 ATTENDANCE

                                            BELL PRIMARY SCHOOL POLICY

Rationale: 

· The Education Act requires that children of school age (six to seventeen years) resident in Victoria are required to be in full-time attendance at a government or registered non-government school unless they are receiving approved home tuition, correspondence education, or have been granted an exemption by the Regional Director.

Aims:

· To maximise student learning opportunities and performance by ensuring that children required to attend school do so regularly, and without unnecessary or frivolous absences.

Implementation:
· Education is a sequential process.  Absences often mean students miss important stages in the development of topics, causing them to find ‘catching up’ difficult.

· Absenteeism contributes significantly to student failure at school.

· All enrolled students are required to attend school unless reasonable and valid grounds exist for them to be absent.

· Illness is reasonable grounds for an absence - shopping excursions or birthday parties are not.

· Parents have a responsibility to ensure that their children attend school regularly, and are only absent if ill or if absolutely necessary.

· Parents have a further responsibility to provide a written note or return a completed absence form (See Appendix A) to the school explaining why an absence has occurred.

· The principal or principal’s representative has a responsibility to ensure that attendance records are maintained and monitored at school.

· All student absences are recorded in both the morning and the afternoon by teachers in a hard copy roll and also an electronic roll. This data is aggregated on our CASES database and communicated to the Department of Education and Early Childhood Development (DEECD).
· The DEECD and enrolment auditors may seek student attendance records.

· The principal or principal’s representative has a further responsibility to ensure that unexplained absences are investigated, and that high levels of absenteeism are adequately explained. A CASES generated Unexplained Absences Notice will be issued to parents/carers. (See Appendix B).

· The principal or principal’s representative will ensure parents of students with high levels of unexplained or unapproved absences are contacted, with the view to developing and implementing strategies to minimise absences.  An Attendance letter such as that in Appendix C will be issued to parents/carers when student’s attendance falls below 85%.
· Ongoing unexplained absences, or lack of cooperation regarding student attendance may result in a formal attendance conference being organised and a staged response to non-attendance incorporating appropriate prevention and early intervention strategies implemented. 

· The parents and student  will have a key school contact
· Support material/fact sheets provided to parents (translated, if appropriate) 
· The school will met any requirements in relation to any special circumstances and additional needs (e.g. Out of Home Care, Program for Students with Disabilities) the student may have
· Attendance Student Support Group Meetings will be held with the parent and other key professionals. 
· The school will work with the family and other relevant professionals to identify the issues underlying attendance concerns i.e. academic/peer/home issues/health Targeted supports within the scope of an educational setting will be implemented to address the underlying causes 
· Attendance Improvement Plan will be developed and reviewed regularly 
· SSSO referral or secondary consultation will be sought as appropriate and any support staff (PWO, SWC, KESO) have been engaged 
· Access to external specialist professionals/agencies for the student and/or family  will be offered if appropriate 
· Engagement and  Flexible Learning Options/Re-engagement Programs from across the school and community may be  (MIPs plan, pathways discussions, alternative settings)
· Programs such as Social skills programs may be considered in the Attendance plan and implemented..
	· If the staged response is not successful then the unresolved attendance issues will be referred to the School Attendance Officer using the DEECD referral form. (See appendix D) The issue may also be reported to the Department of Human Services.
· Posters encouraging school attendance will feature prominently, as well as newsletter articles.

· Student attendance and absence figures will appear on student half year and end of year reports.

· Aggregated student attendance data is reported to the Department of Education and the wider community each year as part of the annual report.


Evaluation:

This policy will be reviewed as part of the school’s three-year review cycle or more often if necessary due to changes in regulations or circumstances.
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Appendix A:  scan and insert Bell PS Absences note
Appendix B: scan and insert Bell PS CASES unexplained absences note

Appendix C: Insert Letter 1 Absences note
Appendix D:

Referral form - for principals to Refer a child to a School           Attendance Officer 
Note: this form needs to be legible and completed in blue or black ink
	DETAILS OF CHILD AND PARENT

	Full name of child:  
	

	other names by which the child may be known:
	

	date of birth of child:
	

	Child’s Victorian student number:
	

	child’s year level:
	

	Name of parent responsible for child:
	

	Address of parent responsible for child:
	

	
	

	phone number of parent responsible for child:
	

	email address of parent responsible for child:
	

	LANGUAGE SPOKEN AT HOME:
	
