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Introduction

These Procedures should be read in conjunction with the St Euphemia College Attendance Policy. To ensure that students, parents, caregivers, teachers and administrators are notified of and understand this Policy, the following procedures shall be implemented.

St Euphemia College encourages regular attendance and punctuality. These are essential for academic achievement, self-discipline and employment opportunities. Students who attend school regularly also feel more connected to their community and develop important social skills and friendships. Schools support parents and caregivers by monitoring student attendance and helping to address attendance issues when they arise.
The most effective means of implementing and maintaining regular school attendance includes sound attendance monitoring practices and regular follow up of unexplained absences by promptly contacting parents and caregivers. 

Rationale
St Euphemia College understands that student achievement starts with attendance. Regular attendance is essential for students to maximise the learning opportunities provided to them.

Attendance is a shared responsibility between the School, parents, caregivers and students. All students are expected to attend school each day it is open for instruction. Under the Education Act (1990), parents and caregivers are legally responsible for the enrolment and regular attendance of all children in their care up until the age of seventeen (17).

The School is committed to providing a safe environment that encourages positive attendance. We aim to use early intervention strategies and communication with parents and caregivers to assist those students where attendance is affecting their educational goals.

The School encourages maximum attendance by:

· ensuring that a safe, secure environment is provided for all students 

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

· developing and implementing adjustments to suit individual needs

· encouraging full participation by valuing each student’s contribution and ensuring individual success 

· fostering positive, open communication with parents and caregivers 

· welcoming new students and their families into the School and making the School’s expectations

known and clear to them 

· gaining relevant knowledge about the student and any factors which may affect their regular attendance

· providing extra or catch up work where requested, and/or address realistic renewed deadlines, if any work needs to be caught up.

Reinforcing these Procedures
The Attendance Policy is outlined at the beginning of the year during the Information Session with parents and caregivers. During this meeting, the Policy and Procedures are explained to the parents or caregivers emphasising that it is their responsibility to ensure their child attends School. Punctuality is also stressed as lateness impacts on learning not only for the individual, but the class as a whole.
School newsletters and publications include periodic reminders of the components of the Attendance Policy and these Procedures.
The Staff review the Attendance Policy and the accompanying Procedures at the beginning of each School year in order to clarify individual roles in its implementation. 
Roles and Responsibilities

Responsibility of the Principal
The Principal is expected to:

· ensure that monitoring regular attendance is a core School responsibility

· ensure there is an effective Policy for School attendance

· maintain a register of enrolments

· maintain an attendance register in a form approved by the Minister that must be made available for inspection during School hours by a Board inspector or by any authorised person

· provide clear information to students, parents and caregivers regarding attendance requirements and the consequences of unsatisfactory attendance

· ensure the School has effective measures in place to contact parents and caregivers when they have failed to provide a satisfactory explanation for an absence

· ensure that for students with attendance concerns, the learning and support needs of those students are addressed in consultation with parents and caregivers

· ensure that when any matter relating to School attendance where safety, welfare and wellbeing concerns for the student arise, required reports are made to the Family of Community Services, Child Protection Helpline on 132 111 

· ensure that School staff are trained to implement School Attendance Policy and Procedures and that personnel with delegated responsibility for maintaining attendance records are supervised

· ensure that all cases of unsatisfactory attendance, including part day absences are investigated promptly and School based factors affecting attendance are addressed
· ensure early identification of students at risk of developing poor School attendance patterns through strategies such as regular roll checks and consultation with class teachers
· ensure parents, caregivers, students and the School community are regularly informed of the importance of school and attendance requirements

· establish effective referral and support networks so that students whose attendance is identified as being of concern and their families can be connected to local external agencies 
· ensure communication, collaboration and information sharing occurs with other services and agencies to enhance the effectiveness of interventions with students and families
· manage any other child protection concerns underlying School attendance issues (including educational neglect) consistent with the Child Protection Policy and Procedures

· access the Mandatory Reporter Guide (MRG)  https://reporter.childstory.nsw.gov.au/s/mrg and select a decision tree that most likely matches the concern
· give consideration to the Mandatory Reporter Guide (MRG), specialist advice and professional judgement, where there are concerns about suspected risk of harm 

· establish procedures and structures to support teachers dealing with attendance problems and to promote and recognise good attendance

· consider an application, and where appropriate, provide a Certificate of Exemption for students to be exempt from attending school for up to a total of 100 days in a year or an exemption from enrolment

· determine whether or not applications for leave are in the student’s best interest and grant or decline leave.

Responsibility of the Deputy Principal Primary School (DPPS)
The Deputy Principal Primary School is expected to:

· oversee the overall responsibility for monitoring regular attendance of students

· promote and support the Attendance Policy and Procedures 

· provide support for staff implementing the Attendance Policy and these Procedures

· organise for correspondence to be sent to parents and caregivers when lateness and attendances are excessive and where explanation notes have not been submitted

· meet with parents and caregivers to discuss the absences and implement strategies that address the learning and support needs of the student with concerning attendance patterns 

· document any information in regards to the students non-attendance such as, student interviews and parent or caregiver contact meetings
· disseminate attendance information to Executive staff

· engage parents and caregivers in an attendance interview as part of the process in developing an attendance management plan

· liaise with outside agencies that support students who have attendance issues.
Responsibility of the Classroom Teachers
Regular attendance at School is essential if students are to maximise their potential. The School, in partnership with parents and caregivers, are responsible for promoting the regular attendance of students. While parents and caregivers are legally responsible for the regular attendance of their children, School staff, as a part of their duty of care, monitor part or whole day absences.

Teachers are expected to:

· accurately mark School rolls and monitor each student’s attendance and enter into Edumate
· mark sport rolls at the beginning and end of School sport sessions 

· follow up absences promptly 

· promote regular attendance at School through teaching and learning activities that acknowledge the learning and support needs of students
· notify the Principal/Primary School Deputy Principal if any students cannot be accounted for
· communicate high expectations for and acknowledge good attendance

· provide a caring teaching and learning environment which fosters students’ sense of wellbeing and belonging to the School Community

· provide work for the students to complete while they are absent due to illness, travel or suspension

· recognise and reward improved student attendance

· refer a student who is absent for three (3) or more consecutive days from class to the Deputy Principal Primary School (DPPS)

· report any other attendance concerns to the DPPS.

Responsibility of Parents and Caregivers
Parents and caregivers are expected to:

· ensure their children of compulsory school age are enrolled at School and that they attend every day the School is open

· notify the School in the morning (telephone, note, email) when their child is absent

· provide an explanation for absences by written note, or email to the School within seven (7) days from the first day of any period of absence

· work in partnership with the School to plan and implement strategies to support regular attendance at School

· provide a written explanation for lateness or early leavers

· arrange appointments and other commitments outside of School hours whenever possible

· apply to the School well in advance when they require an exemption for attendance or for extended leave for holiday or travel
· provide the School with updated contact details

· remain in constant communication with the School about any attendance concerns

· work with the School to resolve attendance issues that may arise and support any interventions that have been put into place to support the welfare of the student

· attend organised meetings with the Deputy Principal to develop and discuss attendance management strategies.

Responsibility of the Students

Students are expected to:

· be punctual to School and roll call which begins 8:35am (K-6)

· be punctual to all classes and attend all classes
· sign in at the School Administration Office if they arrive late to school
· attend School for the full time that instruction is provided unless illness, Principal approved leave or misadventure prevents their attendance

· provide timely written notification from parents or caregivers for any absences

· obtain written permission from home to leave early or start late

· be signed out in the Administration Office by parents or caregivers before leaving the School

· follow School attendance procedures

· take responsibility for completion of work missed out due to non-attendance
· obtain permission from their teacher to leave class if they feel sick or need to go to the bathroom.

Register of Enrolments
It is a statutory duty for class teachers to maintain accurate class rolls. These are legal documents and may be called for as evidence by a court.
Upon enrolment at St Euphemia College, the Primary School Secretary or the Administration Officer will ensure that the Enrolment Application Form has been correctly filled out and includes:

· the name of the student, their address, their age on enrolment
· any medical conditions 
· the date of enrolment 
· immunisation records
· the name and contact details of the parent, caregiver and emergency contact person
· for children older than six (6) years, previous school or pre-enrolment situation. 
The register of enrolments is a legal document held on a School database. Additional information required for the Primary Enrolment Register is the date a student leaves the School and the student’s destination. 
The register of enrolments must be maintained for a minimum of five (5) years before archiving.
Cease Enrolment
If the child leaves St Euphemia College to attend another School, a post destination must be confirmed and recorded in Edumate, which is maintained by the Administration Officers. 

Where the destination of a student below seventeen (17) years of age is unknown, evidence that the Department of Education (attendance@det.nsw.edu.au) has been notified of the student’s full name, date of birth, last known address, last date of attendance, parents’ names and contact details, an indication of possible destination, other information that may assist officers to locate the student, and any known work health and safety risks associated with contacting the parents or student. (Appendix 12) The Department will act on behalf of the Minister, through a Home School Liaison Officer (HSLO), who will attempt to locate the student and take appropriate action to ensure school attendance.

