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BAULKHAM HILLS NORTH P.S. STUDENT ATTENDANCE POLICY

CONTEXT

Regular attendance at school is essential if students are to maximise their potential. Baulkham Hills North P.S., in partnership with parent/caregivers, promotes the regular, punctual attendance of students. While parents are legally responsible for the regular attendance of their children, school staff, as part of their duty of care, monitor part or whole day absences.

RESPONSIBILITIES

PARENTS

Parents are responsible for:

· ensuring that their children attend school regularly

· explaining the absences of their children from school promptly and within seven days to the school

· taking measures to resolve attendance issues involving their children.

SCHOOL STAFF

School staff members are responsible for:

· providing a caring teaching and learning environment which fosters students’ sense of wellbeing and belonging to the school community

· recognising and rewarding excellent and improved student attendance

· maintaining accurate records of student attendance

· implementing programs and practices to address attendance issues when they arise

· providing clear information to students and parents regarding attendance requirements and the consequences of unsatisfactory attendance. 
             For example, students whose attendance rate is causing concern
· may not continue to be permitted to participate in representative sport
· may not continue to be permitted to participate in representative performance groups

· may not be given leave for travel and/or family holidays in term time
THE PRINCIPAL

The principal is responsible for ensuring that:

· attendance records are maintained in an approved format and are an accurate record of the attendance of students 
· documented plans are developed to address the needs of students whose attendance is identified as being of concern, prior to referral to the Home School Liaison Program

· the school education director or nominee is provided with regular information about students for whom chronic non-attendance is an issue and for whom school strategies have failed to restore regular attendance

· the school discipline policy addresses attendance issues, including truancy. It should provide strategies for encouraging good attendance and establish structures and procedures that support teachers in addressing issues of student non-attendance. 

· school staff are trained to implement school attendance policies and procedures and that personnel with delegated responsibility for maintaining attendance records are supervised

· parents and students are regularly informed of attendance requirements

· all cases of unsatisfactory attendance and part or full day absences from school are investigated promptly and that appropriate intervention strategies are implemented

· all reasonable measures are taken to contact parents promptly and within seven days of the commencement of an unexplained absence period occurring.

· an unsatisfactory explanation for an absence is declined. The parent/carer should be advised that the explanation has not been accepted and a reason for the decision provided.

Principals may grant:

· sick leave to students whose absences are satisfactorily explained as being due to illness (Attendance Register Code ‘S’)

· an exemption from school attendance for periods totalling up to 100 days in a 12 month period for any one student (Attendance Register Code ‘M’) 

· part-day exemption from school attendance for periods totalling up to 100 days in a 12 month period for any one student (Attendance Register Codes ‘M’ and ‘Pa’) 

· leave for students who have provided a satisfactory explanation of the absence (Attendance Register Code ‘L’) due to:

· misadventure or unforseen event

· participation in special events not related to the school

· domestic necessity such as serious illness of an immediate family member

· attendance at funerals

· recognised religious festivals or ceremonial occasions

· overseas or local travel
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THE TEACHER
The teacher is responsible for ensuring that:

· attendance registers (rolls) are maintained on all days on which the school is open 

· the exception method (marking absences only) is used to mark the roll. Only the codes listed in the Attendance Register Codes are to be used

· the roll is marked at 8.55 a.m. and updated during the day to record any changes to attendance

· variations to attendance, explanations for absences and times of arrival and departure (in the case of partial attendance) are updated on the roll

· in the case of a student’s late arrival or early departure, the precise times of arrival or departure are recorded with the relevant roll code on the roll 

· the roll is initialled each day (when a paper roll is used)

· where an alteration is necessary on a roll, the alteration and the person making the alteration is recorded

· the roll is stored in a secure location and is not removed from the school

· records of written, electronic and verbal explanations from parents are sought and retained

· verbal explanations from parents are recorded on the electronic roll, or are signed and dated (by the teacher) on a paper record 

· the principal or staff member responsible for monitoring attendance is alerted when a student’s pattern of attendance is of concern, or if no explanation is received from the parent or carer

· chronic non-attendance, fractional truancy and persistent lateness is promptly reported to the principal or nominee

SASS 

The delegated SASS member is responsible for ensuring that:

Late arrivals are recorded on the electronic roll after 9.05 a.m. and all early departures are recorded on the electronic roll with precise times indicated
ROLL MARKING - General  Information

1. Baulkham Hills North P.S. has an electronic roll for each class. A paper roll is available for teachers to use if access to the electronic roll is unavailable. No other lists should be used.

2. Rolls should be marked according to the instructions in each roll folder. 
PLEASE NOTE THAT THE ROLL IS A LEGAL DOCUMENT and must be kept accurately and, if a paper roll is used, neatly using only black pen. 

3. Roll folders should be clearly visible on the teacher’s desk at all times.

4. At 8.55 a.m. each day the roll teacher must mark and submit the electronic roll. If it is necessary to use a paper roll, the teacher must initial the roll at the bottom of the column. The date should be entered at the top of the column.

5. If a paper roll is used, it should be sent to the Office by 9.10 a.m. where a member of SASS will enter the information on the electronic roll.

6. Each roll class has a supervising Assistant Principal. Concerns regarding students’ attendance should be referred to the supervising Assistant Principal. The Assistant Principal may advise the student’s teacher in implementing strategies to support attendance or may refer the student’s attendance issues to the Deputy Principal.

