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INTRODUCTION

Koondoola Primary School recognises that students need to attend school on a regular basis to gain the
maximum benefit from schooling in order to optimise their life opportunities. At Koondoola Primary School we
understand that attendance rates lower than 90% could impact on academic standards.

At Koondoola Primary School there is an expectation that once enrolled, students will attend on a regular
basis, and positive attendance patterns should be fostered. It is our focus to wrap positive support around
each student to maximise their attendance.

The following link will take you to the DOE Every Day Matters — 10point plan to improve attendance.

Further information is available here.
https://ikon.education.wa.edu.au/-limproved-student-attendance/

LEGISLATION

Staff need to be aware that all public schools are required to abide by the legislative requirements outlined in:
o The School Education Act 1999 (the Act) and
o The School Education Regulations 2000 (the Regulations).
The Department of Education also has a Student Attendance Policy, Student Attendance Procedures, an
Enrolment Policy and Enrolment Procedures which outline mandatory steps for schools.
The Act requires a student of compulsory school age to be enrolled in and to regularly attend a registered
school or an approved educational programme (The Act Part 1, 5.9 and s.23).
Compulsory School Age is defined as from the beginning of the year in which the child reaches the age of 5
years and 6 months, and until the end of the year in which the child reaches 17 years and 6 months, or the
child reaches the age of 18, whichever happens first (The Act Part 1, s.6).

Under this legislation, parents or carers must:

o Ensure that a child in their care who is of compulsory school age regularly attends an authorised
school or educational programme (The Act.s.23) or complies with an arrangement ‘alternative to
attendance’ (The Act s.24).

o Notify the Principal as to the cause of the absence as soon as is practicable and within three school
days of the day on which the non-attendance commenced (The Act s. 25).

The Act also states that:

o A student may be absent for reasonable cause - such as health, recognised religious/cultural
ceremonies and any other reason considered acceptable by the Principal.

o The Principal may request notification in writing explaining a student’s absence e.g. letter, medical
certificate, application to home educate child.

Breaches of Section 23 of the Act can result in a penalty of $1 000 for parents.



https://ikon.education.wa.edu.au/-/improved-student-attendance/

Student Attendance Toolkit

The Student Attendance Toolkit is now available for schools to access. The toolkit contains over 100
resources to support schools to plan for improved student attendance.
The toolkit also contains a bank of practical information and strategies targeting the causes of absence that
can be used in the classroom and with families and the community.
The resources in the toolkit are underpinned by research that indicates the following pre-requisites for
improved student attendance within a school:
e A positive school culture, with high expectations for student attendance, is maintained.

Daily monitoring and follow-up are embedded within school practice.

Students, families and the community are engaged in the learning program.

The connection between attendance and outcomes is understood and valued.

A wide range of targeted strategies that are aligned to the causes of student absences

The toolkit consists of five modules to assist leadership teams to build attendance into strategic, operational
and classroom planning and aligns to the School Improvement and Accountability framework. These
modules are interrelated but do not need to be completed sequentially, enabling flexible access to the toolkit
depending on your school needs.

We request staff are familiar with Module 1 - Student Attendance Fundaments of the Attendance Toolkit: In
this module, participants will learn about key legislative policy requirements for attendance and how to
ensure school processes create useful data. It is designed to assist participants to improve record-keeping
and the accuracy of attendance data at their school.

Link: http://ecm.det.wa.edu.au/connect/resolver/view/SATK12T001/latest/index.html

Stage One: School Procedures - Whole School Attendance

Koondoola Primary School adopts the 4Rs as Attendance Procedures:

Recognise
Every student’s attendance is monitored daily and every absence is identified.

Role of Teacher
> Attendance roll on Integris to be completed by 9.15am and 1.15pm daily. Students with 3 days
absent in a row, without notification are to be followed up by the classroom teacher and codes
changed if contact has been made.