Attendance Codes

The Education Act 1990 (Section 24) requires that attendance registers (rolls) be maintained in a form approved by the Minister. These may be either manual or electronic rolls. (Appendix 5)
St Euphemia Primary uses a manual register. A set of mandatory codes is used consistently within the manual register. The manual register is marked by the teacher at approximately 9:00am. (Appendix 4)
Register of Daily Attendance - Maintenance of Rolls

Attendance rolls must be maintained on all days on which the School is open for instruction including School sport days, swimming carnivals, excursions and similar events. Only the approved codes listed in the Attendance Register Codes are to be used. (Appendix 4)
The following is a list of requirements:

· attendance register must reflect the highest professional standard
· written notes, records of verbal explanations, emails etc must be retained for two (2) years from the date of receipt

· rolls are to be retained for seven years from the date of the last entry. In a case where a student has a serious accident, all attendance records should be retained until the student reaches the age of twenty-five (25)
· information detailing a student’s absences each year, must be kept on the student’s record file until seven (7) years after the student has left

· the teacher who maintains the register is required to sign the register each day

· the teacher will ensure that explanations for absences have been received within seven (7) days

· school attendance is recorded on the roll at the commencement of the day

· the exception method is to be followed (marking absences only)

· in the case of late arrival or early departure, the precise time of arrival or departure is recorded (partial absences). This is also recorded automatically in Edumate.
· if an error occurs on a roll, a line is to be ruled through the existing entry and the correct entry made within seven (7) days of the absence. Correction tape must not be used
· manual attendance rolls must be stored in a secure location in each teacher’s room
· an attendance register must not be removed from the School premises unless there are exceptional circumstances eg fire

· a loss of roll must be reported to the Deputy Principal/Principal immediately. A new attendance register should be commenced immediately. Attendance information referring to the absences prior to the commencement of the new register must not be included. A notice signed by the Principal must be attached to the new attendance register
· at the end of each Term, the class teacher totals the absences for that period and includes them on the student’s file 
· a ‘B’ is to be used to represent any excursions, representative sporting activities such as carnivals, debating, chess or other School related business. Reference is to be made at the back of the roll. 
e.g. 10 March – IPSHA Swimming Carnival

· at the end of each School year, the rolls are collected by the Attendance Officer and stored in the School Administration Office. 

Arriving To School

Recognising that attendance has a direct effect on student learning outcomes and in an effort to ensure the wellbeing of all of our students, St Euphemia College administers and maintains registers and records of attendance in accordance with the 1990 Education Act.

All students must proceed directly into the School grounds on arrival each morning. Once arrived, they cannot leave the grounds unless signed out by a parent or caregiver.

All students must attend every timetabled lesson up until the end of the School day unless approved leave has been granted. 

The playground is unsupervised before 8:15am. Generally, the School commences at 8:35am and concludes at 3:10pm. Period 1 classes commences at 8.35 am and Period 6 concludes at 3:10pm. The School cannot take responsibility for children who are at School outside these hours unless they are attending approved out of hours School activities.

Morning Bell 

Students are expected to be on time to School. 

At 8:30am each morning, a warning bell is sounded to notify students to proceed to Morning Assembly. Students in Years K to 6 must line up in their class groups in the Undercover Area and proceed to class with their class teachers. The manual class roll is marked by the class teacher.

Sport Rolls 
School sport is an integral part of the curriculum. Specific sport rolls must be marked at the beginning and conclusion of each sports session in Years 3 to 6. 
Procedures for Monitoring and Following Up Absences
The School recognises that parent and caregiver involvement is vital to a student’s academic success.  Phone calls, letters, emails, student interviews, parent and caregiver meetings at School are employed to inform parents and caregivers of their child’s attendance status and proactively encourage cooperation in support of progress.  Copies of any letters sent home and documentation of interviews are placed in the student’s file.

Parents or caregivers are informed at the Parent Teacher Introductory Meeting held in Term 1, to advise the School if they know that their child will be away. If a student is absent without notification for three (3) days, attempts will be made by the class teacher or Administration Officer via a phone call or email, to contact the parent or caregiver. The roll will be marked as absent until the student returns and provides an explanation.

When a student is absent from School, a written explanation (note or email) must be provided to the School within seven (7) days detailing the reason for that absence. While initial notification can be made by phone, students must supply a written note on the first day of their return. The note should be dated, state the student’s name, note the dates and reason for any absence and be signed by the parent or caregiver listed on the student’s records. This note should be given to the Class teacher on the next day after any absence. 

Upon the student’s return and if no written explanation of an absence is provided, unexplained absences are followed up by the class teacher to seek an explanation from parents or caregivers regarding a justification for the absence. The class teacher issues the student with an Unexplained Letter. (Appendix 1) If no explanation is provided by the student within seven (7) days, the class teacher will again try to contact the parent or caregiver via phone call or email to get a verbal reason. If there is no response, the Attendance Register (roll) is marked with the code ‘A’ denoting an unexplained leave.

Excessive Absences

Students who have accumulated an excessive amount of absences are also identified for intervention. 

If a student continues to be absent for numerous days, efforts must be made to improve the child’s attendance. The class teacher will arrange an appointment to discuss the unsatisfactory attendance rate with the parent or caregiver and devise a plan to improve the student’s attendance. If this attempt fails to improve attendance, the Deputy Principal can request assistance from the School Counsellor to arrange a meeting to discuss the School’s concerns. If there is no improvement in the attendance rate of the child, the Principal and DPPS will meet with the parent or caregiver and devise an attendance management plan to improve attendances. (Appendices 3 and 13) The parent or caregiver, along with the child, may be asked to attend a Compulsory Schooling Conference. The conference will help to identify the support the child may need to have in place, so they attend school regularly.

Unsatisfactory attendance rate and unexplained attendances will continue to be monitored and if the above strategies do not work then further action will be taken. The School will contact the AIS Education Regulations and Program Implementation Team on (02) 9299 2845 for further support. 

Legislation under the Education Act 1990, requires action against parents/students who do not meet attendance requirements. Independent schools are supported in this process through the Department of Education’s legal branch and are also invited to obtain assistance in these matters from the AIS Education Regulations and Program Implementation Team on (02) 9299 2845. Class teachers must notify the Principal if students continue to have unexplained absences or an unsatisfied attendance rate.
As a mandatory reporter, the class teacher must complete the Mandatory Reporter Guide if the he/she is suspecting educational neglect and inform the Principal. Case numbers and outcomes are to be included in the student’s file. The teacher can access the Mandatory Reporter Guide at https://reporter.childstory.nsw.gov.au/s/mrg.
Unjustified Absences
If a parent or caregiver provides a note, stating a reason for an absence that may be unjustified, the teacher will discuss the absence with the Principal. The Principal may decline to accept an explanation that has been provided if they do not believe the absence is in the best interest of the student. The Principal will discuss this decision with the parent or caregiver and issue a letter stating that the reason they provided is not an acceptable reason and the absence on the roll will be noted as an ‘A’. (Appendix 11)
Medical Certificates

The Principal may request medical certificates or other documentation when frequent or long term absences are explained as being due to illness. The Principal may also seek parental permission to speak with medical specialists to obtain information to collaboratively develop a health care plan to support their child. If the request is denied, the Principal can record the absences as unjustified. Repeated unjustified absences will be monitored by the class teacher and reported to the Principal. This will then be followed up and advice will be sought from the AIS. (See Appendix 11)
Early Leave
If parents or caregivers need to collect their child from the School early, they are to report to the Administration Office.  Parents or caregivers will wait in Reception while the School Secretary collects the child. The parent or caregiver must sign their child out in the ‘Sign Out’ book kept in the Administration Office.
Partial Absences

Where students need to leave School for part of the day such as for an appointment, a note must be presented to the class teacher or emailed to the Administration Office at the start of the day. The accompanied child will be sent to the Office at the pre-arranged time. The time the student leaves and the reason why must be recorded at the back of the roll.

When a child needs to be collected from School early, the parent or caregiver must report to the Administration Office. 
If an unidentified person presents themselves to the School Administration Office to collect a student, the Secretary must contact the class teacher to see if a note has been provided for early leave. If no note has been provided the parent or caregiver must be immediately notified.
Lateness

While the School understands that lateness is sometimes unavoidable, it is important to develop in students the value of being punctual. Arriving at School and class on time ensures that students do not miss out on the important learning activities scheduled early in the day. It also helps students learn the importance of punctuality and routine and gives students time to greet their friends before class and therefore reduces the opportunity for classroom disruption. 
For security reasons, the School gates are locked at 8:45am. Students arriving after this time must enter through the School Administration Office or use the intercom system to gain entry.
Lateness is recorded in the class late book. Students who have accumulated five (5) incidents of lateness in a Term. It is also recorded on the students’ Semester Reports and Record cards. If a student continues to arrive late to School, the teacher must issue them with an ‘Excessive Lateness to School’ letter (Appendix 2). Arrangements must be made by the class teacher to discuss the excessive amounts of lateness with the parent or caregiver.
Holidays or Travel
Travel, either local or international, is no longer considered eligible for consideration as an exemption under the Exemptions from Attendance and Enrolment.

