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Student Attendance Policy and Procedures K-6

Background

Where a student is enrolled in a public school, the School Education Act 1999 (the Act)
requires that the student attend school, or participate in an education program of the school,
on the days which it is open.

The parents of a child who is enrolled are responsible under the Act for ensuring their child is
attending on a daily basis. Parent/s or other responsible persons may be asked to provide
an acceptable explanation for any absence to the principal.

The principal is responsible for creating and maintaining a safe and positive learning
environment which promotes engagement and participation, and for the management of
regular school attendance.

Consistent attendance and participation at school are essential factors in achieving social
and academic learning outcomes. Schools that develop a supportive learning environment
and an engaging, relevant curriculum create conditions conducive to regular school
attendance.

Frankland River Primary School will;
o Keep accurate attendance records (including attendance at both morning and
afternoon sessions) for every student enrolled at the school.
o Record whether a student’s absence was authorised or unauthorised.

e Issue aleave pass to a student who has been granted permission to leave the school
by a responsible adult.
o Record a student as:
-Present for a half day when the student has attended at least two hours of instruction.
-Present if they are on a school-approved activity or off-site under a Section 24
arrangement.
-An authorised absence during the suspension.

Guidelines

e Students who arrive late or leave early, but still attend two hours of instruction in that
half day, are recorded as attending a half day.

e All students enrolled in the school are required to have their attendance recorded,
irrespective of where the educational program is delivered. This includes students
who may be attending either part-time or full-time programs off-site as part of an
educational program under a Section 24 Arrangement (see Enrolment Policy) and
those with a Notice of Arrangements that involves a component of school
attendance.

e |Leave passes allow students to be readily recognised by police and other agencies
when legitimately off school site during school hours. The leave pass may be used in
instances such as medical appointments or travel to another site to access an
Endorsed Community Based Course (see Guidelines for the Use of Standardised
Leave Passes).
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Management of Non-Attendance
The principal or nominee will:

Request an explanation from the student’s parent/s or responsible person when a
student has been absent from school and an acceptable explanation has not been
provided.

Manage absences in conjunction with the alternative provider for students
participating in alternative attendance arrangements under Section 24 of the Act.
Where a student’s attendance is below 90%, or identified as a concern, Frankland
River Primary School will:

-Investigate reasons for the student’s absence

-Organise a parent/teacher meeting and/or case conference at the earliest opportunity to
identify the issues related to the non-attendance and plan for improvement.

-Document identified strategies in an attendance improvement plan.

Guidelines

The School Education Act requires that an explanation of a student’s absence is
provided within three school days from the start of the absence.

Student attendance is considered to be ‘at-risk’ if less than 90%.

Where student attendance falls below 90% and acceptable reasons have not been
provided for a number of absences, further investigation may assist the return to
regular attendance.

In most instances, where an acceptable explanation for the absence has been
provided, further action is not required.

Principal or nominee should request a medical certificate for prolonged absences due
to sickness or injury. In the instance of long term/severe medical conditions impacting
on the student’s attendance, the principal or nominee need not investigate further if
documentary evidence has been provided outlining the nature of the illness and the
expected duration of the absence.

The principal and nominee should use all appropriate school-based resources to
support students, parents and their families. This includes the Student Attendance
Toolkit.
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Management of Continued Non-Attendance
If school attendance or engagement in an education program is not successfully restored
through consultation with an appropriate network or regional officer, the principal or nominee
will request the parent/s attend a formal meeting. At the formal meeting, the principal or
nominee will:
o Ensure that any factors preventing attendance or participation are explored.
o Request the parent/s engage with alternative strategies to improve attendance.
¢ Document a formal attendance improvement plan that includes all intervention
strategies used and their review, so that, should it become necessary to proceed to
prosecution, it can be clearly established that all reasonably practicable steps to
restore attendance have been taken.
e Offer the option of an attendance panel to the parent/s if the absenteeism persists.
o Offer the option to enter in a Responsible Parenting Agreement.

