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Attendance Policy 

Rationale:

Schooling is compulsory for children and young people aged from 6 – 17 years unless an exemption from attendance or enrolment has been granted. Daily school attendance is important for all children and young people to succeed in education and to ensure they don’t fall behind both socially and developmentally. Children and young people who regularly attend school and complete Year 12 or an equivalent qualification have better health outcomes, better employment outcomes, and higher incomes across their lives. It is important that children develop habits of regular attendance at an early age.

Aims: 
· To maximise learning opportunities by ensuring student absenteeism is kept to a minimum
· To have agreed processes and strategies for monitoring student absences within the school
· To create a parent/home culture that views regular school attendance and communicating student absences to the school as important
· To create a parent/home culture that views punctual school attendance as important

Implementation:

All staff will take responsibility for student attendance and promote high attendance expectations
All enrolled students are expected to attend school regularly
Rolls will be marked at 8:50 and 2:10 daily
Attendance and absence records form part of a student’s mid semester and final semester reports
Parents/carers of absent students are required to provide a note detailing the reason for the absence/s for their child
Absence notes are to be collected by the classroom teachers and sent to the office at the end of each week
Class teachers to bring to the attention of the Wellbeing Coordinator any student whose attendance is irregular or has a high absence rate, who does not a provide written note adequately explaining absences

Responsibilities:

Students will:
· attend school regularly
· supply class teacher with a note from a parent/carer explaining an absence
· Collect a late slip from the office if arriving after the 8:50am bell 


Parents/carers will:
· ensure that his/her child attends school on every school day unless there is a legitimate reason for the child’s absence
· ensure that his/her child attends school punctually every school day 
· provide an explanation for student absence in writing by email, by phone contact, in person
· provide information that may assist in planning for the child’s learning; for example medical conditions, family issues, developmental milestones
· Notify the school whenever there is a planned absence such as a family holiday 
· Notify the school if an extended absence is likely and negotiate with the class teacher if work is required 
· Work with the school on intervention strategies to improve punctuality and attendance if required 

Teachers will:
· accurately mark rolls twice daily
· monitor student attendance and punctuality
· follow Kilmore Primary School procedures for following up student absences
· contact parents after 3 days unexplained absence and make a record of the response 
· follow up consistent lateness or refer to Student wellbeing Coordinator
· regularly remind students to bring a letter of explanation for absences
· contact Student Wellbeing Coordinator for continued high student absences
· promote the message of Every Day Counts in their class

Student Wellbeing Coordinator/Leadership will:
· monitor student absences on a weekly basis
· monitor student late arrivals
· monitor student absences on a daily basis for students with chronic absences
· assist teachers to follow up attendance of students who have unsatisfactory attendance
· convene SSG meetings
· contact parents/carers of student with unsatisfactory attendance – phone, email, school attendance notices
· coordinate with SSSO 
· liaise with external agencies – psychologists, medical professionals, CAMHS,
· liaise with Regional support staff
· place regular articles in the school newsletter – Every Day Counts
· promote attendance through class awards at school assembly 

Office staff will:
· accurately input daily absences into CASES
· monitor student attendance data
· liaise with Student Wellbeing Coordinator
· enter late passes

Resources: 
KPS Safeminds referral notice (Staff shared)
Template for Principals to raise concerns of attendance (Staff Shared)
DET http://www.education.vic.gov.au/school/principals/participation/Pages/attendance.aspx http://www.education.vic.gov.au/school/principals/participation/Pages/everyday.aspx
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