Parents and caregivers are required to complete an Application for Extended Leave – Vacation/Travel form (Appendix 9) at least two weeks prior to the requested travel period and it is at the Principal’s discretion to accept the reason relating to the travel request. Evidence of the travel including a travel itinerary or eticket must be attached to the application. 
If the reason for requesting leave is within the requirements of the Education Act and are in the student’s best academic interests, the Principal may grant the leave.

If the Principal accepts the application and agrees to grant a period of leave to the student then the Principal will complete a Certificate of Extended Leave - Travel (Appendix 10). Parents and caregivers will be issued with the original Certificate of Extended Leave (as they may be required to produce the Certificate on demand from the Department of Immigration) and a copy of the Certificate and the application will be kept on the student's file.

Any travel leave that the Principal does not consider to be in the student’s best interest may be declined and parents and caregivers will be notified in writing (Appendix 14).

There is no minimum or maximum time that a parent or caregiver may request leave for the student, however, if the leave request exceeds a school term, enrolment in Distance Education or another school may be considered. Since a student cannot be enrolled in more than one school at a time, enrolment in Distance Education would mean discontinuing enrolment at St Euphemia College and an application for leave would no longer be appropriate. 

Absences related to travel will be marked as 'leave' (L) on the roll and therefore contribute to the student’s total absences for the year.
If the Principal/Deputy Principal Primary School does not believe the absence is in the student’s best interests and does not accept the reason, the absence is unjustified and will be recorded as ‘A’.
The Principal may delegate this authority to the DPPS.

Exemptions from Attending School 
Section 25 of the Education Act (1990) gives the Minister specific powers related to certificates of exemption to the parents of children of compulsory school age from the requirements that they be enrolled at and attend a government school (or registered non-government school or be registered for and receive home schooling).

There are two types of exemptions: 

1. Exemptions from Attending School and 

2. Exemption from Enrolling in School (Appendix 6 – Exemption Guidelines, Appendix 15 - Application)
The Principal may grant an exemption from School attendance for periods totaling up to 100 days in a 12 month period for any one student (Appendix 7). The Principal cannot delegate this authority to any other teacher. Parents or caregivers who wish to apply for an exemption for attendance at school for their child, must request a form from the School Administration Office and return the completed form to the Principal within a week of the requested date for exemption.

The Principal will follow procedures as contained in Appendix 6 when granting exemptions from attendance at School.

For the purpose of our School, the exemption for attending School due to exceptional circumstances, employment in the entertainment industry, participation in an elite sporting activity or Direction under Section 42 D of the Public Health Act 1991, requires the parents to complete an ‘Application for Exemption for Attendance at School’. (Appendix 7)

Once these reasons have been approved by the Principal, a ‘Certificate for Exemption from Attendance at School’ must be issued to the parent or caregiver. (Appendix 8)
The Principal may grant full day exemptions from attendance at School for the following reasons:

· exceptional circumstances (including the health of the student where sick leave or alternative enrolment is not appropriate)
· the child being prevented from attending school because of a Principal’s direction under the Public Health Act 2010. (Note that in the case of an outbreak of a vaccine-preventable disease, the School is required to advise an unvaccinated student not to attend until advised to do so. The parent or caregiver is not required to complete an application for exemption)
· employment in the entertainment industry 
· participation in elite arts or elite sporting events (i.e. national/international sports events, elite programs run by national and international organisations, talent identification programs run by NSW Dept. Sport and Recreation)
For any other matter not covered by the above points, the Principal will consult the AIS Division Head, Education Regulations and Program Implementation.
The School roll is marked ‘M’ for the period of the exemption from attendance and this is not included in the School’s absence reporting.

Schools are to retain copies of all documentation relating to the exemption in the student’s file until the student reaches the age of 25, or for 7 years, whichever is greater, and then destroyed.

A Certificate of Exemption will not be approved where the student has been the subject of contact with a child protection report to Family and Community Services and/or there are unresolved issues concerning a risk of harm. 
Note: Parents and caregivers are not required to apply for an exemption in cases of the child being prevented from attending school because of a direction under the Public Health Act 2010.

Partial Day Exemptions

The Principal may grant part day exemptions from attendance at School for the following reasons:

· students participating in elite arts or elite sporting programs who are required to attend regular
· activities/training during school time 
· due to the requirements of a health care plan
· students participating in School programs
Parents and caregivers must make an application by completing an ‘Application for Exemption from Attendance’ form (Appendix 8). This must be made in writing and in advance. Parents and caregivers may seek assistance from the Principal when completing this form.
The attendance register must indicate part day exemptions with the code Pa/M.

School Based Strategies for Improving Attendance
The School’s goal is to identify students at risk for attendance as early as possible and to provide targeted intervention in support of improved attendance and achievement. Working collaboratively with students and their families is the best way to support the regular attendance of students at school. 

Below are strategies to help influence and improve attendance:

· promote and maintain high levels of attendance through whole school strategies

· regularly monitor attendance to identify patterns that may show a student or group is at risk of disengaging and investigate promptly
· consider student and family circumstances that may explain patterns of poor attendance and look at specific support

· Class teachers monitor their students’ attendance patterns and raise any concerns with the Deputy Principal 
· contact parents and caregivers where there is a pattern of attendance causing concern or the parent or caregiver has failed to provide a satisfactory explanation for an absence 
· clearly communicate School attendance expectations to students and their families, e.g. in the School Newsletters, School website, assemblies, Year meetings etc
· regularly evaluate the effectiveness of strategies implemented to reduce chronic absenteeism rates through staff meetings
· send commendation letters or awards to students for improved School attendance and perfect attendance
· ensure that the School is a place where students are excited to be, feel happy and safe, both physically and emotionally so that they engage in School - this not only leads to higher attendance rates but higher academic achievement
· maintain a positive culture so that students become more invested in their learning and enthusiastic about attending school
· make attendance an item for discussion in all School events including information nights, Teacher and parent/caregiver conferences and other opportunities to share goals with various stakeholders

· encourage parents and caregivers who have difficulty ensuring the regular attendance of their children to discuss this with the Deputy Principal Primary School
· review the appropriateness of the student’s educational program and make a referral to the Literacy Coordinator and Support Teacher to identify and implement strategies that address the learning and support needs for the student

· refer the student to the School Counsellor who will explore study skills, motivation and personal issues which may be the cause of the non-attendance
· request and share information and work collaboratively with other government or non-government agencies linking the student with appropriate support networks

· seek advice about culturally appropriate responses from relevant services and work collaboratively with them

· organise a meeting with the student and parents or caregivers and the Principal to develop an Attendance Improvement Plan (Appendix 13) where agreed actions are noted and goals are set to improve student attendance.

Attendance Improvement Meetings
Meetings with parents and caregivers are supportive rather than disciplinary, with a focus on positive and proactive solutions. While parents are reminded of their legal obligations under the Education Act 1990, the welfare of the student must be the focus of this consultation. 

The overall objective of the meeting will be to help identify strategies to support the student and their family. This will be done by:

· establishing a shared understanding of accountability and strategies for improving attendance

· ensuring parents and caregivers are aware of the absences and fully appreciate the educational implications for the student

· identifying the reasons for the absences

· exploring any factors preventing attendance or participation

· identifying appropriate attendance improvement strategies

· documenting which improvement strategy has been selected, with clear discussion about the ways in which it will be monitored and when it will be reviewed

· developing an agreement with the student detailing the intervention strategy and expectations explaining the possible consequences of repeated non-attendance

· identifying if other agencies are involved with the family and liaising with them when a student’s attendance is of concern and where it is determined that the issues impacting on attendance are outside of the role of the School to address in isolation
Where Intervention Has Been Unsuccessful - Further Action that may be Pursued
Compulsory Schooling Undertakings

The Principal may make schooling arrangements with one or more parent or caregiver of a student that includes a written ‘undertaking’ by the parent or caregiver with respect to compulsory schooling for the student (a ‘compulsory schooling undertaking’). The arrangements may be made before, during or after a conference. 

· Undertakings deal with specific issues contributing to the habitual absence. Examples may include that:
· transport will be provided to get the student to School
· an alarm clock will be used and the student will be out of bed at a set time
· the parent or caregiver will attend drug and alcohol counselling sessions
· The School will keep signed undertakings and a copy provided to the parent or caregiver.

· A compulsory schooling undertaking is admissible in evidence.

