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Attendance policy 

Cloyna State School
Rationale

All schools in Queensland are committed to providing safe and supportive learning environments for all students which address their educational needs. Cloyna State Primary School’s attendance policy aims to ensure that all students are given the best opportunity to learn by outlining the responsibilities of the school, parents and students in managing attendance issues.
Cloyna State School expects that every student will attend school every day of the school year unless prevented by reasonable circumstances from doing so. Cloyna’s attendance policy aims to maximise participation in learning programs by all students..
There is no quick and simple solution, nor a “one-size-fits-all” approach to address absenteeism. However, partnerships between schools, parents and the local community can assist in reducing absenteeism. 

Our school attendance management practices are crucial to minimising absences. We:


· identify absences quickly,

· follow-up promptly, and 

· Send clear messages to students and parents that attendance is vital. 

School community beliefs about the importance of attending school

It is important that students, staff and parents/carers have a shared understanding of the importance of attending school. Cloyna
· is committed to promoting the key messages of Every Day Counts
· believes all children should be enrolled at school and attend school all day, every school day

· monitors, communicates and implements strategies to improve regular school attendance 

· believes truanting can place a student in unsafe situations and impact on their future employability and life choices 

· Believes attendance at school is the responsibility of everyone in the community. 
Responsibilities 

School responsibilities include:

· promoting high expectations of student attendance 

· sending clear messages to students and parents that attendance is vital

· communicating consistently to students and the school community through the website, newsletters and in the school’s enrolment package 
· identifying absences quickly

· following up on absences promptly

· having consistent and effective follow-up processes for unexplained student absences
· ensuring timely follow-up to as a main preventative strategy in reducing absenteeism
· analysing school attendance data to identify absenteeism trends and individual students with high levels of absenteeism
· investigating absentee rates and their relationship to factors such as the day of the week, the class/ year level and particular gender/cultural groups
· developing a safe and supportive school environment that promotes positive relationships and includes the implementation of programs which develop social and emotional skills, peer tutoring and mentoring and anti-bullying strategies.

· establishing positive home-school relationships to assist parents to support their child’s attendance at school

· collaborating with other agencies and implementing appropriate strategies/support mechanisms, including Queensland Police and local non-government organisations, to address the trends or support individual students and their families to encourage attendance

· providing students with exemptions through the Principal for more than 10 days absent
Teachers 

· monitor student absences
· chase unexplained absences
· discuss absences with parents where possible as the first step 
· contact parents if a child has been absent for three days in a row

· contact parents if there is a pattern of absences
· advise Associate Principal of factors impacting on a student's attendance
· advise Associate Principal of continuing absences after initial conversations have taken place.

· Advise the Associate Principal of students who are planning to take more than 10 days absence so that an exemption through the Principal can be processed

Principals 

· inform parents of their legal obligations about enrolment and attendance

· implement strategies to manage student enrolment, absences, chronic   absenteeism, school refusal and truancy using the Guidelines to address chronic absenteeism, school refusal and truancy [image: image13.png]


and the Every Day Counts materials
· monitor student absences and identify when a student is absent for three or more consecutive days, or where there is a pattern of persistent unexplained absences, or where a student's attendance rate is reasonably considered unsatisfactory

· take reasonable steps to follow-up unexplained absences as soon as possible, or ideally within three days of the absence if teachers have been unable to do so
· continue to work with regions and other local resources to engage with the student and their family with the aim of returning the student to school

· follow appropriate processes for enforcing parental obligation in regard to:

· enrolment
· attendance
· Compulsory participation.

Students:

· To come to school each day, ready for work to the best of their ability.
· To pass notes from parents to their classroom teachers to explain absences.
Parents:

· ensure their child of compulsory school age is enrolled at a state or non-state school, and attends their educational program every school day

· ensure their child in compulsory participation is participating full-time in an eligible option
· Ensure that their child does not miss any school unless for illness of extenuating circumstances.
· Provide a reason for their child's absence as soon as possible after the absence.
· Avoid keeping their children away from school for birthdays, shopping, visiting family or friends, if they sleep in, minor check ups or care such as hair cuts.Let the school know within three days of the child’s return to school the reason for their absence
· Apply for an exemption through the Principal if their child is going to be away for more than 10 days.