The principal will refer the matter to the Department of Child Protection and Family Support
in circumstances where:
o The offer to convene an attendance panel is not accepted by the parent.
e An attendance panel is convened but the advice and assistance it provides is not
successful in restoring attendance.

Missing Students- Students Whereabouts Unknown (SWU)
If a student cannot be located within 10 days of the start of an absence, and their parent/s
cannot be contacted, the principal or nominee will:
e Complete an SWU Request Form and email it to the Student Tracking Coordinator at
Student.Tracking@education.wa.edu.au
e Retain the student on the school’s current enrolment register until email notification is
received from the Student Tracking Coordinator that the student has been placed on
the SWU list.

Guidelines
¢ A student can be regarded as ‘missing’ when, within 10 days of the start of an
absence, they cannot be located, their parent/s cannot be contacted, and the school
has not received advice that the student is being educated elsewhere.
o The Student Tracking Coordinator processes the request and informs the school by
email within 15 days of receiving the request.

Student Attendance Procedures K-6

e Attendance is an important part of a teacher’s daily routine, and it is a mandatory
requirement that accurate attendance records are kept for each student enrolled at
the school. This includes recording attendance at both morning and afternoon
sessions for students enrolled in Kindergarten to Year 6.

e Attendance recording and management is core business. All teachers are required
by law to mark the roll. Accuracy is essential.

¢ All attendance at Frankland River Primary School will be entered into “Compass”.
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Marking the roll

e Teachers in all classes must mark the roll between 8:45am and 9:15am. An SMS will
be sent out to parents/caregivers of students marked as a U.

e Teachers (specialist/classroom) who are teaching a class in Period 1 are responsible
for marking the roll.

o Teachers can negotiate which person will mark the role and this is to be continued
under the timetable changes.

Recording Absence Explanations
o Teachers must collect, record and file student notes. These will be sent to the office
for archiving at the end of each school year.

e Verbal reasons for absences provided to the primary teacher will be recorded, as a
note, by the teacher directly onto Compass.

e Parents or caregivers who ring, text, email or provide a verbal explanation to the
office will have this recorded directly by office staff.

o ltis not acceptable for siblings to provide a verbal explanation for an absence.

o Teachers must forward notes provided for vacations to the principal. Attendance
codes will be entered by administration staff.

e Teachers must contact families if the student has had 3 consecutive days of
unexplained absences.

e Students leaving school prior to the end of a school day must be signed out via the
front office.

Late Students
e Students arriving after 8:45am must report to the office to sign in.
¢ Any student who signs in after 11:00am will be recorded as a half day absence.

Early Departures

o If a student is being picked up early, parents/caregivers must sign them out at the
front office.

¢ A call will be made to the classroom to send the child to the office for collection.
e Parents must not attempt to collect their child from the classroom.

e Administration staff will update Compass.

e Students who arrive back after being signed out must report to the office.

¢ Any student signing out between 11:00am and 1:30pm will be marked as absent for
afternoon session.
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Attendance Codes
Using the correct attendance codes is an important part of record keeping. In Compass,
teachers just select PRESENT or NOT PRESENT.

Attendance Codes Utilised by administration

/ Present

U Unexplained absence

N Notified as sick

R Reasonable cause (e.g. family issues, appointments). Note to be placed on Compass.
E Educational activity (e.g. PEAC, Interschool)

C Cultural

M Medical or Sick Bay

X Unacceptable reason. Note to be placed on Compass.

Z Suspended

W Withdrawn

V Vacation- application form needs to be completed and approved by the principal.
K Unauthorised vacation

T Truant

Unexplained Absences
o Each fortnight a note for each student with Unexplained Absences will be produced
by the principal, school officer or Manager of Corporate Services.

e These will be returned to the office and will be updated by office staff.

Attendance Letters
o After each term, students with a percentage attendance <90% will have a note
produced and sent home informing that their attendance is below the Department’s
standard.
e Parents/caregivers will be expected to further discuss the reason behind the
attendance rate and discuss strategies to support and improve attendance with
Administration.
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s Lapartmen] of
& I i Education
b

] S i e
e
AR

Information for parents —
When is it OK to miss school?