Compulsory Schooling Conferences
Parents and caregivers (and sometimes the student) may be asked to attend a Compulsory Attendance Conference which will be run by a trained conference convenor. The aim of the conference is for the School, parents and caregivers (and sometimes the student) and other identified agencies to further identify the issues that are affecting the student’s attendance. The outcome of a compulsory attendance conference is for the parties to agree to certain actions to improve the student’s attendance. 

The Principal or their Delegated Authority will attend the conferences because it is important that the School continue to support students and their families during these processes. 
Assistance with this, can be provided by contacting the AIS Student Services Team.
Legal Action

Where Attendance Improvement Plans and Compulsory Schooling Conferences have failed to restore attendance, NSW legislation requires that consideration be given to legal action against the parent, caregiver or student. 

a. Compulsory Schooling Order. - Application for a Compulsory Schooling Order to the Children's Court can be considered where previous measures have been unsuccessful in improving student attendance. It is an extension of efforts aimed at addressing any welfare issues deemed to be adversely affecting a student's attendance at school. The Application to the Children's Court can also include an application for a Court Ordered Attendance Conference. 

b. Prosecution in the Local Court – This is only undertaken when all other avenues have been exhausted, or where there is no likelihood of an Application to the Children’s Court rectifying unsatisfactory attendance. An action for breach of a Compulsory Schooling Order issued in the Children’s Court must be undertaken in the Local Court. Penalties for these offences carry a maximum fine of $11,000.

Police

· Police officers are authorised to act as attendance officers under Section 122 of the Education Act 1990.
· Police and Departmental personnel conduct regular Joint Anti-Truancy initiatives (JATS) targeting truancy.
Report to Family and Community Services - Students at Risk

The Children and Young Persons (Care and Protection) Act 1998 has requirements about determining if there is a risk of significant harm. 

· Where there are concerns that a child or young person is habitually absent, in addition to following the policies and procedures for School attendance, all staff will consider whether the habitual absence places the child or young person at suspected risk of harm and where there are concerns that it does, convey these concerns to the Principal. 

· The Mandatory Reporter Guide has been developed to assist staff in making decisions about the nature and seriousness of child protection concerns and what action should be taken in response to these concerns. This guide can be accessed at https://reporter.childstory.nsw.gov.au/s/mrg
· The Principal will also refer to the requirements under the Keep Them Safe legislation in relation to determining whether there is Risk of Significant Harm.

Notify CCYP

If, and when, a range of School interventions has been unsuccessful, students with significant absenteeism may be reported to the CCYP (Neglect of Educational Needs) by the Principal or the Deputy Principal.

Whereabouts Unknown
When the whereabouts of a child or young person of mandatory school age is unknown or the enrolment destination is unknown, the Principal will use the form ‘Student Enrolment Destination Unknown Notification’ to notify the Department of Education (Appendix 12). The Department will act on behalf of the Minister, through a Home School Liaison Officer (HSLO), who will attempt to locate the student and take appropriate action to ensure school attendance.

The following details need to be completed on the form:

· student’s full name

· date of birth

· last known address

· last date of attendance

· parents’ names and contact details

· an indication of possible destination

· what efforts the school has made to locate the child

· other information that may assist officers to locate the student

· any known work health and safety risks associated with contacting the parents, caregivers or student

Schools should also consider notifying the Police Liaison Officer, or if there is also a history of anti-social and extremist behaviour, notifying the non-government School Safety and Response Hotline (1300 495 051).

Regular Backup of Attendance Data

The School is legally responsible for ensuring that attendance records are maintained in an approved format and are an accurate record of student attendance. Furthermore, the School must retain attendance records for seven (7) years. Attendance data is stored online on the Edumate platform and physical copies of attendance data can also be stored offsite. 

Retrieval of Attendance Data

Attendance and enrolment data must be kept secure, and measures have been taken to prevent unauthorised access to physical copies of the data. However, there are instances where attendance historical data must be made available on request from parents and caregivers or other legal agencies.

Appendix 1 – Unexplained Absence
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


UNEXPLAINED ABSENCE 
Dear Parents/Caregivers,
Our records show that ___________________________________ of Class _________   was absent from school on the dates shown below and no satisfactory explanation has been received.

The Education Reform Act 1990 requires every student enrolled at school to attend on each day that instruction is provided unless prevented by sickness or another valid reason.

Please provide an explanation for the unexplained absence(s) below and return the bottom portion to the class teacher as soon as possible. 

If you wish to discuss this matter, please arrange an appointment through the School Administration Office on 9796 8240.

Ms Xanthoudakis

Primary School 
Deputy Principal
Please cut along this line and return the bottom section to school

Student’s Name : ___________________________________________________ Class: __________

Unexplained absence date(s):   ________________________________________________________
Reason(s): 
_________________________________________________________________________________
_________________________________________________________________________________
Parent’s/Caregiver’s Signature: _______________________________________________________

Appendix 2 – Student Punctuality
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


STUDENT PUNCTUALITY
DATE: ___________________________

STUDENT’S NAME: _______________________________________Class: ___________

While the School understands that lateness is sometimes unavoidable, it is important to develop in students the value of being punctual. Late arrival to school can disrupt the learning of the individual and others.

Your child has been arriving to school late (as per the dates specified below).  

DATES LATE:      ______________

                               ______________    
                               ______________
   
                               ______________
    ______________
It is expected that all students will be at school by 8:30am to avoid disruptions to the teaching program, which affects all students in the class.
Your cooperation in this matter is appreciated.
Please make an appointment to discuss the School’s concerns with your child’s class teacher as a matter of urgency.
Yours sincerely,
Ms Xanthoudakis

Primary School 
Deputy Principal
Appendix 3 – Excessive Absences
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Date: _______________________________
Dear _______________________
I refer to the attendance of your child ___________________ in Year __________. 

At a recent meeting with the class teacher, ___________’s pattern of attendance was reviewed and despite the school implementing a number of strategies ___________________’s lack of attendance remains a concern. 

Regular attendance at school is essential if ____________ is to achieve their best educational outcomes. The School is committed to working with you to address the issues which are preventing _______________ from fully participating in the School.

The School would like to meet with you to formulate an Attendance Improvement Plan. This is an opportune time to attempt to resolve your child’s attendance issues and develop a plan that aims to restore your child’s regular attendance at School.

I would like to remind you that The Education Act (1990) requires parents to ensure that children of compulsory school age attend school each day it is open for instruction. If you do not meaningfully engage in the Attendance Improvement Plan, or there is no improvement in _____________________’s attendance during this time, the school may need to pursue further action such as a Compulsory Schooling Conference.

It is important that we work together to improve ________________’s attendance at School. Please arrange an appointment with the Primary School Deputy Principal to discuss this matter as a matter of urgency. Appointments can be made through the School Administration Office on 97968240. 

Yours sincerely, 
Appendix 4 – Attendance Register Codes

Schools are required to have policy and procedures to monitor regular attendance and to ensure that records are current, accurate and accessible. The procedures should reflect how attendance is marked, followed up and records maintained at that particular school.

The symbol ‘X’ is to be used for the first and last day that the student attended for each term.

Schools must use the following symbols to record an absence or variation in attendance, in addition to the appropriate attendance register code shown on the following pages. 

	Symbol
	Meaning

	a
	The student was absent for the whole day

	Pa
	The students was late or was absent for part of the day. The time of arrival or departure must be recorded.


NESA requires that the register of enrolments must be retained for a minimum of five (5) years before archiving. 

The register of daily attendance must be retained for a period of seven (7) years after the last entry was made.

Attendance Register Codes – Explanation of Student Absence

The following attendance register codes are to be used to record the explanation of student absence and are counted for statistical purposes. 

	Symbols to be used for explanation of student absence

	Symbol
	Meaning
	Notes



	A
	The student’s absence is unexplained or unjustified. This symbol must be used if no explanation has been provided by parents within seven days of the occurrence of an absence or the explanation is not accepted by the principal

It is at the principal’s discretion to accept or not accept the explanation provided.


	To be also used if the principal does not accept that an absence (e.g. for extended leave/travel during school term) is in the student’s best interests and that the reason is unjustified.

	S
	The student’s absence is due to sickness or as the result of a medical or paramedical appointment. In these cases:

-
a medical certificate is provided or

-
the absence was due to sickness and the principal accepts this explanation. Principals may request a medical certificate in addition to explanations if the explanation is doubted, or the student has a history of unsatisfactory attendance.
	


	L
	An explanation of the absence is provided which has been accepted by the principal. This may be due to:

-
misadventure or unforeseen event

-
participation in special events not related to the school

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

-
attendance at funerals

-
travel in Australia and overseas

-
recognised religious festivals or ceremonial occasions.
	Note that this code is to be used if the reason for the absence (e.g. extended leave/travel) is accepted by the principal. 