Strategies 

At Cloyna State School we promote 100% attendance by:

1. Apply our school attendance policy

A clear, inclusive and simple attendance policy promotes high expectations of student attendance. The policy, including clear expectations about attendance, is communicated consistently to students and the school community through the schools website, newsletters and in the school’s enrolment package. 

2. Record and follow up student absences

A consistent and effective follow-up processes for unexplained student absences is applied. Timely follow-up is a key preventative strategy in reducing absenteeism. It makes it harder for students to miss school without being caught. It also enables those parents who may not be aware that their children are absent to take action.  

3. Monitor student non-attendance and patterns of non-attendance

The school’s attendance data is analysed to identify absenteeism trends and individual students with high levels of absenteeism. Schools should investigate absentee rates and their relationship to factors such as the day of the week, the class/subject/year level and particular gender/cultural groups.

4. Develop a positive school culture

A safe and supportive school environment that promotes positive relationships and includes the implementation of programs which develop social and emotional skills, peer tutoring and mentoring, and anti-bullying strategies has been developed.

We aim to develop positive home-school relationships to assist parents to support their child’s attendance at school.

5. Collaborate with other agencies 

We liaise with other agencies such as Queensland Police and local non-government organisations, to address the trends or support individual students and their families to encourage attendance.

Responses to absences

At Cloyna State School, we are committed to achieving the following targets in improving attendance:

· 100% attendance of all student
· Reduction in non-legitimate reasons for their absences

· Improve the school’s overall attendance to 95 + %
When a student is absent without explanation for 3 days or a pattern of absences has been identified, Cloyna State School will take the following actions: 
Process: Enforcing parental obligation that a child of compulsory school age attends on every school day, for the educational program in which the child is enrolled

CLASS TEACHER:

· mark the roll on the particular day and at the particular time. OneSchool logs when the roll is marked for the class and by whom. In a court of law it is difficult to prove that they saw a particular child on a particular day if the roll is not marked until the next day/week.

· Paper rolls that are marked by supply teachers need to be kept by admin staff as proof that the person sighted the child

· The class teacher monitors student absences in their classroom and reminds students to bring notes to explain absences.  

· Ensure explained absences are up to date by Friday of each week in One School roll marking.

Unexplained absences:

· If a student has an unexplained absence, the class teacher sends home the letter proforma (number 1) with the student asking for it to be returned with an explanation of the absence by the parent, if verbal prompting has not resulted in an explanation. This contact can be recorded in the absentee section in one school in the form of letter 1 eg where you write the reason for the absence you type in letter 1.You can still add the reason after it has been provided.

· If there is still not an explanation provided 2nd  letter needs to be sent home. This contact can be recorded in the absentee section in one school in the form of letter 2.

·  Respond to reminders to follow up unexplained absences from the Associate Principal 

· If class teachers deem an explanation for an absence to be unsatisfactory teachers can mark this as an unauthorised absence

Frequent absences

Where teachers see a pattern of absences or there are three absences in a row class teachers will contact the parent and reinforce requirements of compulsory education and discuss importance of attendance.  Further, they will discuss possible reasons for absences and address issues where possible.  This contact will be recorded in One School in the contacts section.

If there is a pattern of absences and teachers have contacted the parents and there has been no improvement they are to discuss with their associate principal. 

· If class teachers find issues to be complex, they will refer matter to their Associate Principal and, possibly, to the Guidance officer through special needs meetings, so as a proactive team approach can be commenced.  The teacher is the case manager.  The Associate Principal will offer support to the family and then commence the official letter process if no improvement is made.

ADMINISTRATIVE OFFICER A02 (Absenteeism):

· A0 to run a report each week to ensure that rolls have been marked for each week and will put a slip in each pigeon hole asking teachers to rectify their roll immediately.

