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ATTENDANCE POLICY
AND PROCEDURES

2018
Morpeth Public School supports and implements the NSW Department of Education and Communities School Attendance Policy PD20050259 and the associated ‘Student Attendance in Government Schools procedures’ 

This document supports the School Attendance Policy (2015) 
This document supports: 

The Enrolment of Students in Government Schools: A Summary and Consolidation of Policy (1997) 

Memorandum DN/06/00168 Enhanced Enrolment Procedures  

Protecting and Supporting Children and Young People Policy and Procedures
 In New South Wales, it is compulsory that children from six years of age are legally enrolled at and attending school or to be registered for home schooling.
 Once enrolled, children are required to attend school each day it is open for students.

 At Morpeth Public School , students are expected to attend school between the hours of 9am to 3pm from Mondays through to Fridays, unless leave is granted. Attendance of all students is recorded and monitored daily.
Rationale

Regular attendance at school is fundamental to student learning.

· Student attendance has been identified as an important aspect of a student’s well-being and failure to receive an education has been identified as a risk of harm factor;
· Poor patterns of attendance place students at risk of not achieving their educational, social and psychological potential and may create a disadvantage in potential life choices; 

· Communities benefit from students who regularly attend school and are achieving. Benefits may include increased  student safety, community well-being and a sense of connectedness for all.

· By promoting the benefits of regular attendance to students, teachers, early childhood centre staff, parents and community groups may help create a culture where regular school attendance is the norm.

Morpeth Public School is committed to the provision and implementation of a broad range of systematic and individualised strategies for improving school 

attendance, within a framework of student well-being, to enhance important social and learning outcomes for all. 

At Morpeth Public School, student attendance is checked and recorded on SENTRAL at the beginning of each day by the class teacher or designated teacher. 

In the event of off-site activities, including excursions or sporting fixture, a class list will used to record attendance. Details from the list will be uploaded to SENTRAL upon return to school by SAM or SAO.
Procedures for addressing students who are absent from school

· In the event of a student being absent from school, as indicated by roll marking procedure, an automated SMS message is generated and sent to the 
· mobile phone and email address of the primary caregiver ( as indicated by enrolment details ) on the day of absence;
· The primary caregiver is responsible for responding to the message and explaining the absence via return SMS, email
· Parents / caregivers may also explain an absence via Skoolbag,  phone ( 0249336726 ), by letter or in person.

· Principal will determine the absence as being ‘explained’ or unexplained’ 

· If there is no explanation for the student’s absence after a period of 7 days from the first day of absence, a letter will be sent to the address of the primary care giver ( address details as indicated on ERN )
· Any absence not addressed by parents after 7 days from the first day of absence will be changed, via SENTRAL automation, to ‘unexplained’
· Principal will view attendance data and monitor students whose attendance is recorded as at or below 75%

· Students whose attendance is  identified as being at or below 75% will be referred to Home School Liaison Officer ( Kath Gbjisters – 49348211 )

	The introduction of Educational Neglect as a Risk of Significant Harm factor for mandatory reporting purposes in 2010 highlights the child protection risks associated with poor school attendance. 

These considerations apply equally to students with health care needs, and students with additional learning and support needs. 
Principals, must ensure that any matter relating to school attendance where safety, welfare or wellbeing concerns for the student arise: 

• consideration is given to the requirements of the Protecting and Supporting Children and Young People Policy 

• all required reports are made to the Community Services Child Protection Helpline 133627 or the 
Child Wellbeing Unit (as required by the Mandatory Reporter Guide) – 02 92699400. 



	Principals have the authority to accept the explanation ( L ) or to decline the explanation and record the absence as unexplained ( A )


Part Day Absence
For a variety of reasons, students may be absent from school during the course of a day. These students will be recorded as being partially absent from school.

Procedures
	Absence Overview
	Action
	Responsibility

	Student arrives at school after morning roll marking in the company of a parent / carer / designated other

	Student attends Admin office - SAM or SAO enters reason for late arrival into Sentral, along with name of person who signed child into school. Sentral automatically records the time of arrival. This print out is taken by student to classroom teacher. Students who are not accompanied by a parent/carer upon arrival are recorded as an unexplained absence – reason is recorded in comment for future reference / requirement.
	SAM / SAO



	Student arrives at school after morning roll marking and not accompanied by a parent / carer / designated otherwithout parent 


	Student attends Admin office - SAM or SAO enters reason for late arrival into Sentral.

Sentral automatically records the time of arrival. This print out is taken by student to classroom teacher. Students who are not accompanied by a parent/carer upon arrival are recorded as an unexplained absence – reason is recorded in comment for future reference / requirement.

SMS is sent to parent requesting an explanation for the partial absence
	SAM / SAO

	Student  needs to leave school prior to 3pm


	Parent presents to the Admin Office requesting Early Leaver slip – reason is recorded by SAM / SAO 
and time stamped automatically by Sentral. This early leaver slip is then presented to the child’s teacher. 

Student can only leave school grounds in the company of parent / caregiver or designated responsible other, as identified in signed note. 
	SAM / SAO 

	Illness or Injury to student
	Principal / SAM / SAO informs parent / carer of illness of injury to student. Student may only leave school grounds in the company of parent / carer. Admin staff sign student out using 
procedures outlined above.
In the event of serious injury or illness, Principal may act in accordance with authority and seek medical intervention if parents / caregivers can’t be contacted.
SAM or SAO will contact the parent of any student who receives an injury to head or neck, regardless of severity – allowing parents the opportunity to assess their child’s injury.

All injuries and admission to ‘sick bay’ are recorded in Sentral and printed weekly for archiving.
	Principal / SAM / SAO

	
	
	


Roll Marking Codes and Procedures
	Absence Criteria
	Code
	Responsibility

	Student is absent from school
	S
	Classroom teacher

	Principal accepts the reason for the absence
	L

 Reasons may include:

· being sick, or having an infectious disease 

· having an unavoidable medical appointment 

· being required to attend a recognised religious holiday 

· exceptional or urgent family circumstance (e.g. attending a funeral) 


	Principal or delegate

	Principal does not
 consider the 
absence is in the student’s best interests and does not accept the reason
	A
	Principal or delegate

	Family is attending a holiday or undertaking travel 
	L or A 

* exemptions (M)  can no longer be granted for this type of leave

Parents will be asked to complete and return ‘Application for Extended Leave – Travel’

https://www.det.nsw.edu.au/policies/student_admin/attendance/sch_polproc/app-extl.pdf 
	Principal or delegate

	The period of absence is in excess of 50 days and is explained

	L

Parent may be able to apply for Distance Education 

http://www.schools.nsw.edu.au/rde/distanceedu/index.php  
	Parent or care giver