The principal may consider an Application for Extended Leave/Travel from parents, and provide a Certificate for Extended Leave/Travel, if approved.

	E
	The student was suspended from school
	


Attendance Register Codes – Variation in attendance
Only the following attendance register codes must be used to record a variation in attendance – they are not counted as an absence for statistical purposes. In addition to recording the reason for a variation in attendance, the duration of the variation must be recorded.

	Symbols to be used for explanation of student absence


	Symbol
	Meaning
	Notes

	M
	The student was exempted from attending school and a Certificate of Exemption has been issued by a delegated officer.
	

	F
	The student is participating in a flexible timetable and not present because they are not required to be at school. This could include participation in:

-
HSC Pathways Program

-
Best Start Assessments

-
Trial or HSC examinations

-
VET courses
	The “F” code is no longer only for senior students participating in a flexible timetable. 

The code should also be used in independent schools for students attending external tutorial centres and other programs that are school authorised.

	B
	The student is absent from the school on official school business. This symbol is recorded where the principal approves the student leaving the school site to undertake, for example:

-
work experience

-
school sport (representative events)

-
school excursions

-
student exchange

	The ‘B’ code is used for sport when the student has been selected to represent the school at an event.

If the student is participating at an elite level (state or national squads), consideration may be given to an Exemption from Attendance (Elite Sports/Arts)

	H
	The student is enrolled in a school and is required or approved to be attending an alternative educational setting on a sessional or full time basis.

The symbol is recorded where a student accesses education settings separate to their mainstream school such as:

-
tutorial centre and programs

-
behaviour schools

-
juvenile justice

-
hospital schools

-
distance education
	In most cases this code will only be used by government schools, with the exception of students from non-government schools attending hospital schools.

The “F” code, not the “H” code is to be used by independent schools for students attending external tutorial centres and programs that are school authorised.


 Appendix 5 – Roll Marking Procedures

1. Class Rolls must always be marked accurately. The Principal is required to maintain an attendance register (roll) in a form approved by the Minister (Education Act 1990 Section 24).

2. Teachers should be conversant with the School’s Policy and Procedures.

3. Parents or caregivers should be informed that it is their responsibility to:

· ensure that their child attends school regularly

· explain the absences of their children from school promptly.

4. The first and last day of attendance each term should be marked with an ‘X’.

5. The exception method (marking absences only) is to be followed as shown:

· place a lower case ‘a’ in the day’s column against the name of the absent student at the   

       time

· when the declaration of student attendance is made

· subsequently, when the declaration regarding the nature of leave is made, either

       A, S, L, E, M, F, B or H is written above the ‘a’, for example

                          A   S   L   E   M   F   B   H

                          a    a    a    a   a     a    a    a

6. The following entries should be made:

· First and last day of attendance each term (see 4)…………………………………………........X

· Absence declared (absence included in absence return)…….......................................................a

· Absence for part of a day (see 11)……………………………………………………………….P

· Absence unexplained after 7 days or unjustified…………………………..................................A

· Absence on official school business (absence not included in the absence return)……………..B

-      Absence due to suspension (absence included in the absence return)…………………………..E


-
student participating in Best Start Assessments………………………………………………….F

             -      Absence from school due to attendance at a specialist educational setting (absence not


included in absence return)…H ( for the purpose of St Euphemia College ……………………..F
-      Absence with leave - reason accepted by the Principal (absence included in absence return)…..L 

-      Absence with approved exemption (absence not included in absence return)…………...……...M

-      Absence owing to sickness or as a result of a medical appointment (absence included 

in absence return) …………………………………………………………………...…………...S

-      Public holidays and other days on which the school is not open for instruction are indicated by a 
vertical broken line in the column of the day.

7. No codes other than a, A, S, L, E, P, M, F, B or H are to be used in marking the roll.
8. The symbol ‘B’ is used where a student is absent from the school site on official School business. This may include work experience, school sport (regional and state carnivals) and School excursions.
9. Absence of a Year 11 or 12 student on an approved flexible timetable must be recorded in the same manner as other students. However, scheduled days or periods on non-attendance must not be marked as absences. An F should be recorded for the day.

10. Under Section 25 of the Education Act 1990, the Minister may grant a Certificate of Exemption. This power is delegated, subject to the Guidelines of the AIS website, to the Principal, in relation to granting of an exemption from school attendance for periods totalling up to 100 days in a 12 month period for any one student. An M should be recorded for the day.
11. Absences on occasion (i.e. part of a day) or unjustified lateness is shown by placing a ‘P’ next to ‘a’ in the day’s column against the name of the student when the absence is determined. When the reason for the part absence is determined, either A, S, L, E, M or B is to be placed above the ‘a’.

A    S    L   E    M   B

Pa  Pa  Pa  Pa   Pa  Pa

Details of Partial Absences i.e. times and dates are to be recorded in the ‘Details of Absences on Occasions’ which follows the Term 4 section of this roll. Partial absences are not included in tallies of absence returns.
12. The number of absences for each student are to be counted and recorded at the end of each term. Exemptions (M), flexible timetable (F), official school business (B), absence from home school due to attendance at a specialist education setting (H) and partial absences (Pa) are not to be included in tallies and Absence Returns.
13. Special Notes or comments such as ‘speech therapy Tuesdays’ or ‘medical history - no exertion’ should be made at the back of the roll. Confidential notations should not be included.
14. The Attendance Register must be available for inspection during school hours by a Board Inspector or by any authorised person, who may require the Principal to furnish a copy of the register or any part of it. (Education Act 1990 Section 24 (2)).
 Appendix 6 – Guidelines for Exemption from School  
1.1. Introduction
1.1.1. A child may be exempt from being enrolled at and attending school if the Minister or delegate is satisfied that conditions exist which make it necessary or desirable that a Certificate should be granted. A Certificate of Exemption may be given subject to conditions and limited to a period specified in the certificate.
1.1.2. A Certificate of Exemption must only be granted when it has been clearly demonstrated by the applicant that an exemption is in the student’s best interests in the short and long term. Alternatives to exemption should have been fully explored. 
1.1.3. In these Procedures the term ‘parent’ or ‘parents’ includes any person or persons having the custody or care of a child.
1.1.4. A Certificate of Exemption should not be approved where the student has been the subject of contact with a child protection report to Family and Community Services and/or there are unresolved issues concerning a risk of harm. Prior to granting a Certificate of Exemption a risk assessment should be completed to identify and manage risks.

1.1.5. If parents request authority not to enrol their child, this must be considered an application for exemption from enrolment.

1.2.
Authority to grant exemptions
1.2.1. Under Section 25 of the  Education Act 1990, the Minister may grant a certificate of Exemption. This power is delegated, subject to these Procedures, as outlined in the following table:
	Powers – Exemption from
Attendance at School
	Delegates
(Note: Delegates cannot delegate)

	Exemption from school attendance for students engaged in employment in approved entertainment industry activities up to 100 days in a twelve month period for any one student.
	Principal

Note: In large scale productions or for long term commitments to such a production the application may be referred to the Minister’s Delegate via the AIS Division Head, Education Regulations and Program Implementation.

It is also possible for employers in such cases to make one direct application for all students to the Minister’s Delegate at the Department of Education.

	Exemption from school attendance for students participating in elite arts or elite sporting events* up to 100 days in a twelve month period for any one student.

* Refers to national/international sports events, elite programs run by national and international organisations, talent identification programs run by NSW Dept Sport and Recreation 
	Principal

	Exemption from school attendance totalling up to 100 days in a twelve month period for any one student, including part time exemption.
	Principal

	Exemption from school attendance totalling 100 days or more in a twelve month period for any one student.
	The Minister’s Delegate at the Dept Education, who has requested applications to be forwarded via the sector representative - the AIS Division Head, Education Regulations and Program Implementation.

	For periods exceeding the delegate’s authority the application should be referred to the next most senior delegate.

	Powers – Exemption from Enrolment at School
	Delegates
(Note: Delegates cannot delegate)

	Exemption from enrolment - Age
	The Minister’s Delegate at the Dept Education, who has requested applications to be forwarded via the sector representative - the AIS Division Head, Education Regulations and Program Implementation.

This includes the case where parents apply for a delayed start to school for a child about to turn 6.

	Exemption from enrolment - Health, learning or social needs or disability
	

	Exemption from enrolment - Completion of Education under Special Circumstances- for apprenticeships and traineeships only
	Principal

	Exemption from enrolment - Completion of Education under Special Circumstances- not an apprenticeship

or traineeship
	Please complete form on the BOSTES website: http://www.boardofstudies.nsw.edu.au/policy- research/pdf_doc/application-completion-y10- special-circumstances-not-apprenticeship.pdf




1.3.  General principles
1.3.1. Procedural fairness must be accorded to an applicant. If the principal is considering refusing granting an exemption, the parent should be given an opportunity to respond to the delegate’s concerns before a final decision is made. This opportunity should be offered to the parent in writing.