	1
	If a student is absent, 

· on the electronic roll, click in the appropriate column next to the student’s name. Click the “Ok” button (as “Whole Day” and “Unexplained” are the default settings).
· on the paper roll, place a lower case “a” in the day’s column against the name of the student when the roll is marked.

	2
	When the declaration regarding the nature of the absence is made, 

· on the electronic roll, select “Explained” and then the relevant reason

· on the paper roll, S, L, M, B, H, F or E is written above the “a”.

	3
	If no justification for the student’s absence (either partial or whole) has been received 7 days after the absence, “Unjustified” is recorded on the electronic roll.



	4
	If a student arrives after 8.55 or leaves before 2.55: 

· on the electronic roll, the precise time of arrival and/or departure is recorded

· on the paper roll, the teacher places a “Pa” and the time in the day’s column against the name of the student. 

	5
	When the declaration regarding the nature of the partial absence is made, 

· on the electronic roll, “Explained” and then the relevant reason is selected and entered
· on the paper roll, S, L, M, B, H or E is written above the “Pa”.

· 

	6
	Absence notes should be signed and dated by the teacher, placed in the class plastic folder and sent to the Office each day. The SASS delegate will update the electronic roll entering the reason for the student’s absence.

	7
	Term absences are to be recorded on the Pupil Record Cards.


Roll Codes

	Absence owing to sickness
	S
	
	Absence due to exemption
	M

	Absence with leave  - approved reason
	L
	
	Absence due to DET “business”
	B

	Absence for part of the day
	P
	
	Absence due to shared enrolment
	H

	Absence due to suspension
	E
	
	Absence unjustified after 7 days
	A

	Absence due to flexible timetabling
	F
	
	
	


	ROLL MARKING PROCEDURES


	Occurrence
	Action/Explanation

	Teacher’s responsibilities
	It is the teacher’s responsibility to accurately record all absences, whole or partial, and to follow up with the parent/carer by requesting an explanation of all absences.

	Absences at 8.55 a.m.
	On the electronic roll, the teacher clicks next to the student’s name and selects “Whole Day” and “Unexplained”.

	Partials between

8.55 – 9.05 a.m.
	Teacher enters the partial absence in SENTRAL and gives the student a Partial Absence Explanation Request yellow slip.

Insert the date and the student’s name on the yellow slip

	Submitting rolls 
	Submit rolls after 9.05 a.m. and before 9.15 a.m.



	Partials after 

9.05 a.m. (student arrives via Office)
Student, accompanied by an adult, enters school via the Office
	Office staff member records the student’s partial absence in SENTRAL, including the parent/caregiver’s explanation of the partial absence.

A docket showing the student’s photo, name, date and time of arrival is given to the student to show his/her class teacher. Student has proof that s/he has entered the school via the Office. 



	Partials after 

9.05 a.m. (student arrives via classroom)
Student comes directly to class
	Teacher directs student to the school office.

Office staff member records the student’s partial absence in SENTRAL.

A docket showing the student’s photo, name, date and time of arrival is stapled to a Partial Absence Explanation Request yellow slip and given to the student.

	Early Leavers
	Parent/caregiver enters the school via the Office.

Office staff member rings the teacher and asks the teacher to send the student to the Office.

Office staff member records the partial absence in SENTRAL including the parent’s explanation of the partial absence.

	Student is not in class line after recess or lunch
	Check in SENTRAL to see if the student has left via the school Office during the play break or is in Sick Bay. 

If no partial absence is recorded in SENTRAL or if the student is not shown as being in Sick Bay, alert the DP immediately.

	Notes explaining absences
	ALL notes explaining absences are to be sent to the Office in the designated plastic folder.

Office staff member will record all explanations of absences (whole or partial) in SENTRAL.

Office staff member will file notes.

	Green Folder
	Class PLASTIC FOLDER MUST BE SENT TO THE OFFICE EACH DAY (even if there are no explanation of absences notes).



	No access to SENTRAL
	Record the date at the top of the next column on the paper roll.

Mark the paper roll manually. Record any absences on the paper roll. Send the paper roll to the school Office by 9.30 a.m.

Retain the paper roll folder containing class lists in case of an emergency evacuation.


BHN ROLL MARKING PROCEDURES for CASUAL TEACHERS

1. Take a class list out of the Casual Teacher Information display book.

2. Mark the roll on the class list
Write:
· the date at the top of the first available column
· a on the roll if a student is absent

· Pa on the roll and the time of the student’s arrival if the student arrives between 8.56 a.m. and 9.05a.m.

· your initials at the base of the column
3. Count the students in the class. Ensure the number of students present matches the number shown to be present on the class list. 

4. Send the class list to the Office by 9.10a.m. There will be extra class lists in the Casual Teacher Display Book for your use throughout the day. If no class list is available to you, call the Office on the phone in the classroom immediately.

5. If a student arrives after 9.05a.m. without a “Partial Absence Docket” from the Office, send the student to the Office immediately where his/her partial absence will be recorded.

6. If you receive notes explaining absences from students, place the notes carefully in the teacher’s top desk drawer. Inform the teacher that you have done this in the space for messages on the “Casual Teacher Feedback Sheet” in the display book.

