morning, during first class, and every afternoon, during 

fifth class.  

• Every teacher is recommended to take attendance using VS Ware in every class.  

 

Actions required 

• Students who are late to school in the morning or afternoon must report to the office to register 

their attendance and to ensure they are marked present.  

• Parents should put a note VS Ware or ring and inform the school on the first day of an absence. 

All absenteeism is recorded. Parents/Guardians must explain all absences.  



 

CTI Clonmel, Raheen College and Gaelcholáiste Chéitinn Attendance Policy  Page 6 of 11  
  

  

• If students are to leave the school during the day, they must present a note to the office or have 

the reason for leaving added to VS ware. The student must be collected in person by parent/ 

guardian and signed out of the school. If your child must attend a medical appointment, a medical 

practitioners note should be provided. 

• If a student returns to school following a partial absence, they must report to the main office 

before attending classes.  

• When students leave school without permission this is considered a serious breach of the 

disciplinary system.  

• Where a student is absent, and the school is not informed, contact will be made with the home.  

  

 Points to note: 

• Students who are absent for 3 days without explanation, the attendance officer with the support 

of the HSCL will engage with the family.  

• Arrangements may be made to meet parents in the school or the HSCL coordinator may visit the 

home to offer advice and support.  

• Where appropriate in school, measures may be put in place for individual students to encourage 

better attendance. The advice of the Education Welfare Office may also be sought in some cases.  

• After 10 days of absence, the student will receive written notice that they have been absent for 

10 days (or more). Parents will also be invited to meet with Attendance officer to discuss strategies 

and supports to encourage better attendance.  

• If a student has missed 15 or more days, parents will be requested to attend a follow-up meeting 

with the School Attendance officer, School Completion and the HSCL to discuss and agree 

strategies for improvement  

• Attendance reports are sent to TUSLA at assigned times during the school year. Normally AFTER 

20 days a further letter is sent and at this point TUSLA is informed and has access to our 

attendance records. A visit from the Education Welfare Office may follow.  
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Authorised and unauthorised absences 

It is recognised that some absences are unavoidable. Authorised absences include Certified Sick Leave or 

Absence on Compassionate Grounds, e.g., death or illness of a family member. In all cases of absences, 

the school should be notified as soon as possible. In cases of certified sick leave, a doctor's certificate 

should be provided to the school. Otherwise, the absence will be deemed unauthorised. Leave on 

compassionate grounds must be agreed with the school.  

 

Explanation for Absence: Parents must use VS ware to explain an absence prior to a student returning 

to school. Students who are over eighteen must bring a note to their year head. The note must give the 

reason for absence. This is a requirement from TUSLA. Reasons for absence will be recorded for the 

Education Welfare Board under the following Headings:  

• Illness  

• Urgent Family Reasons  

• Expelled  

• Suspended  

• Other  

• Unexplained  

• Transferred to another School  

• Family holiday  

 

Note: If for some reason a parent or child does not wish to put the reason for absence on the school 

information system, they should contact the school immediately.  

 

Support for Parents:  

Information is sent to parents at the beginning of each school year to highlight the importance of 

attendance. Posters are also in each classroom to reinforce this message. If parents have difficulty in 

getting their child to attend school, they should contact the relevant class tutor for their child. Parents 

and children will be supported through the school Pastoral Care System. This may take the form of a 



 

CTI Clonmel, Raheen College and Gaelcholáiste Chéitinn Attendance Policy  Page 8 of 11  
  

  

meeting or meetings with one or more of the following –Guidance Counsellor, Class Tutor, Deputy 

Principal, Principal, SCP, BFL and HSCL. 

 

Holidays during Term Time:  

Parents should not take their child out of school for holidays. This has the potential to damage their 

education. It is very difficult for any child to catch up with what has been missed when out of school for 

an extended holiday.  

 

There are, of course, exceptional circumstances where parents may have to take their son/daughter out 

of school during term time. However, you should always be aware of the potential risk to their education, 

and therefore these situations should be kept to an absolute minimum. 

 

Classwork missed due to absence:  

It is the policy of the school 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 where attendance constitutes a criterion for certification, any absences above the permitted level 

will result in the student failing to achieve certification. In cases of unauthorised absences, no extension 

of deadlines for projects or assignments will be granted. In cases of authorised absences, the school may 

be able to extend a project/assignment deadline should this be possible within the rules for the 

certification being sought. In cases of unauthorised absences, extensions of deadlines for continuous 

assessment or portfolio elements will not be granted. For absences during the completion of Classroom 

Based Assessments in junior cycle classes, please refer to the CBA policy. 
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Work Experience:  

In cases of absence while on work experience, both the school 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. 

 

Disclosure  

Attendance records will be made available:  

• to individual students, and their parents/guardians  

• 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)  

 

Roles and Responsibilities in relation to attendance 

 

Students 

• Attend school each day as agreed on enrolment in CTI Clonmel  

 

Parent/Guardian  

• Encourage their children to attend and engage in school and to support the school in this regard  

• Have a legal obligation to ensure that their children attend school  

• In the event of absence on any given day, parents should inform the school as outlined previously 

in this policy  

• In the event of the student being withdrawn from school for part of a day, to communicate to the 

school both the fact of that partial absence and the reasons for that absence in writing.  

 

Teachers  

• To monitor attendance in their classes  
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• To highlight students who may be a cause of concern re attendance 

• To discuss attendance of students with parents at parent teacher meetings  

 

Office Staff  

• Input late students into VS ware.  

• Contact home where appropriate 

 

Attendance re DEIS Plan 

• To review and implement the various strategies/measures outlined in the annual DEIS plan.  

 

Home School Community Liaison Coordinator  

• To promote high standards of attendance of pupils at school.  

• To monitor the overall attendance of students and follow up as necessary with Class 

Tutors/Deputy Principal/Principal.  

• To contact and support parents of students who are developing an attendance problem.  

• To meet with students and parents in cases of high levels of absences.  

 

Class Tutor  

• Class tutors are the first point of contact with the student and if students are beginning to miss 

time at school (more than 5 days), class tutors are asked to engage with the students concerned  

• Class tutor to inform attendance officer re concerns of student absences 

 

Deputy Principal/Principal  

• Responsible for the overall implementation of the policy.  

• The Attendance Officer and HSCL Coordinator in conjunction with the Principal and Deputy  

 

Principal will monitor the overall effectiveness of the policy.  
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