1.3.2. If an applicant wishes to appeal against a decision made by a principal, the school‘s complaints and grievances policies and procedures would apply and/or the applicant may appeal to the Minister’s Delegate.
1.3.3. For most exemptions parents make an application by completing an Application for Exemption from Attendance/Enrolment at School. This must be made in writing and in advance. Parents may seek assistance from the principal when completing forms.
1.3.4. The parent is not required to apply for an exemption in cases of the child being prevented from attending school because of a direction under the  Public Health Act 2010. 
1.3.5. If there is any case where there are circumstances that may not be considered by these Procedures and an exemption appears to be in the best interest of the child, the case should be referred to the AIS Division Head, Education Regulations and Program Implementation prior to an exemption being granted.
1.3.6. A principal can cancel the Certificate of Exemption where they identify circumstances that they believe warrants this action. For example, where the conditions attached to the exemption are not being met or cease to apply.

1.3.7. Schools are to retain copies of all documentation relating to the exemption in the student’s file until the student reaches the age of 25, or for 7 years, whichever is greater, and then destroy.

2.
Exemption from Attendance at School
2.1.
Reasons for granting full day exemptions from attendance at school
2.1.1. Principals may grant exemptions due to:
· exceptional circumstances (including the health of the student where sick leave or alternative enrolment is not appropriate)

· the child being prevented from attending school because of a principal’s direction under the  Public Health Act 2010. (Note that in the case of an outbreak of a vaccine-preventable disease, the school is required to advise an unvaccinated student not to attend until advised to do so. The parent is not required to complete an application for exemption)
· employment in the entertainment industry 
· participation in elite arts or elite sporting events (i.e.  national/international sports events, elite programs run by national and international organisations, talent identification programs run by NSW Dept Sport and Recreation)

For any other matter not covered by the above points, the principal should consult the AIS Division Head, Education Regulations and Program Implementation.
Note: Students travelling during school terms are not to be exempt. If the principal accepts the reason then leave is granted and the ‘L’ code should be used, consistent with the implementation of National Standards for Student Attendance Data and  Attendance Register.
2.1.2. The  attendance register must indicate full day exemptions with the code ‘M’.
2.2.
Reasons for granting part day exemptions from attendance at school
2.2.1. The  Education Act 1990 gives the Minister or principal the power to grant a Certificate of Exemption from the requirement to attend school during the times specified in the Certificate.
2.2.2. For students participating in elite arts or elite sporting programs (i.e. national or international sports events, camps run by national or international sports organisations, national sports squads and talent identification programs run by the NSW Department of Sport and Recreation) who are required to attend regular activities/training during school time the appropriate application must be completed and submitted to the principal for approval prior to commencing the program. 

2.2.3. For part day exemption due to the requirements of a health care plan, the principal should seek the parents’ consent to obtain information from health professionals responsible for the health care of the child and prepare forms relating to exemption from attendance. 
2.2.4. Students participating in school programs may be granted part day exemptions for periods of time not exceeding the equivalent number of full school days. Close monitoring of exemption periods is necessary so that the approval period is not exceeded.
2.2.4. Participation in such school programs must be approved by the principal. 
2.2.5. The attendance register must indicate part day exemptions with the code P/M.

3.
Exemption from Enrolment at School
3.1.
Reasons for granting exemptions from enrolment at school
3.1.1.
The Secretary of the Department of Education, may grant such exemptions on behalf  

                of the Minister, due to:
a) age, where a child turns six years on or after 1 October or later in a school year and is engaged in:
•
full time preschool education at an accredited preschool for the remainder of that school year

•
full or part-time accredited preschool programs for students with disabilities leading to enrolment and full-time attendance at a government or registered non-government school not later than six months after the child’s sixth birthday
Note: The delegate will require proof of enrolment or participation in the preschool and the child should be involved in a transition-to-school program as a condition of their exemption
b) the health, learning or social needs or disability of a child necessitating the continuation of an individual program supported by medical specialists not longer than six months after the child’s sixth birthday
Note: The delegate will require a statement in support of the exemption from the child’s medical specialist and the child should be involved in a transition-to-school program as a condition of their exemption
3.1.2. Principals may grant exemptions to students from the requirement to be enrolled in school provided approval has been given by the Commissioner for Vocational Education, State Training Services, to their entering a full time apprenticeship or traineeship. This applies to students who have completed year 9 and before they have completed Year 10. Such exemptions should only be granted where the:
· principal considers that the student is a suitable candidate to complete his or her education through an apprenticeship or traineeship

· student’s parents give permission for this to occur
· principal has sighted a full time apprenticeship or traineeship contract signed by the employer and a summary training plan authorised by the Registered Training Organisation
· employer agrees to notify the Department of Education (through the Principal) if the apprenticeship or traineeship is abandoned before the student turns 17
· apprenticeship or traineeship is approved by the Commissioner for Vocational Training, State Training Services as suitable for the young person and the training contract attains ‘registered’ status following the probationary period. Where approval is granted by the principal and the Commissioner subsequently notifies the student of his or her decision not to approve the contract following the probationary period the approval and the exemption will be cancelled. The student’s parents must then take steps to comply with their compulsory schooling obligations.

Note: if the student does not complete the apprenticeship or traineeship, he or she will not have completed Year 10. They will be legally required to complete Year 10 under another pathway of the Education Act (1990), for example, by returning to school or seeking enrolment in TAFE NSW

4.
Issuing Certificates of Exemption from Attendance or
Enrolment at School
4.1.1. On approval, a Certificate of Exemption must be issued and:
•
include any specific conditions that apply to the exemption
•
state that the exemption may be cancelled if any such conditions are not met or cease to apply

•
specify dates for which the exemption has been granted, including hours of program participation if a part day exemption period applies
4.1.2. The original Certificate of Exemption will be provided to the parents.

4.1.3. A copy placed in the student’s file. For exemption from enrolment a copy of the Certificate of Exemption will be provided to the school on subsequent enrolment and must be placed in the student’s file.

Appendix 7 – Application for Exemption from Attendance at School
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Application for Exemption from Attendance at School
To be completed by the student’s parents or caregivers.
Student Details
Family name: _________________________________ Given name(s): ______________________________ 

Age: ___________ Date of birth: ________________________ 

Address: _________________________________________________________________________________
_______________________________________________________________ Postcode: _________________

Date of exemption applied for: _________________ to: ____________________ 

Number of school days: ___________

Reason for application for exemption: 





      
    Please tick:     √

	Exceptional domestic circumstances
	

	Other Exceptional Circumstance
	

	Direction under Section 42D of the Public Health Act 1991
	

	Employment in entertainment industry/participation in elite sporting event for short periods of time i.e. for one or two days, and at short notice
	


Please provide more detail about the reason for the application for exemption here:

_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
NOTE: Where the reason for application for exemption includes long term travel arrangements of more than 20 school days, copies of travel documentation should be included with the application.

DETAILS OF PRIOR/CURRENT EXEMPTIONS (if applicable)

Date of prior/current exemption from: ____________________to: _______________________
Number of school days: __________

Copy of Certificate of Exemption attached: (Please tick one box)       Yes □   No □

PARENT DETAILS

Family name: ____________________________ Given name(s): ___________________________________

Address: ______________________________________________________________________________________ 

_______________________________________________________ Postcode: _________________________
Telephone number: __________________________ Relationship to student: __________________________
As the parent of the above mentioned student, I hereby apply for a Certificate of Exemption from attendance at school, under the Education Act 1990. I understand that if the exemption is granted:

	· I am responsible for his/her supervision during the period of exemption 

· the exemption is limited to the period indicated 

· the exemption is subject to the conditions listed on the Certificate of Exemption 

· the exemption may be cancelled at any time. 

I declare the information provided in this application for a certificate of exemption is to the best of my knowledge and belief accurate and complete. I recognise that should statements in this application later prove to be false or misleading any decision made as a result of this application may be reversed. I further recognise that a failure to comply with any condition set out in the exemption may result in the exemption being revoked. 


Signature of applicant/s: _______________________________________Date: ________________________
To be completed by the Principal where the exemption period requested exceeds 100 school days and forwarded to the delegate responsible for approval.
Prior to forwarding this application for exemption from attendance at school to the delegate responsible for issuing the Certificate of Exemption (See page 4, Guidelines for Exemption from School), the Principal should complete the following advice for the delegate. 

I recommend that this application from attendance at school is (Please tick one box ): 

Granted 

Not granted 

Please provide more detail here (if required): 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Principal’s name (please print): _______________________________________________________________ 

Telephone number: _______________________________________ 

Signature of Principal: ____________________________________ 

Date: ________________________ 

Note: Please complete the Certificate of Exemption from Attendance at School if exemption is granted.


