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A2endance Policy 
At Tailem Bend Primary School, we believe that an educa9on se;ng should provide a safe, suppor9ve and 
caring learning environment for all. We believe that students need to aAend school regularly in order to 
par9cipate fully and gain maximum benefit from schooling. Regular aAendance enables children to access a 
full educa9on, enabling them to reach their full poten9al. School staff should set an example for all 
students, encouraging and emphasising the importance of aAendance and punctuality.  

Students who miss days from school: - 
• are socially and academically disadvantaged. 
• miss opportuni9es for play ac9vi9es – these help social and emo9onal development. 
• fail to develop an apprecia9on of important life skills such as punctuality and regular aAendance. 
• can become isolated, teased and bullied because of an inability to maintain friendships. 
• lack self-esteem and self-confidence. 
• are likely to leave school at an early age. 
• suffer from a lack of con9nuity and familiarity. 
• are unable to grasp basic concepts due to gaps in knowledge and learning. 

Research shows that there is a direct correla9on between aAendance and achievement. 

Missing one day a week at school per year means missing eight weeks of schooling. 

Monitoring of student aAendance enables iden9fica9on of students at risk and the early implementa9on of 
interven9on strategies. We believe that a proac9ve approach involving early detec9on and the assessment 
of the causes of school non-aAendance is vital.  

Student aPendance is everyone’s business. 

Responsibili*es for parents 
Parents/caregivers are responsible for ge;ng their children to and from school 

• children should arrive at school between 8:30 and 8:50am 
• children should aAend school every day when instruc9on is offered unless the school receives a valid 

reason for being absent 
• Parents/caregivers must provide the school with an appropriate explanaKon for the student’s non-

a2endance. Usually this comprises a note or a phone call from a parent/caregiver or a medical cer9ficate. 
• When a student is late for school, it is a requirement that a parent/caregiver sign the student in at the front 

office with a reason for the lateness. 
Parents/caregivers must let the school know if an extended absence is likely or if the teacher needs to 
arrange work to be sent home for the student. 



Responsibili*es for staff 
• Monitor each child’s aAendance 
• Record absence and reason for absence in aAendance book each day and send to the front office by 10am 

each day. 
• If a child returns to school without an explana9on for their absence, then s9ck a “request for absence 

explana9on” slip into the child’s communica9on book. 
• If a child is absent and a parent makes phone contact with the school, a message taken by admin will be 

enough for the explana9on. When a parent calls the school, admin staff will take a message on the form 
“student absence – phone message” and will be placed in the child’s teachers’ pigeonhole. This slip must be 
stored in the back of the roll book. 

• All absence explana9ons must be endorsed, dated and stored in the pocket in the back of roll book. 
• By the end of the fortnight, there should be no unexplained absences. 

If a child is absent from school without an explana6on: 

Step 1 – Administra9on staff will make contact with families on the day of absence before recess 
Step 2 – Class teacher to make telephone contact with parent. Keep a record of the date and 9me of call 

and no9fy the school counsellor of conversa9on outcome 
Step 2 – If child does not return to school, the school counsellor will make contact with the parents. 
Step 3 – If no response, the school counsellor will send a leAer to arrange a mee9ng with parents (includes 

a copy of EDSAS printout). 
Step 4 – if s9ll no response, inform the school counsellor. An aAendance referral will be sent electronically 

to the District AAendance Counsellor (no parent signature required). 

Chronic Absences/Lates (5 or more days absent or late per term) 
• Regardless of reasons, if there is any child in your class, the school counsellor needs to be informed. 
• The school counsellor will follow up and inves9gate paAerns 
• Students who are iden9fied will be highlighted on the roll lists and a list of names will be kept in front of the 

roll books. 
• If an iden9fied “chronic absent” child is absent, a slip will need to be filled out and placed in school 

counsellors pigeon hole for following up as soon as possible (phone calls, leAer to parents, home visit etc). 

The likelihood of success in learning is strongly linked to regular aAendance and appropriate par9cipa9on 
in educa9onal programmes. It is crucial that children develop habits of regular, punctual aAendance at an 
early age. 

If aAendance is an issue for your child please discuss your concerns with – 
• Your child’s teacher 
• The School Counsellor 
• The Principal 
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