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1. RATIONALE
Attendance at school is one of the principal indicators for student achievement. Providing a safe and supportive environment plays an important role in addressing the issue of student attendance. By applying clear and consistent guidelines in a caring and supportive manner we endeavour to reduce our rates of student absenteeism and lateness.

2. AIMS
· To maximise learning opportunities by ensuring student absenteeism is kept to a minimum. 

· To put into place agreed processes for managing student absences with the College.

· To increase awareness of students and parents of the link between absence and achievement.
3. PROCEDURES
Implementation and Guidelines (P-12)

· All enrolled students are expected to attend all scheduled classes.

· Teachers make the attendance rolls at twice daily – once in the morning and once in the afternoon

· The roll data is collected on a regular basis and entered into CASES21.

· Both Home and Form teachers (and other staff) are to inform either the Assistant Principal or the Student Engagement officer if they have been given prior notice of a student’s absence.

· The Student Engagement officer endeavours to contact the parents/guardian of each absent student on the list to record a reason for their absence and to notify form teachers if there is a need to collect work for the students if there will be an extended absence.

· Parents of absent students are required to provide a written note detailing the reason/s for their child’s absence. These notes are collected by home and form teachers and forwarded to the school office.

· Home teachers and form teachers and other staff members must bring to the attention of the Student Engagement officer any student whose attendance is irregular, who has been away for three days in a row, who does not provide written notes adequately explaining absences or absences appear unwarranted.

· The Students Engagement officer, after checking attendance records, will decide upon a strategy to be employed. As truancy is often indicative of other problems including lack of school engagement and family issues, the support strategies employed will be determined on a case-by-case basis. However, strategies may include:

· Initial telephone contact with parents

· Counseling sessions

· Formation of a support group

· Development of Individual attendance plans or Individual Learning Plans.

· Making regular school attendance a prerequisite for extra-curricular activities.

· Attendance awards.

· Ongoing truancy issues will be reported by the Principal to the appropriate welfare and government agencies.

· The office staff will print out unexplained absence forms for those students who have not provided notes for their absence. This list will be given to the home teachers and form teachers. These will also be sent home to parents with an expectation that they will be returned with reasons for absences explained.

· Attendance and absence records form part of each student’s half-year and end-of-year reports to parents.

· Students wishing to participate in a family holiday and during the school term need to discuss the circumstances with the Student Engagement Officer or the Principal. A request for Extended Absence form needs to be completed well in advance of the planned absence. Parents should arrange an interview to discuss the reasons for the extended absence.

· Students who are away must ensure that they find out what work was completed during their absences and catch up on this work. It is the responsibility of the student to catch up.

Lateness
· Lateness to school, including timetabled classes, assemblies and form assemblies is unacceptable. Any student arriving more than five minutes late for timetabled classes or activities without an acceptable reason will be recorded late. Students must sign in at the front office.
· Students who are persistent in their lateness will be required to undertake an interview with their Student Engagement Officer, with appropriate consequences put in place to overcome lateness. Parents will be informed.

Guidelines Specific to Senior Students (10-12)
· Students are expected to maintain a satisfactory commitment to all units in which they are enrolled. This includes Vocational Education and Training (VET) classes, as well as both VCE and VCAL classes and work placements.

· Full attendance and punctuality is required at all timetabled classes, assemblies, form assemblies and compulsory activities (including sport).

· When a student is absent he/she is required to provide a written explanation from a parent upon return to the College no later than three school days after the student’s return.

· A medical certificate is required for absences in excess of three school days.

· Where there has been a substantive breach of class attendance (class attendance falls below 80%), the student may be awarded an N for that unit). This situation will be evaluated on a case-by-case basis, taking into account all available information before a decision is made. Students and parents will be required to attend a meeting with the VCE Co-coordinator, the Principal and/or the Assistance Principal, and the student’s advocate and/or Student Engagement Officer.

· Students who undertake work placement of VET studies must ensure that they find out what work was completed during their absences and catch up on this work. It is the responsibility of the student to catch up.

Responsibilities
Parents

· To be role models.

· To value the importance of attendance at school.

· To inform the school of known absences in advance.

· To be prompt with notes for any absences.

· To monitor work set when students are absent for a period of time.

· To arrange interviews with the Principal to discuss reasons for extended absences.

Students
· To attend all classes.

· To supply Home and Form Teachers with notes from a parent explaining all absences.

· To inform subject teachers of known absences and seek information about work missed whenever absent.

Home/Form Teachers
· To accurately make class rolls.

· To inform the Assistant Principal and/or Students Engagement officer of attendance concerns.

· To request/collect notes regarding absences.

· To monitor students and seek support from Engagement Officers or the Leadership Team if concerned about a particular student.

· To follow up and report to Engagement Officers on issues of lateness and unapproved absences. 

· To monitor absence reports.

· To co-ordinate work for students who are unable to attend school.

Engagement Officers
· To follow up lateness and unapproved absences with consequences. (For example: informing parents/warnings/detention)
· To be part of a support group for students who have attendance issues.

Office Staff
· To collate rolls monthly.

· To give Home/Form Teachers readouts of unexplained absences every fortnight.

Teachers
· To be role models.

· To maintain the class attendance rolls.

· To follow up consistent lateness with the Engagement Officers.

· To show concern for students who are absent – supply work missed.

· Collect and correct work on student’s return.

· To monitor students and seek support from Engagement Officers/Leadership if concerned about a particular student.

· To advise the Student Engagement officer of any VCE students who are at risk of not meeting attendance requirements prior to the situation becoming a concern. The student engagement officer works closely with the teacher and student’s parents to ensure the student gets back on track.

Student Engagement Officer
· To contact the parents/guardian of each absent student on the list to record a reason for their absence and to notify form teachers if there is a need to collect work for the students if there will be an extended absence.

· To monitor students and seek support from Home/Form Teacher and Leadership if concerned about a particular student.

Leadership Team
· To oversee and support the Home/Form Teachers, students engagement officer, teachers, students and parents in the implementation of attendance procedures and policy.
4. EVALUATION
This policy will be reviewed annually or more often if necessary due to changes in regulations or circumstances.
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