	Translator required:
	YES        (                    NO (

	ARE THERE ANY COURT ORDERS THAT RELATE TO THE CHILD? (if yes, please attach a copy of the relevant orders)
	CHILD PROTECTION ORDER:
	YES        (                    NO (

	
	PARENTING ORDER:               
	YES        (                    NO (

	
	INTERVENTION ORDER:         
	YES        (                    NO (

	other relevant information about the child that may impact on attendance: (eg. medical condition, disability):



	relevant information about the parent that may impact on compliance with attendance requirements (eg. Court orders, medical condition, disability, social or cultural factors, geographic location, financial issues):




	DETAILS OF REFERRING SCHOOL

	name of school:
	

	ADDRESS of school / campus:
	

	principal responsible for referral:
	

	phone number :
	

	email address:
	

	names and contact details of any other school staff with relevant knowledge of the child and the child’s circumstances

	name: 

	
	position:
	

	contact no:
	
	email address:
	

	name: 
	
	position:
	

	contact no:
	
	email address
	

	name: 
	
	position:
	

	contact no:
	
	email address
	


	HISTORY OF UNEXCUSED ABSENCE

	The child named above has not attended school on the following dates

1. ……../……../….….
2. ……../……../……..
3. ……../……../……..
4. ……../……../……..
5. ……../……../……..
and the parent has not provided a reasonable excuse for these absences.


	Measure undertaken to improve the student’s attendance 
	Outcome of intervention
	Any relevant evidence 
please attach

	
	
	

	
	
	

	
	
	


	Measure considered to improve the student’s attendance but not implemented
	reason for not implementing the intervention
	Any relevant evidence 
please attach

	
	
	

	
	
	

	
	
	


	any other information that may assist in understanding and following up the non attendance of this child (including  circumstances of the child and family and likely consequences if the parent does not respond adequately to a School Attendance Notice)   please attach documentation if appropriate

	


	Prior to referring the matter, Victorian government school principals may wish to consult with the DEECD Regional Office for advice about the appropriateness of making a referral to the DEECD School Attendance Officer.  
Note: Seeking advice from staff in the DEECD Regional Office does not oblige the principal to make a referral. 


CHECKLIST FOR PRINCIPALS TO COMPLETE PRIOR TO REFERRAL TO THE SCHOOL ATTENDANCE OFFICER

MANDATORY REQUIREMENTS 

(
The student has been absent from school on not less than five days in the previous 12 months and the parent has not provided a reasonable excuse for these absences.

(
Measures to improve the student’s attendance have been undertaken and been unsuccessful, or are inappropriate in the circumstances. 

(
A parent responsible for the absences has been identified (a single person to be the addressee of the School Attendance Notice).
RECOMMENDED ACTIONS PRIOR TO REFERRAL 

(
It has been confirmed that the child is of compulsory school age and does not have an exemption from attending school.

(
There is evidence to demonstrate the parent has not been meeting their responsibilities under the Act.

(
Intervention strategies have been tried but have not resulted in parental engagement and improvement in school attendance (or engagement in another educational program).

(
I am satisfied that the reasons for the failure to comply with attendance requirements have been fully explored, including any social, cultural, lingual, economic, geographic or learning difficulties.

(   The parent responsible for the child has been provided with opportunities and strategies to improve attendance but this has not resulted in improved attendance.

(
I have ensured that if a Student Support Group has been established for the student, or another support mechanism exists for the student, that the group has been consulted about the particular attendance issue and the measures recommended by this group have been attempted and/or implemented.

(
I have considered the particular circumstances of the student and family in deciding to make a referral, including likely consequences if the parent does not respond adequately to a School Attendance Notice.

(
I have written to the parent in question to advise of the situation and confirm their awareness of the seriousness of the issue. 

(
I have attempted to contact the parent in question by telephone to advice of the situation and confirm their awareness of the seriousness of the issue. 

(
I am satisfied that requiring the parent to respond to the notice will convey the seriousness of the matter and is likely to elicit an improvement in attendance.
	ALL PRINCIPALS PLEASE NOTE: 

After making a referral or report, a school must continue to record, monitor and follow up the student’s attendance in line with normal procedure. 


I confirm that the information provided in this form is accurate and understand that it may be used as evidence to support any further action taken by a School Attendance Officer.
	Signed:

	
	DATE: 
	

	Print name:
	

	Principal, NAME / CAMPUS of school: 
	


The Student Attendance referral form and supporting evidence can be emailed to health.wellbeing.nwr@edumail.vic.gov.au.

