Northam Primary School recognises that to assist our students to develop the intellectual, physical
and social skills necessary to participate successfully in school, work, the home and the community
students need to attend school on a regular basis. At Northam Primary School we understand that for
maximum transfer of knowledge attendance above 90% is necessary. Attendance lower than 90% will
negatively impact on academic standards.

At Northam Primary School there is an expectation that once a child is enrolled students will attend
school on a consistent basis.

MORAL PURPOSE

We provide a high quality education that fosters a love of learning and empowers children to succeed.

Recording Attendance

Northam Primary School will ensure that accurate records are kept for every student enrolled at
school. This includes recording attendance for morning and afternoon sessions for kindergarten, pre-
primary and primary students. The following codes are used by teachers to record attendance
electronically on Integris.

/ Present E Educational activity

N Notified as sick K Unathorised Vacation/ Holidays

u Absent (cause not yet established) V | Principal notified and approved that family is
on vacation/holidays

X Explained absence but unreasonable cause L Late (student arrives after 9.00)

R Reasonable cause for absence M | Medical — student is in sick bay

Outreach Message System

Northam Primary School uses “Outreach/School Star” to send out an sms to parents/carers twice a
day at 10:00am and 2:00pm. This is checked twice during the day by school officer who inputs any
messages received into Integris (SIS).

Responsibilities of Teacher:

¢ Northam Primary School Teachers will:

e Complete electronic roll on Integris by 9:30am and 1:45pm daily using correct attendance
codes;

o Contact the parent directly on the third day if a student is absent for three consecutive days
without a reason given;

e Monitor class attendance weekly;

o Collect absentee notes and enter into comment window of lesson attendance for
corresponding dates;

e Continue to remind students to bring in an explanation for their absence or obtaining a
verbal explanation from parent/carer or use class communication system with parents;

e Hand out Absence letters to students when issued;

e Once entered all correspondence to be kept in file by the teacher until the end of year
archiving process.
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Guidelines

Legislation does not require parents to provide an explanation for their child’s absence in
writing, therefore all explanations received via methods such as SMS, phone call, email,
class DOJO, in person must be recorded in SIS.

If parents provide a reason for the absence to the front office, it will be entered into SIS by
the front office staff.

Responsibilities of Front office staff

Issue students arriving after 9:00am with a late pass and enter on SIS arrival time in
comment box.

Issue a leave pass to parents leaving the school with their children during school time.
Using the correct attendance code record on SIS the time student left school.

Record any absences/explanations received verbally or via phone calls/ letters/ emails.
Check SMS daily and enter accordingly on SIS.

Students will be marked as present for half day when they have attended at least two hours
of instruction OR absent if attending less than two hours of instruction.

Responsibilities of the Lesson Attendance Coordinator:
(Chris Edmonds)

Monitor classroom attendance weekly.

Liaise with AIEO for any indigenous absences that need following up.

Fortnightly check absence follow-up and send letters to parents requesting an
explanation for unexplained absences.

If no explanation after second letter, contact parent for explanation.

Monitor SAR (Student Attendance Reporting) fortnightly for faults and conflicts.
Monitor the attendance of all students with a focus on those in the ‘at risk’ range
(i.e.<90%).

Where students have been identified ‘at risk’ refer to Attendance Assoc. Principal.
Write up regular articles for the Newsletter.

Responsibilities of the Attendance Assoc. Principal:
(each Associate Principal will be responsible for their ‘linked’ phase year group)

Monitor the attendance through SAR of all students with a focus on those in the ‘at risk’
range (i.e <90%).

Liaise with WREO to convene attendance panels as required.

Ensure SAR (Student Attendance Reporting) returns are completed as per reporting
schedule.

Set Strategic targets for the school’s Business Plan, collect evidence to demonstrate
strategies employed and whole school data to inform school review and annual report.
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A number of school based strategies are implemented to uphold school attendance targets

Strategy Process By Whom
‘Outreach’ SMS An sms will be sent daily to parent/carers of students Automatic
who are absent unless a reason has been given.
Messages are sent out at 10.00am and 2.00pm.
Phone Call Phone call to parents/carers on the third day of Classroom
Three days absence Teachers
Class Parents can message teachers on class communication | Class room
communications systems, school star or other Dept. recognised app. Teachers

Teachers must update Integris and write comment in
comment box as soon as reason is given. Comment
must state who the reason was given by and teacher
must initial the comment.

Absentee letters

School officer will send home absentee letters once a

Attendance Officer

Fortnightly fortnight to parent/carers when student has been
absent and no reported reason has been entered.
Phone Calls Parents/Carers of students who are away without a Attendance Officer
Monthly reported reason will be called by telephone to verify
absence. These will be done once a month if no
response to letter.
Home Visits Students who cannot be contacted by phone/or Assoc. Principal/
As required explanation for absence has not been established or AIEO
who have not returned to school after a reasonable
time, will be visited at home.
Recognition Students with a 100% attendance are identified each
Certificate term and each semester and will receive a certificate

Letter of Concern

and pencil in the student report package.

Students with 95% to 99% attendance are identified
each semester and will receive a certificate in the
student report package.

Students with attendance less than 90% are identified
each semester and will receive a letter of concern in the
student report package.

Principal
/Attendance Officer

Newsletter

On a regular basis the Newsletter will include an
attendance piece.

Attendance Officer
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