· Run One School report of absences weekly on Monday morning and give to each Associate Principal.
· AO2 to run monthly report to examine chasing of unexplained absences at the end of each month and give to Associate Principals.  
· If the child is still not attending regularly after three weeks (15 school days) of the first attempt to contact parents, Associate Principal directs the AO2 to send by registered post, a Notice: Form 4 – Failure to attend to both parents outlining parent’s legal obligation and inviting both parents to attend a meeting to discuss the situation.
· AO2 to keep a copy of the Notice (Form 4) and records, date, time and by whom the letter was posted.  Noted in One school and copy with registered mail sticker kept on the student’s file in the office.
· If the parents did not attend a meeting or absences have not improved within 5 days of sending the notice, the Principal will direct the AO2 to send by registered post, Warning Notice (Form 5).

· The Ao2 will keep a copy of the Warning Notice (Form 5) and records, date, time and by whom the letter was posted on the register.  Contact to the noted on One school and a copy with the registered mail sticker kept on the student’s file.
· AO2 to keep a register of all this information.
· AP or Principal will ask AO to prepare letters accordingly in the process.
· Paper rolls that are marked by supply teachers need to be kept by admin staff as proof that the person sighted the child

PRINCIPAL

· Support class teachers in early negotiations with parents to address absenteeism.
· After looking at the weekly and monthly reports from the A02 (absenteeism) remind class teachers that parental contact re absences needs to be made for particular students following this meeting.  This is based upon three days in a row unexplained, patterns of absences and large number of unexplained absences.  .

· When a teacher or AO2 identifies a student with attendance issues that could not be resolved via initial parent contact, Associate Principal at the school confirms that child is obliged to attend and that no circumstances exist where the parent's obligation does not apply.

· Associate Principal at the school contacts both parents and determines if there is a reasonable excuse for not ensuring their child is attending school, using the Director-General's Guidelines for authorised officers on how to determine whether parents have a reasonable excuse for the purposes of ss.176 and 239 of the Education (General Provisions) Act 2006 [image: image2.png]


25k.

· Associate Principal offers support to family to ensure child's attendance improves. All efforts, including records of meetings and conversations, must be documented in One School (e.g. phone calls, home visits, contact with local police, referral to Youth Support Coordinator or other support worker).  Student  Attendance Profile completed and student placed on an Attendance Passport.
· Associate Principal at the school considers whether an exemption from schooling, flexible arrangement or alteration to a student's educational program is appropriate and required.

· If the child is still not attending regularly after three weeks (15 school days) of the first attempt to contact parents(after referral by the teacher who had already made initial contact with the parents and sent home letters seeking explanations for attendance), Associate Principal directs the AO2 at the school sends by registered post, a Notice: Form 4 - Failure to attend (s.178(2)) [image: image3.png]


50k to both parents outlining parents legal obligation and inviting both parents to attend a meeting to discuss the situation.

· AO2 keeps a copy of the Notice (Form 4) and records date, time and by whom letter was posted on her register.

· If after sending the Notice (Form 4):
- a meeting occurred with the parents, but there is no change in circumstances within one week (5 school days) of this meeting, or
- a meeting did not occur with the parents, and there is no change in circumstances within one week (5 school days) of sending the Notice, the Associate Principal informs the Principal at the school sends by registered post a Warning Notice: Form 5 - Failure to attend (s178(4)) [image: image4.png]


45k advising parents of their legal obligations and offering a meeting to discuss support available to address failure to attend.

· AO2 at the school keeps a copy of the Warning Notice (Form 5) and records date, time and by whom letter was posted on the register.

· If there is no change in attendance a week (5 school days) after the Warning Notice (Form 5) was sent, the Associate Principal informs the Principal who:
- requests Performance, Monitoring and Reporting Branch to conduct a search (approval for search to be given by Regional Director or Assistant Regional Director) for information regarding enrolment and attendance to ensure the child is not enrolled at another state school (including School of Distance Education), and
- checks with Home Education Unit whether the child is registered or provisionally registered for home education, and
- advises Regional Office they wish to seek the Director-General's consent to prosecute.

