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Tewantin State School: Attendance Policy
Rationale
All schools in Queensland are committed to providing safe and supportive learning environments for all students which address their educational needs.

Tewantin State School expects all students to:
· Being at school on time;

· Being punctual;

· Participating in the entire lesson;

· Being at school until dismissal time;

· Being at school for every school day unless the absence is authorised. 
The Tewantin State School attendance policy aims to:
· maximise student participation and learning;

· provide an understanding of what attendance means at Tewantin State School;

· outline responsibilities and support structures to ensure maximised attendance at school for all students;

· outline strategies for addressing absenteeism and unexplained absences
Our goal: To have 100% of students with 0% unexplained absences from school.
An authorised absence is reported by a parent/caregiver to the school, and the reason for the absence each day a student is absent, via note, phone call (absence line: 53 35 88 66), or a visit to the school office. 

Explained absences include:
· illness (medical certificate required if absent for 2 or more days);

· bereavement or attendance at the funeral of an immediate family member

· Police/Child Safety intervention – where possible, all QPS and/or Child Safety intervention, such as interviewing students, should be conducted outside of school hours. 
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. Tewantin State School: 

· 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:

School staff will encourage maximum attendance by:
· ensuring teaching instruction commences on time every day so students have the maximum amount of learning time available;
· promoting and supporting the Tewantin State School attendance policy to students, families, community and service providers;
· ensuring that a safe, secure environment is provided for all students;

· developing stimulating learning programs to meet the learning needs of individual students;

· encouraging full participation in learning activities by valuing each student’s contribution and ensuring individual success;

· fostering positive, open communication with parents/caregivers;

· welcoming new students and their families into the school and making the school’s attendance expectations known and clear to them;

· gaining relevant knowledge about the student including factors which may affect their regular attendance;

· ensuring appropriate systems are in place at the school to accurately record students’ attendance;
· reporting to the attendance officer or principal any concerns where there are a number of unauthorised absences, enacting the Education (General Provisions) Act 2006 (through the Principal or attendance officer).
Student responsibilities:

Students will encourage maximum attendance by:
· attending school every day eager to learn;
· arriving at school on time;

· being on time to class after each bell (morning, first break, second break)

· actively participating in all school activities and opportunities;

· making sure their parents receive all notes from school;
· making sure the school receives all notes from parents;

· respecting the rights of others to attend in a safe, secure and stimulating learning environment;

· letting a teacher know if you are having trouble.
Parent responsibilities:

Parents will meet their responsibilities and encourage maximum attendance by:
· ensuring their child arrives at school on time every day;
· contacting the school regarding every absence, early departure, late arrival and appointments;

· avoiding all disruptions to their child’s school day so they have the best opportunity to learn;

· feeling confident to openly communicate with the school;

· informing the relevant staff member/class teacher of any difficulties relating to school attendance;

· supporting programs designed to improve their child’s attendance;

· contacting the school prior to any planned absences;

· apply for an exemption to compulsory schooling if applicable (10 or more school days).
Strategies 
At Tewantin State School we promote 100% attendance by:

School strategies:

· take class rolls twice a day (morning and afternoon) and recording attendance and absences accurately and in a timely fashion;

· file notes and medical certificates in student files;

· follow up reasons for absences with parent/caregiver – through notes/ phone calls;

· promote high attendance through rewards/positive feedback daily;

· acknowledging student attendance through the newsletter, on parades, and in the classrooms; 
· providing a safe and engaging school environment for students;

· recording informed absences in OneSchool in a timely fashion. If no explanation is received the absence will be recorded as unexplained; 
· text messages will be sent to families each morning for those students who have an unexplained absence;

· following up unexplained absences, concerning patterns of absence, prolonged absences, with families through letters/phone calls;
· offer support to families to ensure improved attendance for students.

Student strategies:

Students:

· must report to the school office when arriving at school late;
· must remain on the school grounds until 2:45pm unless granted permission to leave;

· requiring early departure must bring a note from their parent/guardian or the appointment agency. The note should be presented at the beginning of the school day to the school office. Alternatively, the parent can call the school or attend to the school office;
Parent/Caregiver strategies:

It is the responsibility of the parents and caregivers to make sure that their child attends school every school day. 
The parent/caregiver must provide an explanation each time their child is absent from school. This may take the form of:

· a medical certificate (for absences of two days or more);
· a phone call to the school absence line (53 35 88 66);
· a written explanation note (any written note must be signed, dated, and include the student’s name, dates of and reason for absence);

· an in-person discussion with a member of the school staff.

· a reply to the text messaging service on the day of the absence (for absences that have not been explained in the manners above);

Parents should avoid any disruptions to their child’s learning by making all appointments, where possible, outside of school hours.

If a student is late, parents should notify the school. This may take the form of:

· accompanying the child to the school office to sign in;

· phoning the school to let them know that their child will be late and the reason for late arrival;

· obtaining a medical certificate if the lateness is due to a medical appointment.
Responses to absences
At Tewantin State School, we are committed to achieving the following targets in improving attendance:
· To meet minimum headline indicators (green) for attendance as outlined in the Tewantin State School Headline Indicators (92.7% attendance, with explained absences);

· To have 95% or higher attendance rate (both explained/unexplained and authorised/unauthorised);

· To ultimately have 100% of students with 0% unexplained absences from school.

When a student is absent without explanation for two or more days, or a pattern of absences has been identified, Tewantin State School will take the following actions: 

· a OneSchool unexplained absences report for each week will be generated, and letters will be posted home to parents, an email will be sent, or a phone call will be placed, requesting that they inform the school of the reason for any unexplained absences (current investigation into best options – including QParents app);

· For any students with ongoing absence patterns they will be placed on the attendance alert list by the attendance officer;

· For continued unexplained or prolonged unauthorised absences, the formal attendance process will begin (letters/emails home, recording of contacts in OneSchool, begin formal attendance process in OneSchool – forms sent via registered post, final stage with Director General to recommend prosecution through Queensland Police Service (See Appendix 1)).
At Tewantin State School the consequences or impacts of unexplained or unauthorised absences might include the following:

· Learning – poor performance, limited opportunities to succeed, disconnection from the curriculum, failure to perform to year level expectations;
· Impact of social/emotional aspects of schooling – difficulty making and maintaining friendships, increased anxiety, low self-esteem, increase in absenteeism;
· Loss of support provisions/privileges/programs – Acceler8, MiniLit, Alternative Literacy/Numeracy support, Tewantin Tutoring program, TA support, instrumental music, etc;
· Departmental process (see Appendix 1).
Reporting and monitoring attendance
At Tewantin 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:

· Phone the school absence line on 53 35 88 66 to inform of absences;
· Email the school office on info@tewantinss.eq.edu.au, or email the principal, deputy principal, attendance officer, with information regarding absences;

· Make an appointment with a member of the Admin Team or the attendance officer to discuss concerns regarding patterns of absences, or to action a plan of support to help students attend school.
Some related resources
Every Day Counts

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

Departmental Policies and Procedures

Managing Student Absences and Enforcing Enrolment and Attendance at State Schools  

Roll Marking in State Schools 