Appendix 8 – Certificate for Exemption from Attendance at School
	      St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Certificate for Exemption from Attendance at School 
under Section 25 of the Education Act 1990
STUDENT DETAILS 

Family name: ___________________________________ Given name(s): ____________________________
Date of birth: __________________________
Address: ________________________________________________________________________________________
___________________________________________________________ Postcode: _____________________
Date of exemption from: ________________ to: ________________
Reason for the exemption: 

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
Conditions of the exemption (note: for a part day exemption the hours of program participation must be specified, including the plan to have the student attend school full time). 

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
It has been explained to the parent of the above mentioned student that they are responsible for his/her supervision during the period of exemption. 

The parent understands that this exemption is limited to the period indicated, acknowledges that the exemption is subject to the conditions listed and that the exemption may be cancelled at any time. 

Signature: ________________________________________________________ Date: _________________
This certificate has been issued without alteration and must be produced when requested by police or other authorised attendance officers

Appendix 9 – Application for Extended Leave – Vacation/Travel
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Application for Extended Leave – Vacation/Travel
NOTE: PART A – is to be completed by the student’s parent or caregiver and returned to School Principal/Deputy Principal Primary School.

Please complete table below with details of all students associated with the period of travel: 
	FAMILY NAME
	GIVEN NAME
	DOB
	AGE
	GRADE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Student address:
_____________________________________________________________________________
  _______________________________________________________________Postcode:______
Dates of extended leave applied for: From: ________________ to ________________
Number of school days: 
 

Reason for travel: 


Relevant travel documentation such as an e-ticket or itinerary (in the case of non-flight bound travel within Australia only) must be attached to this application.


Date of prior exemption/extended leave: From:
_____________ to _____________.
Number of school days: 


Copy of Certification of Exemption/Extended Leave – Travel attached (Please tick () Yes 
 No 

  Family Name:  _________________________ Given Name:______________________
Address: ______________________________________________ Postcode: ________
Telephone number: __________________ Relationship to student: ________________
As the parent and applicant, I hereby apply for a Certificate of Extended Leave - Vacation/ Travel and understand my child will be granted a period of extended leave upon acceptance by the principal
I understand that if the application is accepted:

· I am responsible for his/her supervision during the period of extended leave
· The provided period of extended leave is limited to the period indicated

· The provided period of extended leave is subject to the conditions listed on the 
Certificate of Extended Leave-Vacation/ Travel
· The period of extended leave will count towards my child’s absences from school
I declare the information provided in this application is to the best of my knowledge and belief; accurate and complete. I recognise that should statements in this application later prove to be false or misleading any decision made as a result of this application may be reversed. I further recognise that a failure to comply with any condition set out in the Application for Extended Leave- Vacation/ Travel may result in the provided period of extended leave being cancelled.
Signature of parent/caregiver:  


Date: ____________________


I accept this Application for Extended Leave - Vacation/ Travel 

(Please tick one box ): 

Yes 
No 
Please provide more detail here (if required):

_ 


Signature: __________________________________________  Date: __________________

Note:  Please complete the Certificate of Extended Leave – Vacation/Travel if requested leave is to be approved.
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Appendix 10 – Certificate of Extended Leave – Vacation/ Travel
Certificate of Extended Leave – Vacation/Travel

The student/s whose details appear below has been provided a period of extended leave from school for the purpose of travel.

Note: Where an application is made by a parent with more than one child a separate copy of this Certificate should be placed in each student’s file.


Please complete table below with details of all students associated with the period of travel: 
	FAMILY NAME
	GIVEN NAME
	DOB
	AGE
	GRADE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Student address:  ___________________________________________________________________
________________________________________________________   Postcode:  _______________
Dates of extended leave applied for: From:  ________________  to
________________.
Number of school days: 
 

Reason for providing the period of extended leave – vacation/ travel: 
____________________________________________________________________________________________________________________________________________________________________

Conditions applicable to providing the period of extended leave – vacation/ travel:
____________________________________________________________________________________________________________________________________________________________________
The parent acknowledges that the period of extended leave is limited to the period indicated and acknowledges that the provided period of extended leave is subject to the conditions listed.

Signature:___________________________________________________ Date:_________________
This certificate has been issued without alteration and must be produced when requested by police or other authorised attendance officers.
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Appendix 11 – Unjustified Absence
Dear ______________________________________,
The Education Reform Act 1990 requires every student enrolled at School to attend on each day that instruction is provided unless prevented by sickness or another valid reason.
_________________________________, was absent from School on _______________________. The absentee reason 

you have stated is not acceptable and the absence will be recorded as unjustified/unexplained.
If you wish to discuss this matter, please arrange an appointment with your child’s class teacher through the School Administration Office on 9796 8240.

Ms Xanthoudakis

Primary School 

Deputy Principal

	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Appendix 12 - Student Enrolment Destination Unknown Notification

[image: image1.emf]
Notification

 This form has been prepared to provide a Department of Education Home School Liaison Officer (HSLO) with details where the enrolment destination of a student of compulsory school age is unknown. 

Name of School: 
Location of School: 
School contact details: 

Student Details 
Student Name: 
Date of Birth: 
Last known address: 
Last day attended: 
Has the student enrolment been withdrawn and parent notified (date): 
Parent Details 
Parent Name(s): 
Contact details: 
Further information 
Possible destination: 

	Other relevant information: 

	Any risks associated with contacting the student or parent? 



	Outline what efforts the school has taken to locate the child/children 



Principal Name: 
Principal Signature: 






Date


	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


 Appendix 13 – Attendance Improvement Plan
                     Student Attendance Improvement Plan
St Euphemia College understands that student achievement starts with attendance. Regular attendance is essential for students to maximise the learning opportunities provided to them and is necessary in order to demonstrate completion of course outcomes.
Attendance is a shared responsibility between the School, parents, caregivers and students.

Conference Date: _______________




Total Absences______    ( ______   explained ______  unexplained) number of school days
	Student Name:                              

	Year: 
	Percentage Absence:  


Intervention Strategies:

The following strategies will be used to improve attendance: 
	Issues/ Reasons given for excessive absences
	Responsibilities of the Student
	Responsibilities of  the 

parents or caregivers
	Responsibilities of the 

School

	
	The student will:

· take the necessary steps to ensure that he/she is awake and ready for school

· attend school daily and be absent only for valid reasons

· provide written reasons and/or medical certificates for all absences

The student has signed an attendance contract (see attached).


	The parent/caregiver will:

· make sure that the student is up and prepared for school each day

· make sure the student has transportation to and from school each day

· notify the School by phone or email when the student is absent

· send written explanation and/or medical certificate when the student is absent for a valid reason


	The School will:

· Monitor student’s attendance at school.

· Review and update the Attendance Improvement Plan as appropriate.

· Provide counselling for the student in support of the student reaching their goal.

· contact the parent or caregiver by letter, email or phone to notify them of the continued absences

· refer the matter (as a last resort)  to the appropriate outside agency (i.e. FaCS, CCYP)



TU Check-in and Review Date:_____/_____/______ 

Agreement: 

I understand that I must meet the expectations described above or I will be in danger of not satisfying course requirements and as a consequence, not proceeding into Year ______.

Student’s Signature: _____________________________________________________________________________                     Date:_____/_____/______ 

I/we understand if the student fails to improve their attendance per this plan or has refused to participate in this plan, the School is under a legal obligation to refer the matter to government agencies.

	
	
	
	
	

	Principal
	
	Parent/Caregiver 1
	
	Parent/Caregiver 2



	
	
	
	
	

	Student


	
	
	
	Date:  ___/___/___


ST EUPHEMIA COLLEGE

STUDENT ATTENDANCE IMPROVEMENT PLAN

STUDENT__________________________________                                      YEAR ___________

ATTEMPTS TO CONTACT PARENTS/CAREGIVERS RE ABSENCES

	First Attempt to contact Parent/Caregiver 

	Date: 
	Successful? ☐ Yes 
	☐ No 

	☐ Phone Call ☐ Email ☐ Home Visit ☐ Letter, Regular Mail 
	☐ Other 

	Second Attempt to contact Parent/Caregiver

	Date: 
	Successful? ☐ Yes 
	☐ No 

	☐ Phone Call ☐ Email ☐ Home Visit ☐ Letter, Regular Mail 
	☐ Other 

	Third Attempt to contact Parent/Caregiver

	Date: 
	Successful? ☐ Yes 
	☐ No 

	☐ Phone Call ☐ Email ☐ Home Visit ☐ Letter, Regular Mail 
	☐ Other 


PRELIMINARY MEETING

Date meeting held

Persons in Attendance

Attendance Statistics
	Unexplained Absences
	
	Numbr of school days to date
	
	Percentage Absence

	Explained Absences
	
	
	
	

	Total 
Absences
	
	
	
	


BARRIERS STUDENT EXPERIENCES CONTRIBUTING TO ABSENCES 

	☐ Academics 
	☐Basic Needs 
	☐ Behavioural 
	☐ Chronic Medical Condition 
	☐Family 