Role of Admin
> After 8:50am a student is recorded as late, the student needs to go through the Front Office to be
entered as late.
> A SMS will be sent to families of students who are absent and recorded as ‘unexplained’ (U) on a
particular day. If a student is absent for the whole day, the parent will only receive one message at
10:00am.



http://det.wa.edu.au/redirect/?oid=SiteProxy-id-18817659&title=Student+Attendance+Toolkit&skip=true&launch=true
http://ecm.det.wa.edu.au/connect/resolver/view/SATK12T001/latest/index.html

RESOLVE
Every Absence is investigated, and the reason recorded

When a student has been absent from school and an acceptable explanation has not been forthcoming, staff
will request an explanation from the student's family to establish the reasons for non-attendance.

As there is no requirement in the School Education Act 1999 for the reason to be provided in writing, staff must
record all details when a parent/caregiver provides the school with a verbal reason, either in person or over
the telephone, that staff believes is an acceptable reason in the context of the school. Staff need to be culturally
responsive to Indigenous families, ie: consider older siblings as appropriate persons to provide this information.

Role of Teacher

> If a child is absent for 3 days or more, class teacher will ring the parent and record reasons for
absence in Integris.

» If you are unable to contact the parent, inform the Attendance coordinator to discuss unexplained
absences of more than 3 consecutive days to resolve issues and restore attendance.

Role of Administration

» School Officers and AIEO to follow up any absences on request from Attendance Coordinator
IDeputy Principals. Parents are contacted and reasons for absence are recorded on Integris. The
Attendance Coordinator/ Deputy Principals will be informed of any concerns flagged during
conversations with parents.

> Fortnightly attendance analysis, monitoring students whose attendance is below 90%, Attendance
coordinator will generate unexplained absence letter from Integris and send it home with student.

RESTORE
Where a student’s attendance is below 90% or is identified as a concern, school
devised, and legislative strategies are implemented to restore attendance

Role of Teacher

» Liaise with Attendance Coordinator to restore attendance.
> Report to Attendance Coordinator areas of concern relating to the student’s wellbeing which may
impact on their attendance.

Role of Administration
> Within weekly attendance analysis, monitor students whose attendance is below 80% or of concern.

These students will be placed on an informal attendance tracking booklet and further investigation
will be conducted as to the reasons why the student is not attending school. (Appendix A)
Creation of ‘Hot List- At Risk Moderate and Severe List’ by Attendance Coordinator for students
whose attendance falls below 80% within the review period Weeks 4 & 8).
Debbie Hyde, Steve loannou, Nicole Jacobs and Del Wedding are Attendance Officers who will
conduct home visits where necessary.
Provide teachers with their student’s attendance percentage in Weeks 4 and 8.
Discuss the reports and review steps need to be taken to restore attendance during PLC meetings.
Regular Communication with the school community through the school newsletter.

Proceeding through to Stage Two - Case Management process.




Students Whereabouts Unknown

> If all attempts to locate a student have failed after fifteen (15) school days and the school has not
received advice that the student has enrolled at another school, a referral to the student to the
"Students Whereabouts Unknown List" through the attendance coordinator is made. The Principal will
regularly review the ‘Students Whose Whereabouts Unknown list” and advise the school attendance
officer if a child has enrolled at a school.

RECORD
Accurate records of daily attendance, explanations and strategies are maintained and
would withstand external scrutiny. Record-keeping underpins all components.

Koondoola Primary School will ensure that accurate attendance records are kept for each student enrolled at
the school. Koondoola Primary School will comply with requests from district and central office to provide
information on attendance.

Role of Teacher
» Record the explanation on Integris — in Lesson Attendance —Registration- click in the box beside the

roll to enter a note in the comments box.

Role of Administration
> Keep detailed information on all Case Managed Students to satisfy Duty of Care requirements,
record information on Integris in Student Activity.
> Administration will utilise the Student Attendance and Reporting (SAR) tool and establish reachable
targets for individual students, classes and the whole school. These are set out in the SAER/

Attendance Operational Plan

LESSON ATTENDANCE CODES

Codes for students who are late
> L -Late - To be used when a student is late to school but is not late enough to be recorded as a half day absence.

This code is not classified as an absence. NB: A student is absent if they have attended less than two full hours of

continuous instruction.
Lateness. Students will be recorded as LATE if they arrive at Koondoola Primary School after 8.50am. Students must

sign in at the front office.