· If after sending the Notice (Form 4):
- a meeting occurred with the parents, but there is no change in circumstances within one week (5 school days) of this meeting, or
- a meeting did not occur with the parents, and there is no change in circumstances within one week (5 school days) of sending the Notice, the Associate Principal informs the Principal at the school sends by registered post a Warning Notice: Form 5 - Failure to attend (s178(4)) [image: image5.png]


45k advising parents of their legal obligations and offering a meeting to discuss support available to address failure to attend.

· AO2 at the school keeps a copy of the Warning Notice (Form 5) and records date, time and by whom letter was posted on the register.

· If there is no change in attendance a week (5 school days) after the Warning Notice (Form 5) was sent, the Associate Principal informs the Principal who:
- requests Performance, Monitoring and Reporting Branch to conduct a search (approval for search to be given by Regional Director or Assistant Regional Director) for information regarding enrolment and attendance to ensure the child is not enrolled at another state school (including School of Distance Education), and
- checks with Home Education Unit whether the child is registered or provisionally registered for home education, and
- advises Regional Office they wish to seek the Director-General's consent to prosecute.

Process: Enforcing parental obligation that a young person in compulsory participation phase participates full-time in an eligible option

1. School identifies or becomes aware of a student in the compulsory participation phase who is not participating full-time (s234 EGPA [image: image6.png]
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) in an eligible option.

2. School/region checks the student's Queensland Studies Authority (QSA) Learning Account for activity if possible.

3. Region checks with the Home Education Unit whether the child is registered or provisionally registered for home education.

4. Region requests Performance, Monitoring and Reporting Branch to conduct a search (approval for search to be given by Regional Director or Assistant Regional Director) for information regarding enrolment and attendance to ensure the child is not participating in an eligible option in another location in Queensland.

5. Authorised officer from the Region confirms that young person is obliged to participate and that no circumstances exist where parent’s obligation does not apply.

6. Authorised officer from the Region contacts parents and determines if there is a reasonable excuse for not ensuring their child is participating in an eligible option, using the Director-General's Guidelines for authorised officers on how to determine whether parents have a reasonable excuse for the purposes of ss.176 and 239 of the Education (General Provisions) Act 2006 [image: image8.png]


25k.

7. School/region offers support to family to ensure young person's participation improves. All efforts including records of meetings and conversations, must be documented (e.g. phone calls, home visits, contact with local police, referral to Youth Support Coordinator or other support worker).

8. School/region considers whether an exemption from compulsory participation, flexible arrangement or alteration to a student's educational program is appropriate and required.

9. If the young person is still not participating after three weeks (15 school days) of the first contact with parents, an authorised officer should send by registered post, a Notice (Form 7: Failure to participate (s241(2)) [image: image9.png]


76k to both parents outlining parents legal obligation and inviting both parents to attend a meeting to discuss the situation.

10. Authorised officer keeps a copy of the Notice (Form 7) and records date, time and by whom letter was posted.

11. School/region work together with other local agencies in an attempt to return the student to full-time participation in an eligible option.

12. If after sending the Notice (Form 7):
- a meeting occurred with the parents, and there is no change in circumstances within one week (5 school days) of this meeting, or
- a meeting did not occur with the parents, and there is no change in circumstances within one week (5 school days) of sending the Notice,
an authorised officer sends by registered post a Warning Notice (Form 8: Failure to participate (s241(4)) [image: image10.png]


48k advising parents of their legal obligations and offering a meeting to discuss support available to address failure to participate.

13. Authorised officer keeps a copy of the Warning Notice (Form 8) and records date, time and by whom letter was posted.

14. If there is no change in participation a week (5 school days) after the Warning Notice was sent, Regional Office seeks the Director-General's consent to prosecute.

