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           WARILLA HIGH SCHOOL
Attendance Procedures
1.0
 Context:

1. 1
Regular attendance at Warilla High School is essential if students are to maximise their potential. Warilla High School, in partnership with parents, are responsible for the promotion of regular attendance of students. While parents are legally responsible for the regular attendance of their children, school staff, as part of their duty of care must monitor part or whole day absences.

1.2
This document supports the School Attendance Policy (2005) of the NSW Department of Education & Training.
1.3
These procedures should be read in the context of The Enrolment of Students in Government Schools: A Summary and Consolidation of Policy (1997)
2.0
 Responsibilities:

2.1
Parents at Warilla High School are responsible for:

· Ensuring that their children attend school regularly

· Explaining the absences of their children from school promptly to the school

· Taking measure to resolve attendance issues involving their children

2.2
Staff at Warilla High School are responsible for:

· Supporting the regular attendance of students

· Providing a caring teaching and learning environment which fosters students’ sense of belonging to Warilla High School.

· Recognising and rewarding excellent and improved student attendance

· Maintaining accurate records of student attendance

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

· Providing clear information to students and parents regarding attendance requirements and the consequences of unsatisfactory attendance

2.2.2
The principal is responsible for ensuring that:

· Students are enrolled in line with the requirements set out in The Enrolment of Students in Government Schools: A Summary and Consolidation of Policy (1997)
· Attendance records are maintained in an approved format and are an accurate record of the attendance of students

· Staff record accurately the attendance of each student in each lesson

· All attendance records including details of transfer and exemption are accessible to the Regional Director or his delegates

· The School Education Director is informed of attendance problems and issues

· The discipline policy addresses attendance issues, including truancy, and develop and implement a school Attendance Action Plan that includes achievable targets, strategies and resources
· School staff are trained to implement school attendance policies and procedures

· Parents and students are regularly informed about attendance requirements

· All cases of unsatisfactory attendance are investigated, and appropriate strategies implemented

2.2.3
The Principal may grant:
· Sick leave to students who have satisfactory explanations due to illness

· Leave to students of compulsory school age totalling not more than 15days per school year in addition to sick leave

2.2.4
The Principals may decline to accept as satisfactory an explanation for an absence. The parent must be notified that the explanation has not been accepted and a reason for the decision provided 

2.2.5
The Principal may request a medical certificate or other documentation where the absences explained as being due to sickness are frequent or prolonged

2.2.6
The Principal may delegate responsibility for the maintenance of the attendance register to other school personnel, ensuring appropriate knowledge of this document, and understanding of how attendance should be noted on an attendance register using the appropriate codes, and in accordance with School Attendance Policy (2005)
2.2.7
The Principal will implement and monitor the Common Leave Pass system at Warilla High School

3.0 
School Attendance Records Requirements

3.1
Warilla High School attendance records will include:

· A Register of Admission to be retained permanently

· Notes and records of verbal explanations for absences from parents / carers (retained for two years)

· An Attendance Register retained for three years

· A record of attendance at each lesson, to be retained until the end of the school year

· A student record card listing the number of absences each year  retained for seven years after the student has left

4.0
 Attendance Registers (Rolls)
4.1
Registering the attendance of students:

4.1.1
The Education Act 1990 (Section 24) requires the attendance registers be maintained in a form approved by the Minister.
4.1.2
Warilla High School attendance register will be maintained on all days on which the school is open for instruction, including sports days, carnivals, excursions and simular events.

4.1.3
The exceptions method (marking absences only) is to be followed. Only the codes listed in the support document Student Attendance in Schools: Attendance Register Codes are to be used.

4.1.4
School attendance will be recorded on the attendance register, and distribute early in the school day.

4.1.5
Warilla High School uses a manual roll at roll call to establish attendance, and then this information will be entered onto the Departments electronic attendance register.

4.1.6
Personnel delegated by the principal to maintain the electronic attendance register will be acquainted with this document, and trained in the correct procedures.
4.1.7
A hard copy of the electronic attendance register is to be generated weekly for the previous two week period, and the principal or delegated school executive will endorse this hard copy. Once signed, this hard copy becomes the attendance register.

4.2
 Special Circumstances Register

4.2.1
Attendance registers must be maintained each day Warilla High School is open with the exception of:

· Days on which there is part or full day industrial action involving teachers.

· Approved school development days.

· Days on which the school in inaccessible due to natural occurrences such as fire or flood. This decision is made in consultation between the Principal and regional personnel.