A continuous attendance by a child of not less than two (2) full hours' is to be recorded as a half day's attendance.
Students who arrive late but still meet this requirement are recorded as late and not included as a half-day absence.

Codes for Authorised Absences
R - Reasonable Cause - This code should be used when the principal has deemed the reason provided as

acceptable

C - Cultural Absence - Absences authorised for cultural or religious significance to the family such as funerals, sorry
time and religious observances.

N - Notified as Sick - Applied to a student whose reason for absence is due to illness. The principal may request a
medical certificate.

V - Vacation - This code may be used when the absence has been negotiated in advance and the principal is
satisfied that reasonable grounds for authorising the absence apply. Completion of a work package during the period
of absence may be requested by the principal.

Z - Suspended - this is entered by Admin




Codes for Unauthorised Absences

> U - Absence - cause not yet established - To be used when a student is initially absent from school and no
explanation has yet been provided. Further follow up is required to establish a reason for the absence and once
obtained, the code should be changed accordingly. ‘U’ is a temporary code and needs to be changed to and ‘X’
after several attempts have been made to seek an explanation.

» K- Unauthorised Vacation - This code identifies students whose parents have taken them on an in term holiday and
the principal has not authorised the absence.

> X-Unacceptable Reason - This code is used when the school has sought an explanation but the response from the
parent is not considered reasonable.

» T-Truant

Codes for students attending on or off site
| - Present code, this is the default setting in Lesson Attendance.
E - Educational Activity — eg:PEAC
M - Medical or Sick Bay - applied to students when they are on school grounds in the medical or sick bay. This code
is not classified as an absence. Sick students that are not at school should be marked with an N — Notified as Sick.
W - Withdrawn - Where a student is withdrawn from school activities as a planned response to a breach of school
discipline but is present at school. For example, when a student is sent to the office or a buddy class and is still at
school. This code is not classified as an absence.

Codes for students not required to attend

» Y -School Closure - This code indicates that students are not required to attend on the selected day and effectively
reduces the number of half days available for that student. The Y code can be applied to the whole school or a cohort
of students. Schools can use this code for critical events, natural disasters, infectious diseases or amending
programs. It can be applied to AM, PM or the whole day for a selected date.
Q - Not required to attend - Students in Year 11 and 12 only who are on study or exam leave, and are not on school
site, are to be recorded with this code. This will not be counted as an absence. This code is not to be used for
students on the Participation List or students in Kindergarten to Year 10.

Attendance records will be kept in electronic form and will be kept for a period of seven years.
If the absentee note is included on a student's record file, then the note must be kept for 25 years from date of birth.

Unsatisfactory attendance reports on students must be retained in a student's records for 25 years from date of
birth.

Strategies Used to Enhance Attendance

The following strategies are also implemented to enhance attendance;

Target setting through DoE processes. Cohorts identified by the previous year’s data.
Attendance letters for indicated, moderate and severe at-risk attendees that highlight the child’s
attendance compared to Koondoola Primary School expectation of 93%

Breakfast Club program to encourage prompt attendance.

Engaging and motivating curriculum.

Fun activities during lunch — Choir/ One Big Voice, coding club, Lego club and Chess club.
Notifying the community about attendance issues in regular newsletter updates.

Aboriginal attendance — AIEO weekly home visits




Stage Two: School Procedures - Case Management

A case management approach is a supportive approach, initiated where persistent unexplained absence
continues after initial attempts to contact parents / carers and the frequency of absences is high. It is an
individual approach for each child.

1.

2.

Teacher begins low-level intervention. Enquire into absences, with the key being to engage with
families and strengthen relationships which will assist with action planning.
School Case Manager — Administration

e Contact parents — Phone calls, drop offs etc, home visit.

e Attendance coordinator will generate unexplained absence letter from Integris and send it
home with student.

Letter 1 - To inform of concern after absences continue (Appendix B)
Letter 2 - After 2 weeks and no response or improvement in attendance (Appendix C)
First Meeting convened by Administration

o If parents fail to attend meeting it is still to be held and minutes taken

¢ Individual attendance plan developed (Appendix D)

e Meeting minutes and Action Plan copied and given / or sent to parents.

