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Student Absence Reports 
Introduction

This guidance has been prepared to assist and advise schools on their responsibilities under the Education (Welfare) Act, 2000. The timely reporting of student absences impacts directly upon the National Educational Welfare Board’s (NEWB) ability to meet the educational welfare needs of individual students.

Under section 21 of the Education (Welfare) Act, 2000, recognised schools are required to:

· establish and maintain a school register and school attendance records

· monitor the attendance of all students enrolled 

· report on student attendance in certain circumstances
Absence Reports
All schools are asked to submit information about individual student absences at regular intervals throughout the year on designated dates. 

A school is obliged to report to the NEWB when one or more of the following criteria apply:

· a student is expelled

· a student has been suspended for 6 days or more cumulatively

· a student has reached 20 days absence cumulatively

· a principal is concerned about a student's attendance

· a student's name is to be removed from the school register for whatever reason 

It is not obliged to report students who:

· do not meet the above criteria

· are following Post Leaving Certificate (PLC) or Adult Education Programmes

· have reached the age of 16 years and completed 3 years post-primary education, unless the student has been suspended or expelled.

Submitting Absence Reports
Absence reports can be submitted in 2 ways

1. Electronically, using the school return website www.schoolreturn.ie. The school return website is confidential and is covered by the Data Protection Act (1988/2003) and the Education (Welfare) Act, 2000, Section 28.

Access to the school return online system is by way of a pin and password which have been issued to all schools. Your pin and password are highly confidential and should be stored in a secure place. Please contact the helpline IMMEDIATELY if you have mislaid these access details.

On-line reporting is the most efficient way of submitting reports. Once you have entered a student’s details onto the system you need only update their absence information in subsequent reports.

or

2. Manually, using absence report forms which are
· sent to all schools

· available to download from www.schoolreturn.ie
· available on request from email schoolreturn@newb.ie
· available by calling 1890 36 36 66
Forms should be posted to School Returns Section, National Educational Welfare Board, 16-22 Green St, Dublin 7
Absence Report Details
	Name of Student
As on the School Register


	(A student refers to any student enrolled in a school regardless of age – however, you are asked not to include PLC or Adult Education Students, or students who have reached the age of 16 years and completed 3 years post-primary education, unless the student has been suspended or expelled)

	PPSN
Personal Public Service Number.
	This number is provided by the Department of Social and Family Affairs directly to the family.  

	Address
	As on the school records

	Date of Birth
	As on the school records

	Gender
	Please tick as appropriate

	Class/Year
	What Class/Year the child is attending e.g. 1st Class, 2nd Year

	Name of Parent/Guardian
	As on the school records

	Parent/Guardian Phone Number
	As on the school records

	Category of Absence

(further guidance below)


	Please use the categories indicated. Students may have absences under more than one category. The total number of days absent should equal the sum of absences under all categories.

	Total Number of days absent to date
	The cumulative number of days the student has been absent since the start of the school year.

	School Comment
	A principal may wish to indicate that he/ she is concerned about the educational welfare of a student in the School Comment column. A principal may be concerned about the attendance of a student where he/she is dissatisfied with the reasons given for an absence or is concerned about the pattern of absences. A principal may also report concern where the number of day’s absence is less than 20 days.


Absence Report Categories
	Category
	Explanation



	A: Illness
	Student reported as being ill/Certified illness

	B: Urgent family reasons
	E.g. Bereavement/Separation 

	C: Expelled
	The school has expelled the student and all internal and external appeals processes have been exhausted.

	D: Suspended
	Student has been suspended

	E: Other
	All other reasons
e.g. holidays, religious observance, death of student, emigration etc. (where possible give reason in School Comment Column)

	F: Unexplained
	School has not received a reason for absence from parent/guardian 

	G: Transfer to another school
	The school has received written notice from another school that the student has transferred to that other school. 


Expulsions
The Education (Welfare) Act, 2000 requires that a student may not be expelled except according to its published policy. The Education Act 1998 requires each school to publish its code of behaviour including its policy on the expulsion of students. The NEWB will be issuing Guidelines for Schools on Codes of Behaviour. In the interim, guidance issued by the Department of Education and Science on codes of behaviour remain extant.
The Act of 2000 (section 24) stipulates that where a board of management is of the opinion that a student should be expelled, the board is required to inform the NEWB of its decision, and the reasons why in writing. This notice should only be submitted after all internal school processes have been exhausted. A Notice of Decision to Expel Form is available on www.schoolreturn.ie or from our helpline for this purpose. 
The decision to expel a student does not take effect until 20 school days have elapsed after the NEWB have received notification in writing. On receipt of this notification, a letter of acknowledgement with the date of receipt by NEWB, will issue immediately. 

Reporting students who have been expelled

Where a school has expelled a student and all appeals processes both internal and external have been exhausted, the student’s absence due to expulsion should be reported on the Student Absence Report Form.
Annual Attendance Report 
The Annual Attendance Report (AAR) is the annual statistical report which gives overall absence information for the entire school population. Submission of this report is a legal requirement under section 21(5) of the Education (Welfare) Act, 2000. 
The AAR can be submitted in 2 ways

1. Electronically, using the school return website www.schoolreturn.ie. The school return website is confidential and is covered by the Data Protection Act (1988/2003) and the Education (Welfare) Act, 2000, Section 28.

Log on to the school return online system is by way of a pin and password which have been issued to all schools. Your pin and password are highly confidential and should be stored in a secure place. Please contact the helpline IMMEDIATELY if you have mislaid your log on details.

On-line reporting is the most efficient way of submitting reports. Once you have entered a student’s details onto the system you need only update their absence information in subsequent reports.

or
2. Manually, using absence report form which is

· posted to all schools

· available to download from www.schoolreturn.ie
· available on request from email www.schoolreturn.ie
· available by calling 1890 36 36 66

The School Register

Under section 21 of the Education (Welfare) Act, 2000, recognised schools are required to establish and maintain a School Register. 

The School Register must include the names of all children who have a place in the school and the date of first attendance. (Primary Schools see note below).*
Under the Act, a student’s name can only be removed from a School Register where: 

· a student has been expelled and all appeals processes have been exhausted (see note)*
or

· a school has received confirmation that the student is registered in another school.

or

· A student has been registered with the NEWB as in receipt of an education in a place other than a recognised school.

	Note for Primary Schools
The Register referred to in this Section is not the traditional Register maintained in Primary Schools. Schools should follow the requirements of the Department of Education and Science on this issue.




School Attendance Record

Under section 21 of the Education (Welfare) Act 2000, the school principal must maintain a ‘record of attendance or non-attendance for each school day of each student registered at that school’.

The school attendance record should contain the following information on each student on the School Register:

· A student is in attendance if he/she is present when attendance is checked under the school’s normal procedures. 

· If a student has been suspended for any number of days these should be recorded as absences in the normal way, and categorised appropriately.
· Reasons for failure to attend on each school day 
Activities organised by the school which have been authorised by the principal e.g. school trips, participation in sporting or cultural activities or work experience, should be recorded as attendance in the school attendance record.

An attendance record must be kept for all students regardless of age. Information from a student’s school attendance record will be required by the Educational Welfare Officer if a parent is being prosecuted under s25 of the Act.
Further Information
Should you have any queries please contact us by email at schoolreturn@newb.ie , by telephone to our Education Helpline 1890 36 36 66 
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