15. To gain consent from the Director-General to prosecute, the authorised officer from the region, in consultation with the school, if appropriate:
- complete Template 9: Failure to Participate - General Briefing Note (GBN) [image: image11.png]


106k including the Chief Executive's Certificate template and the Principal's Certificate template, and
- attaches Template 10: Director-General signed Instrument of Authorisations [image: image12.png]


827k to the GBN.

16. Director-General has consented to prosecute and the matter has been referred to the QPS.

17. Region liaises with QPS to determine if any further assistance is required by the QPS (e.g. contact details for witnesses, staff attendance at Court etc.). Region consults with LALB if necessary about any further assistance required by the QPS.

18. If QPS indicate that they will not prosecute the matter, Region liaises immediately with Executive Director, Legal and Administrative Law Branch.

19. Region must maintain contact with QPS to obtain the outcome of the prosecution. Region keeps a central record in TRIM, and notifies the school of the decision if appropriate.

At Cloyna State School the consequences or impacts of unexplained or unauthorised absences might include the following:

· Contact by teachers to seek explanation
· Contact by the Associate Principal to seek explanation and discuss obligations under the law.
· Referral to Special Needs committee
· Offers of support by the school and referral to outside agencies.
· Individual programs developed for students, including Student Attendance Profile and Attendance Passport or Flexible arrangements.
· Work to foster positive home-school relationships.

Reporting and monitoring attendance

At Cloyna State School reports of absence or truanting are taken seriously. Students, parents, members of community and school staff may report an absence in the following ways:

· Sending a letter or email to the school
· Ringing the school office
· Ringing and speaking to class teacher or Associate Principal.
Some related resources

Types of absenteeism and possible responses
	Terms
	Examples
	Possible Responses 

	Chronic absenteeism
	Persistent or habitual absence or lateness

Students with high levels of absences, variously defined as 10% or more school days absent

Parents may provide explanations for absences, but these explanations may be considered unreasonable.
	Parents and family members play an important role in assisting the student to reintegrate back and remain engaged in school.  Schools may wish to:

· notify parents of their legal obligations and the importance of schooling and of continuity in learning from the early years

· encourage parents to participate in parenting skills training (e.g. organisational skills)

· encourage the development of supportive networks with other parents (e.g. establish a parents club)

· encourage parents to seek support from and communicate regularly with teachers and the school.



	School refusal
	A form of chronic absenteeism

Parents often are aware of the absenteeism but are unable to address it

Students who are almost completely unwilling or unable to attend school because of:

· their past school experiences

· psycho-social reasons related to clinical levels of anxiety

· a developed habit of absence 
	The school gathers information about the student and family to help understand the nature of and reasons for the absences.

The school implements strategies to address issues like learning problems or bullying where appropriate. 

School support staff such as Guidance Officers, Youth Support Coordinators or nurses may be involved.

Where appropriate the school refers students and parents to relevant professionals (e.g. counsellors and psychologists) for programs according to the individual student’s needs.

Solutions may require whole-of-government intervention and support, as for truancy (see below).



	Truancy
	Disengagement from school


May be accompanied by alienation from the school culture

Unexplained absences from school perhaps without the knowledge of the parent/s 
	Where the reasons for truancy pertain to aspects of the school (e.g. poor relationships with teachers), the school implements strategies to address these aspects.

The school alone may not be able to address all of the needs of the student (e.g. domestic violence at home, child abuse, etc).  Schools should work with the family and liaise with other agencies such as:

· Department of Child Safety,

· Department of Communities,

· Queensland Police Child Protection Investigation   Unit, and 

· other relevant non-government organisations.




Every Day Counts

http://education.qld.gov.au/everydaycounts/index.html 

Departmental Policies

SMS-PR-017: Enforcement of Compulsory Schooling and Compulsory Participation Phase
http://education.qld.gov.au/strategic/eppr/students/smspr017/
SMS-PR-029: Managing Student Absences

http://education.qld.gov.au/strategic/eppr/students/smspr029/
SMS-PR-036: Roll Marking in State Schools
http://education.qld.gov.au/strategic/eppr/students/smspr036/