Formal Meeting Phase — Letter 3
e Administration — sends letter 3 (Appendix E) — Invitation to attend a Formal Meeting
e Administration to enclose a copy of Responsible Parenting Agreement brochure with letter 3.

Formal Meeting Convened
¢ If parents fail to attend meeting it is still to be held and minutes taken
o Offer parent a Responsible Parenting Agreement RPA
e Meeting minutes and Action Plan copied and given / or sent to parents.

Stage Three: (ADMIN ONLY) School procedures- Attendance Advisory Panel

Attendance Advisory Panel is a collaborative meeting between the parent(s), the student and the community
members, with the main goal being to work together to devise measures and strategies to restore a student’s
attendance.

Ensure compliance with Student Attendance Procedures.

Complete Attendance Advisory Panel Checklist.

Offer of a Panel — Self Determine appropriateness or discuss with School Engagement Team,

NMREO 9285 3600 to determine whether AAP is an appropriate course of action.

If AAP not appropriate — the reason is recorded in Student Attendance Resource SAR.

Offer of AAP Appropriate — Letter 4 —(Appendix F)

o Letter 4 sent with brochure on AAP with pre addressed, stamped envelope via registered

mail or via home visit
If the offer is made over the phone, the letter is read to the parent, the attachment indicates
there was verbal acceptance or decline of the offer and is signed by staff member who
spoke with the parent. A copy of this letter is sent to the parent immediately.

. AAP Offer — Accepted — Contact School Engagement Team NMREO to determine preferable model.
. AAP Offer — Declined

e Record that the offer of an AAP has been declined on SAR.
e Continue with Case Management




Stage Four — (ADMIN ONLY) School procedures restoration after all offers of assistance

At all stages, restoring attendance is the aim of intervention. Research shows little evidence to support the
effectiveness of prosecution to improve attendance. Where improvement occurs after the review and then

declines over time, schools may decide to return to previous phase/stage.
1. Continue Case Management
2. lLetter5&6 -
3. Absence Continue — School Principal to determine appropriate action
e Referral to SSENBE
o Referal to Regional Executive Director for legal action
e Referal to CPFS
e School Continue to restore attendance without external assistance
4. Final Letter 6 School informs parents of next course of action.

APPENDIX A
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STUDENT ATTENDANCE BOOKLET TERM 2021

STUDENT'S NAME:
I

Monday Tuesday Wednesday Thursday

My goal for this week 15 STICKERS.

If T achieve my goal, I will receive a Prize from Mr loannou

TEACHER SIGNATURE: ATTENDANCE COOFDINATOR. SIGHATURE:

CONDVENTS:




APPENDIX B - Letter 1

-—*

Koondoola Primary School

Parent/Caregiver Name
Address1
ADDRESS2 WA 6XXX

Dear [Name]

It has come to our attention that
semester] which is below an acceptable level.

's attendance is at [Insert %] for this [insert year or term or

The percentage rate for [Insert school name] is [Insert %)] for this [insert year or term or semester]
At [insert School Name] we are striving to increase the attendance of all students.

The School Education Act 1999 requires parents to send their child/children every day the school is open for
instruction unless there is a good reason for them not to attend.

It is required that parents contact the school each time their child/children is/are absent with a suitable reason because
it does change authorised and unauthorised absence information recorded on the system.

Everyday attendance increases their educational outcomes thereby increasing their lifelong and career opportunities.

Please contact me, if there are issues that you wish to discuss or if you would like support in ensuring your child’s
attendance at school each day.