It is important for children to attend school all day, every day.

When is it 0K to not go to school?

An OF reason is one that prevents your child from getting to school. This could includs:
= your child is unable to stiend becsuse they are sick

= attending cultural or religious cbsersances such as sorry time and funerals

= anunawaidable medical appeintment

= anunawsidable natural event such as flood waters or 3 cyclone

The Principal decides if the reason given for your child's abzssnce iz acceptable.

It's HOT OK to miss school if youwr child:

= 5 cebzbrating a birthday

= 5 going on 3 family holiday

= 5 visiting family and friends

= has slept in or had a big weekend

+ 5 looking after other childrzn

= has sport or other recrestional activities that have not been approved by the school
=+ has appointmant such as haircuts and miner check ups

If passible, routine medical and other health appointments should b made sither before or
sfter school, or during the schaal halidays.

Dz you need to ket the school know if your child will be away from school?

s, you nesd to ket the school know the reason why your child is going to B2, or has besn,
sbsent from school as soon as possible. YWhere possible, please discuss any upcoming
sbsences in advance so we can let you know of imporant lesming or sctivities youwr child
will rriss cut an.

This requires a responsible person, wsually 3 parent, to provide a reason for the absence
within thres school days.

Having information about why your child is missing school helps us plan for ther retumn to
schiool and work out whether we can provide any further help to youw.
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Application for Extended Leave

MOTICE OF EXTENDED LEAVE

FRANELAND . WOTE: PART A is to be completed by the student’s parent or guardian and retumed

':#,C__‘_FHEFIEH . to their child”’s school prindpal. A copy of the completed notice will be returned o
e 4] -.I. LF - - - -
Rt Y the parent for their reconds. Please note this notice must be provided to the school

PRIFMARY SCHONL g leger 3 days prior to the intended leave for planned leave in excess of 2 days.

PART Az STUDENT DETAILS

Mezse complete table below with details of all students associzted with the period of leawe:

Given Neme DB Year

!
|

Student sddress:

Dates of extended leave applied for: From F F o i i
Number of school days:

Rezson for leave

DETAILS OF PRIOR EXTEMDED LEAVE [if applicabie |

Dwte of prior exemption/ext=nded leave: From: i ta: ) )
Mumber of school days:

Copy of orevigus Hotice of Extenced Leges sttached: Yes O Ko O

PARENT/GUARMAN DETARLS |Apphcant]

Family marme: Given names

ACdress: Postooce:

Telephone number: Relationship to student

As the parent and applicant, | hereby apply for a Certificate of Extended Leave snd understznd my child
will be granted 2 period of extended l=awe upon acceptance by the principal of the reason provided.
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| understand that

L | am responsible for hisfher supenision during the perind of extended beawe

. The provided period of extended leave is imited to the pericd indicated

. The pericd of extended lezve will count towards my child's absences from schoaol
. Mo sdditional work will be provided by the school for this period.

| dedare the information provided in this spplication is to the best of my knowledge and belief;

accurate and complets.

Signature of parent/guardian: Date: { F

FRIVALCT STATEMENT

The Department of Education is subject to the Privacy and Personal Information Protection Act
19588. The information that you provide will be ws=d to process your child’s Notice for Extended

Leawe during the period indicated. It will only be used or disdosed for the following purposes.
® General student administration relating to the education and welfzre of the student
® Communication with Sudents and parents
® To ensure the health, safety and welfare of students, s=ff and visitors to the school
® Stzte and Mational reporting punposes
® For any other purpose required by law.

The information will be stored securely. You may access or comrect any personal information by
oontacting the school. If you have a concern or complzint about the way your personal information
has been collected, used, or disclased, you should contact the school.

I zorapt this Motice for Extonded Loawe [Plesse tiok one box):

Q Vas
O No
Students owrrent attandance rate ¥ Attendence standing

Plagse prowide more datall here [if reguired]:

Signoture of Principai: Date- r £

Principal’s name:

Nota: A copy of the completed Notice to be returned to perents on complation by Principal.




