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Monitoring School Attendance Procedures
St James the Apostle Primary School



Purpose 
For use in MACS schools to outline the requirements for procedures within the school to monitor student attendance. Principals are required to use this template to contextualise the school-based procedures.
Procedures 
	Monitoring school attendance - Required procedures

	School to detail

	Frequency of recording attendance
· Primary school – twice daily
· Secondary school – every lesson
	Attendance will be taken twice a day via electronic roll by the supervising teacher:
· each morning at 8:45am, and
· each afternoon between 12:35pm and 1:35pm.
If the homegroup has a Casual Relief Teacher, a paper roll will be supplied by the office. 
· See Student Absence School Guidelines for school approved absence codes


	Notification of absence by parent/guardian/carer
Notification by parent/guardian/carer of student absence and reason for absence

Parents/guardians/carers are required to notify the school of any absence and reason for it on the day of absence
· Follow Responding to Absence Process [link]
· See Student Absence Guidelines for MACS Schools for reasonable excuses and absence codes
	Parents must inform the school before 9:00am through the following means:
· Calling the school on 97491000; or
· Submitting a notification via our website at sjhcn.catholic.edu.au/absence (preferred)


	Recording the reason for absence
To be recorded if known
· Teachers to be notified of absence and reason
	· Administration staff record the reason for absence using ICON
· Use discretion when sharing sensitive information about absences, use general codes where possible

	Attendance/absence reports
· To follow up students absent without explanation
· Follow Responding to Student Absences Process 
	· Administration staff are responsible for these tasks
· At 9:30am on the day of absence, parent/guardian/carer is contacted by SMS to provide explanation of absence

	Record of student absence from school (days)
· To be recorded on student files and student reports
	· Absences are recorded in ICON and reported to parents via Community Portal and student reports.

	Concerns about absenteeism
Implement Staged Response to Non-Attendance from Responding to Student Absences Process 
	· Absenteeism monitored in fortnightly Student Engagement Team (SET) meetings. 
· If a pattern is noticed in approved absences, a member of the SET will make follow up contact to parents/guardians/carers to identify and address any concerns.
· Processes for unapproved absences will follow the steps according to the Staged Response to Absences. 

	Contact details for parents/guardians/carers
Parents required to provide up-to-date contact details and notify the school of any change of contact details or address
	It is the parents’ responsibility to notify the office if there are changes to contact details or addresses. They need to ensure:
· preferred contact is noted, especially for split families
· relevant information is included for shared custody arrangements and who is primary contact on certain days

	Communicating the school’s expectations for attendance 
For communicating with families and school community about the expectations for attendance at school.
	The school’s attendance expectations and procedures are documented in the Parent Handbook and St James the Apostle Primary School website. Links to the Attendance Policy and Attendance Guidelines are also available on the school website. 
Principal, members of the leadership team or delegated staff will monitor and update information on a needs basis. 

	Attendance recordkeeping
Maintenance of records about attendance, including records about students who have been absent from school without reason for long periods of time.
Follow Responding to Student Absences Process 
	· Attendance monitored in fortnightly Student Engagement Team (SET) meetings. 
· If a pattern is noticed in approved absences, a member of the SET will make follow up contact to parents/guardians/carers to identify and address any concerns.
· Processes for unapproved absences will follow the steps according to the Staged Response to Absences. 

	Attendance improvement strategies
Strategies for working with families and students where school attendance is irregular, including strategies to re-engage students, contact with external departments and agencies. 
· Follow Responding to Student Absences Process 
	When attendance concerns are identified by homegroup teachers or administration staff, Wellbeing Leader or a member of the SET will be notified in accordance with the Staged Response to Absences. 
· In instances of three to five unexplained absent days, parents are contacted to discuss possible causes and solutions. Care team meeting offered to family where all stakeholders can meet to design processes of support- i.e mentor or check in system.
· Where a student has more than five unexplained absences, a case manager is allocated by the Principal to convene care team meetings, and ensure consistent communication between the care team members, mentor, parents/guardians/carers, the student and Melbourne Archdiocese Catholic Schools (MACS)  in accordance with the Staged Response to Absences. Case manager to inform MACS – Student Wellbeing Information Support Service (SWISS), and include information about actions undertaken and plans for ongoing support.
· For continued ongoing absenteeism,  a formal meeting with the student, family, mentor and relevant care team members (school and external), to develop and implement Attendance Support Plan, even if the student has already returned to school, to prevent potential future absences  in accordance with the Staged Response to Absences.
If it is determined absenteeism is due to School Refusal, the following steps to be implemented  in accordance with the Staged Response to Absences:
· The school must work with the parents/guardians/carers to ensure support is in place to address causes, e.g. external support services for anxiety.  The school is to refer to the MACS Learning Diversity team through the Record of Student Adjustment & Evaluation application (ROSAE) for support to ensure a PLP, PSG, Attendance Support Plan and other appropriate support is provided
· Allocated case manager/mentor (from Stage 2) to maintain contact with the student to ensure a sense of belonging to the school and welcome whenever return occurs.  
· If the school forms reasonable belief that a parent/guardian/carer is negligent in meeting physical, emotional or social needs of the student, which is contributing to the student’s inability to re-engage with school, refer the matter to PROTECT. This step may occur at any stage of the process.

	Procedures for students arriving or departing outside scheduled school hours
	School to detail

	Late arrival to school
Process for students who arrive at school later than scheduled starting time
	· Students who arrive between 8:43 am and 9:00 am, names are written on the late arrival list and are given a late pass which needs to be given to the supervising teacher. Their attendance will be entered by the Admin staff. 
· If a student enters a classroom after the roll has been completed without a late pass, they are sent to the office to ensure they have been added to the late arrivals list. 
· Students who arrive after 9:00 am, need to be signed in to the Late Arrivals/Early Dismissal Book by their parents. Their attendance will be entered by the Admin staff. 

	Early departure from school
Students who leave school prior to the scheduled finishing time.
	· Parents/Guardians need to sign the students out in the Late Arrivals/Early Dismissal Book when collecting their child prior to the scheduled finishing time. 
· Admin staff will call the classroom to notify the teacher that the child needs to come to the office with their bag. 
· If someone outside those listed on the student’s file attempts to sign them out, a parent/guardian is to be contacted. 
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