Regards
Name

Principal
Date

You are
here

1st Letter 2nd | etter 3rd Letter ATH Letter 5th Letter
School FORMAL

Notification
of
attendance
concern

meeting:
Develop
Attendance
Improvement
Plan

School meeting:

Offer
Responsible
Parenting
Agreement

Offer of an
Attendance
Panel

School meeting
before
possible
legal action

POSSIBLE
LEGAL
ACTION

50 Burbridge Avenue, KOONDOOLA WA 6064
08 9345 6200

www.koondoolaps.wa.edu.au




APPENDIX C — Letter 2

Koondoola Primary School

Parent/Caregiver Mame
Address
WA BXXX

Dear [Name]
This letter is a follow up to my letter to you dated [put in date of Letter 1]
You have been notified previously that ‘s attendance had fallen

below an acceptable level. HisMer attendance 15 currently at [Tnsert %] for this
[insert year or term or semester] which is below an acceptable level.

At [School Mame] we are striving to increase the attendance of all students. The
School Education Act 1999 requires parents to send their child/children every day
the school is open for instruction unless there is a good reason for themnot to
attend.

It is required that parents contact the school each time their child/children are absent
with a suitable reason because it does change authorised and unauthorised absence
information recorded on the system.

We have awhaole school attendance strategy that supports all families to maximise
attendance at school.

A meeting has been organised for

[date,

time,

venue]

At this meeting will be: (namestaf®

The purpose of this meeting is to develop an Attendance Improvement Plan to
support you with your child’'s attendance. It is important that you attend this meeting.

Please contact the school on [phone number] or visit to organise another time i you
can't attend on this date.

Regards

Name
Principal

Date

37 Later "
FORMAL ) ¥ Lettar
] POSSIBLE
scnnﬂmrfr:aﬂng. Schod mesting LEGAL
Raapons b p?im; ACTION

Paranting
Agrasmant =gl action

50 Burbridge Avenue, KOONDOOLA WA 6064

08 9345 6200

www.koondoolaps.wa.edu.au




APPENDIX D ﬁ\@m Achg,
Koondoola Primary Individual Student Attendance Plan Km

primary School ~ _&

Student Name: Year level: Class Teacher: Parents/ Guardians: Current Student Attendance Data Rate: _

Individual Attendance Plan

Student Attendance Strategies, Actions and Resources:
Target Goal:

Parent to notify the school when is absent.

to attend
Koondoola Primary
School everyday to improve her
attendance rate to or
above.

Attendees at Meeting - Name and Signature
Parent/ Guardians ( Name) Signature Admin Member (Name) Signature

Review of Individual Student Attendance Plan

Review Date:

Review Feedback on Effectiveness of Plan and Future Actions:




APPENDIX E - Letter 3

Koondoola Primary School

Parent/Caregiver Name
Address
WA 6XXX

Dear [Title] [Parent Last Name]

NOTIFICATION OF FORMAL MEETING REQUIRED

Further to my two previous letters to you dated and [insert dates of
Letter 1 & 2], | am once again writing regarding the attendance of your son/daughter, [Student
Name], at [School Name].

As you have been informed, The School Education Act 1998 requires parents to send their
child/children of compulsory school age every day the school is open for instruction unless there is
good reason for them not to.

When students are absent, a parent or responsible person is required to provide the school with an
acceptable explanation within three days of the absence.

Parents who fail to send their children to school every day or who fail to provide satisfactory
explanations for absences may be committing a serious offence. The maximum penalty is $1,000 for
each offence.

| have previously advised you that [Student Name]'s attendance is a matter of great concern and
there has been no improvement. The School has tried to assist by the following:

[insert a list of strategies offered or attempted here e.g.]

. Phone calls,

. Letters

- Meetings

. Home Visits

. Development of an Individual Education Plan

| have consulted with the North Metro Education Regional Office to provide additional advice and
assist with alternative strategies to help improve your child's attendance.

As a result, we now require you to attend a FORMAL Meeting at which we will be discussing
Responsible Parenting Agreements (RPA). We have enclosed in this letter a brochure for you on
RPA's. We will also offer you interagency support and the Attendance Improvement Plan which we
developed previously will be reviewed.

This meeting is very important and gives you the opportunity to discuss any issues or concerns that
may be preventing [Student Name] attending school.

The meeting will be:

[Insert date]
[Insert time]
[Insert venue]

At this meeting will be: (name staff) .........

If you can’t attend this Meeting on this date please make phone contact with the school as soon as
possible on [Insert number] or visit the school to organise another time.