	☐ Housing 
	☐ Mental Health 
	☐ Social 
	☐ Transportation 
	☐ Other: 


Please Describe: 

 FOLLOW UP TO CONFERENCE – CONTACT WITH PARENT/CAREGIVER
	First Attempt to contact Parent/Caregiver 

	Date: 
	Successful? ☐ Yes 
	☐ No 

	☐ Phone Call ☐ Email ☐ Home Visit ☐ Letter, Regular Mail 
	☐ Other 

	Second Attempt to contact Parent/Caregiver

	Date: 
	Successful? ☐ Yes 
	☐ No 

	☐ Phone Call ☐ Email ☐ Home Visit ☐ Letter, Regular Mail 
	☐ Other 

	Third Attempt to contact Parent/Caregiver

	Date: 
	Successful? ☐ Yes 
	☐ No 

	☐ Phone Call ☐ Email ☐ Home Visit ☐ Letter, Regular Mail 
	☐ Other 


STRATEGY REVIEW

	The student successfully implemented the absence intervention plan                                              ☐ Yes ☐ No

	The student failed to participate in the agreed upon plan                                                                  ☐ Yes ☐ No

	The student failed to improve school attendance as agreed upon in the plan                                    ☐ Yes ☐ No

	The student will be referred to HSLO, FaCS                                                                                    ☐ Yes ☐ No

	If yes, date of filing: _________________________ 


After review of the student’s current attendance and grades, it was determined that the School will: 

Continue the plan; Progress is being made by the student. 

Revise the plan; Progress is insufficient to meet the student’s attendance and academic goals. 

Refer the student to an outside agency

REPORT TO PRINCIPAL  


	Review Date:
	Parent or caregiver has meaningfully engaged with the plan: Yes / No



	Plan is to be extended: Yes / No
	Student has meaningfully engaged with the plan: Yes / No



	Recommendations:


	

	Principal’s signature:________________________  
	Date:____________________




ATTENDANCE CONTRACT

STUDENT

I, ________________________, understand that I am being asked to sign an Attendance Contract because I have had excessive absences from School this year.

I understand that my absences are interfering with my learning and preventing me from satisfying course outcomes.
I further understand that if my absences continue to be unexplained and excessive, I might not be allowed to proceed into Year ___ in 2020.

In order to achieve my goal of improving my attendance I agree to do the following:

1. I will use an alarm clock daily.

2. I will make attending school every day a priority.

3. I will attend every class every day. 
4. If for some reason I have a valid reason for being absent, I will immediately bring in a note or medical certificate on the first day I return to School. 

5. I will maintain regular School attendance thereby reducing the percentage absences.
6. I will catch up on all work I have missed whilst I was absent.

7. I agree to meet with the School Counsellor every three weeks in order to discuss whether I am achieving my goals and any other concerns which may arise.

8. I understand that if I break this agreement I will be responsible for the consequences.

As parent or caregiver I agree to the following:

1. I will ensure my child’s regular and consistent attendance.
2. I will help my child develop a structured, consistent morning routine.

3. I will help my child develop a structured, consistent evening routine.
4. I will monitor my child’s attendance.
5. I will maintain regular communication with the Attendance Officer and Deputy Principal regarding my child’s absence.

6. When my child is absent I will contact the School to inform them and provide a note with a valid reason on the first day my child returns to School.

7. I will make every attempt to set medical and dental appointments for weekdays after school.
	
	
	
	
	
	
	

	Student’s Signature
	
	Date
	
	Parent/Caregiver’s Signature
	
	Date

	
	
	
	
	
	
	

	Deputy Principal’s Signature
	
	Date
	
	Principal’s Signature
	
	Date


	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Appendix 14 – Declining an Application for a Certificate of Extended Leave/Travel
<Correspondence Name> 

<Correspondence Address> 







<Date>
Dear <Correspondence Name> ,
You recently applied for a Certificate of Extended Leave – Travel for <Student Name> from attendance at school. Certificates of Extended Leave – Travel, are provided when it has been clearly demonstrated by the applicant that the leave is necessary or desirable and that alternatives to providing leave such as distance education, have been considered. Further, the period of extended leave must be in the student’s best interests in the short and long term. 

I have carefully considered your application and I am not satisfied that the requested leave is in <Student Name>’s best interest. My reasons for declining your application are
 …………………………………………………………………………… 
Please note any absences in relation to your application for extended leave will be recorded as unjustified in <Student’s First Name>’s student records and School reports. 

If you wish to discuss this application further with me please contact the School on the School’s phone number to arrange an appointment. 

You have the right to appeal this decision if you consider that correct procedures have not been followed or that an unfair decision has been made. 

Yours sincerely, 

Fr Peter Mavrommatis

Principal
	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


	          St Euphemia College 

202 Stacey St,

Bankstown, 2200.

Phone: 9796 8240

Fax: 9790 7354

Website: www.steuphemia.nsw.edu.au
Email: office@steuphemia.nsw.edu


Appendix 15 – Exemption from Enrolment at School
Application for Exemption from Enrolment at School


Student Details

(If exemption is sought for more than one student, separate applications must be made for each student.)
Family name: _____________________________Given name(s): __________________________________ 

Age: ______ Date of birth: ____ (dd) / ____ (mm) / _____ (year) 

Address: ________________________________________________________________________________ 

_________________________________________________________________ Postcode: ______________

School name: ST EUPHEMIA COLLEGE
Reason for application for exemption: 



 


Please tick:     √

A Age, where a child turns 6 on or after 1 October in a school year and

	is engaged in full time preschool education at an accredited preschool for the remainder of that school year OR
	

	is engaged in a full or part-time accredited preschool program for students with disabilities*
	


B The health, learning or social needs or disability of a child 

	where the child would benefit from continuation of an individual program supported by medical specialists due to health, learning or social needs, or disability* no longer than six months after the child’s sixth birthday


	


Please provide more detail about the reason for the application for exemption here:

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

*Please attach any additional evidence, e.g., health care plan, medical advice etc. For both categories requiring evidence, the child must have a transition to school plan attached to this application and be attending school full time no later than 6 months after turning 6.
PARENT DETAILS
Family name: ________________________________ Given name(s): ______________________________
Address: _______________________________________________________________________________ 

________________________________________________________________ Postcode: ______________

Telephone number: __________________________________ Relationship to student: _________________

As the parent of the above mentioned student, I hereby apply for a Certificate of Exemption from enrolment at school, under the Education Act 1990. I understand that if the exemption is granted:

	· the exemption is subject to the conditions listed on the Certificate of Exemption 

· the exemption may be cancelled at any time 

I declare the information provided in this application for a certificate of exemption is to the best of my knowledge and belief accurate and complete. I recognise that should statements in this application later prove to be false or misleading any decision made as a result of this application may be reversed. I further recognise that a failure to comply with any condition set out in the exemption may result in the exemption being revoked. 


Signature of applicant/s: __________________________________________________

Date: ____ / ____ / ______


Prior to forwarding this application for exemption from enrolment at school to the AIS Division Head: Education Regulations and Program Implementation for processing, the Principal should complete the following advice for the delegate. 

I recommend that this application from attendance at school is (Please tick one box ): 

Granted 

Not granted 

Please provide more detail here (or attach supporting evidence, if required): 

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Principal’s name (please print): ___________________ 

Telephone number: _____________________________ 

Signature of principal: ___________________________ 

Date: ____ / ____ / ____ 


To be completed by The Deputy Secretary, Department of Education 

Following consideration of this application, I am/am not (delete whichever does not apply) satisfied that conditions exist that make it necessary and/or desirable for ________________________________________(name of student) be exempt from enrolment at school.

I recommend that a Certificate of Exemption be (Please tick one box ): 

Granted 

Not granted 

Name and position of delegate: ___________________ 

Signature of delegate: _________________________ 

Date: ____ / ____ / ____                          Notification to applicant: ____ / ____ / ____ 

Note: The delegate is requested to provide a Certificate of Exemption if exemption is granted.
Acknowledgement – Please read, sign and return to the DPPS.
I _______________________________ have read, understood and agree to comply with the terms of the Attendance Policy and its accompanying Procedures (2019).

_____________________________

_________________________

Signed 





Dated













ATTENDANCE


PROCEDURES


2023





2018





PART A: STUDENT DETAILS








PART A: DETAILS OF PRIOR EXEMPTIONS/ EXTENDED LEAVE – VACATION/ TRAVEL (if applicable)








PARENT DETAILS (Applicant)








PART B: TO BE COMPLETED BY THE PRINCIPAL/DEPUTY PRINCIPAL








STUDENT DETAILS








PART A: To be completed by the student’s parents or caregivers








PART B: PRINCIPAL’S RECOMMENDATION 








PART D: DELEGATE’S RECOMMENDATION 











	14
	St Euphemia College K - Year 6 Attendance Procedures 2023