· The special circumstances register at Warilla High School should specify:

·  dates and times of the variation

· Indicate the reason for the variation

· List students attending on the day

· Be permanently attached to the attendance register

· Absences on these days are not to be recorded on student record cards or counted as absences for statistical purposes

4.3
Security of attendance registers

· Registers must be stored in a secure location within the school

· A hard copy of the attendance register must be preserved as a complete record of student absences for the year, including attached special circumstances registers.

4.4
School Sport Rolls

· School sport in an integral part of the curriculum at Warilla High School. The principal or his delegate must ensure adequate attendance monitoring practices at school sport to ensure the safety of students.

· Specific sports rolls must be marked at the beginning and conclusion of each sport session. Attendance information contained in sports rolls must be transferred to the attendance register. Absentees from sport will be followed up and the schools procedures for managing fractional truancy followed.
4.5 Senior school students participating in flexible timetables

4.5.1 The attendance of senior students participating in flexible timetables must be recorded in the same manner as other students; however scheduled days or periods of non-attendance must not be marked as absences. The Symbol “F” noted in the support document Student Attendance in Government Schools: Attendance Register Codes regarding timetabled days or periods of non attendance should be used.

4.5.2 Scheduled non-attendance of senior school students are not recorded as absences for statistical purposes.

4.6
Students suspended from school in accordance with Department’s Suspension and Expulsion of School Student – Procedures.
4.6.1
The appropriate symbol for suspension is to be used to denote the absence of students whilst on suspension. This symbol is to be used for the duration of the suspension and must not be applied to students who fail to return to school following the suspension.

4.6.2
The absence of students who are suspended are counted as absences for statistical purposes.

4.7
Students who are exempted from school.
4.7.1
The appropriate symbol for exemption is to be used when the absences are the result of students being exempted by the Regional Director from attending school. This symbol is to be used only for the duration of the exemption and must not be applied to students who fail to return to school following an exemption period.
4.7.2.
The absences of students who have been exempted from school are not counted as absences for statistical purposes. Reasons for an exemption might include domestic necessity, health concerns of a student where sick leave are not appropriate, engagement of full time education by an accredited provider or where the student turns fifteen years in the first four weeks of Term 1.
4.8
A student’s name must be removed from an attendance register if:

· A student has moved out of New South Wales and has not applied for a cross –border enrolment in New South Wales.

· The student enrols in another school

· Warilla High School has been given advice from the parents that the student is to be enrolled in a non-government or registered school, or is registered with the Board of Studies for home schooling.

· The student has been expelled from Warilla High School in accordance with the Suspension and Expulsion of School Student – Procedures.
· The student is between the age of six and fifteen years, their whereabouts is unknown and the student has not attended Warilla High School for a continuous period of 10 weeks in which the school was open. In which case, advice from Regional Student Welfare personnel must be sought, and a full investigation into the student’s whereabouts be made.
· The student is fifteen years of age or older, their whereabouts is unknown and the student has not attended school for fifteen continuous school days for reasons not known by the school.

4.8.1.
If a student’s name has been removed for the roll because they are missing, absences from the last day of attendance at school are not to be included as absences for statistical purposes.

5.0
Enrolment and Attendance

5.1
Students may attend Warilla High School if they are:

· Enrolled at the school or

· Attending as part of a short term attendance.

5.2
Requirements and procedures for enrolment at Warilla High School are in accordance with Enrolment of Students in NSW Government Schools.
5.3
Short –term attendance of students

5.3.1.
Students may be enrolled in one school only at a time. However, for a variety of reasons, a student enrolled at a NSW government school may need to attend Warilla High School for a short period of time.
5.3.2.
Short term attendance arrangements should not unduly disrupt programs in Warilla High School.

5.3.3.
Prior to agreeing to the short term attendance of a student, the principal of Warilla High School should gather the necessary information to permit a risk assessment to be conducted. Ref to Legal Bulletin 40 – Collection, Use and Disclosure of Information about Students with a History of Violence.
6.0
Supporting the Regular Attendance of Students at Warilla High School.
6.1
Parents are responsible for the regular attendance of students at Warilla High School. The Principal and staff, in conjunction with students and their parents, will usually able to resolve problems of non – attendance. While parents should be reminded of their legal obligation under the Education Act 1990, the welfare of students at Warilla High School should be the focus.
6.2
The most effective means of restoring and maintaining regular attendance at Warilla High School include sound monitoring practices and regular follow up of unexplained absences, as outlined in the Warilla High School Attendance Plan.
6.3
If a range of school based interventions has been unsuccessful, support may be requested by referring individual cases of unsatisfactory attendance to the regional Home School Liaison Program.

7.0
Common Leave Passes (P.T.L. – Permission to Leave)

7.1
Warilla High School has implemented the P.T.L System for students who wish to leave school premises during normal school hours
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