Itis critical you attend this Meeting and work closely with the school to avoid further action which
could lead to a recommendation to the Department of Education's solicitors for legal action of
prosecution.

Yours sincerely
Name
PRINCIPAL

Date

[Enciose a copy of the Parent Brochure — Responsible Parenting Agreemené.

13 Letter 2% Letter

School

Notification meeting:
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APPENDIX F - Letter 4

Koondoola Primary School

[Title] [Parent 1] and [Title] [Parent 2)
[Address 1]
[SUBURB] WA [POSTCODE]

Dear [Title] [Parent 1] and [Title] [Parent 2]

RE: OFFER OF AN ATTENDANCE ADVISORY PANEL FOR
[STUDENT’'S NAME], DOB: [INSERT DATE OF BIRTH]

The School Educalion Act 1999 requires parents ensure their children attend the
school in which they are enrolled on each day that the schoal is open unless there is
good reason for them not fo attend.

To assist you to improve [Student's First Name]'s school attendance,
| am offering you the opportunity for an Attendance Advisory Panel to be formed.

An Attendance Advisory Panel is a group of people brought together to provide
advice and assistance to parents of a child not meeting the legislative requirements
of school attendance. The panel is made up of appropriately qualified people who
are independent of the school and its staff.

At an Attendance Advisory Panel meeting, you would be given an opportunity to
raise issues you andfor your child believe are relevant. The Panel will review issues
contributing to a student's non-attendance and provide recommendations and advice
to you about how to improve [Student's First Name]'s attendance.

If you wish to ask someone to accompany you to the Attendance Advisory Panel,
you can discuss this further with the executive officer who will be appointed for the
Panel.

The executive officer will provide you with information about the panel process and
identify any factors that need to be taken into account by the panel.

You will be contacted by the executive officer to arrange a suitable time and any
assistance so you and your child can attend the panel meeting. If you wish to do so
you can bring a support person with you to the panel meeting.

Following the meeting, the panel will provide a report to you and the school. This
report will detail advice and assistance in ensuring school attendance requirements
are met.

| urge you to take up this offer. Please sign the attached form below to acknowledge
you have been offered the panel and to advise me whether you wish to accept the
offer.

Yours sincerely

[Name]

PRINCIPAL

[Date]

Enclose copy of Parent/Caregiver Information Brochure on ‘School Attendancel
Advisory Panels|.

You are
here

!
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APPENDIX G - Letter 5

ﬁ

Koondoola Primary School

[Title] [Parent 1] and [Tithe] [Parent 2]
[Address 1]
[SUBUREB] WA [POSTCODE]

Dear [Title] [Parent 1] and [Title] [Parent 2]

RE: DECLINED ATTENDANCE PANEL FOR THE PERSISTENT ABSENCES OF
[STUDENT'S NAME], DOB: [INSERT DATE OF BIRTH]

The School Education Act 1999 requires parents ensura their childran attend the school in
which they are enrclled on each day that the school is open unless there is good reason for
them not to attend.

Following many attempts to work with you to improve [Student’s First Name|'s attendance,
you were recently offered the option of an Attendance Advisory Panel to assist you in
restoring satisfactory attendance of your child.

You have chosen to decline the offer of an Alttendance Advisory Panel,

The persistent absences of [Student’s First Name] have placed them at severe educational
risk.

The purpose of the Attendance Advisory Panel was to provide advice and assistance to you,
from people independent of the school. As you have not chosen this option, staff from the
school will continue to work with you to restore [Student’s First Name]'s attendance.

Please contact [Mame of School Officer] by [give five days] to arange a meeting to revise
gtrategies to address [Student’s First Name]'s barriers to attendance. | urge you to work
alongside school staff to restore [Student’s First Mame]'s attendance at school.

I will review [Student's First Name]'s attendance, your willingness to engage with school staff
and the success of the strategies we have developed with you. This review will be done on
[date — suggestion — give a further two weeks].

Yours sincerely
PRINCIPAL

[NAME OF SCHOOL)

[Date]

You ana
hara

1# Letber 4rd L gitar A Latter
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