Hilliard State School - Attendance Policy

Rationale

All schools in Queensland are committed to providing safe and supportive learning environments for all
students which address their educational needs. Research shows that regular attendance is integral to
successful academic, employment and social outcomes. Accordingly, it is important that students, staff
and parents/carers have a shared understanding of the importance of regular student attendance.

Hilliard State School expects that every student will attend school every day of the school year unless
prevented by reasonable circumstances from doing so.

Hilliard State School attendance policy aims to maximise participation in learning programs by all students
to ensure all children can access equitable educational outcomes.

At Hilliard State School we are committed to achieving the following targets in improving attendance:
¥ A 95% average attendance rate for students in 2016 and beyond.

The importance of attending school

At Hilliard State School we believe that students need to attend school regularly in order to participate
fully and gain maximum benefit from schooling. Regular attendance enables children to access a full
education and assists them to reach their full potential. School staff set an example for students by
encouraging and emphasising attendance and punctuality.

A child between the ages of six and sixteen years is of compulsory school age, irrespective of distance
from the school or whether the student has a disability. All students are required to be enrolled at a
registered government or non-government school and must attend on every day instruction is provided,
unless an exemption from school attendance has been granted.

The responsibility for enforcing school attendance is with the Department of Education and Children’s
Services. The Department therefore has a legal responsibility to record and monitor attendance and take
appropriate action to rectify problems of non-attendance.

It is important that students, staff and parents/carers have a shared understanding of the importance of
attending school. Hilliard State School is committed to promoting the key messages of the Queensland
State-wide initiative Every Day Counts which promotes four key messages:

= All children be enrolled at school and attend on every school day

= Schools monitor, communicate and implement strategies to improve regular school attendance

= Truanting can place a student in unsafe situations and impact on their future employability and life
choices

= Attendance at school is the responsibility of everyone in the community
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Responsibilities

Parents/Carers Responsibilities:

Ensure that their child attends school on every school day.

Provide a satisfactory explanation for all absences, lateness or early departure e.g. contact with the
class teacher such as a letter, contact with the office or logging via QParents.

Contact the school prior to any planned absence. Where this is not possible, parents must provide
the reason for any absences prior to 10.00 a.m. on the day of absence, or within 2 days of the
student’s return to school. This may take the form of a medical certificate or a satisfactory
explanation for the absence.

Contact the Principal if student absence is to be for an extended period of time (e.g. family reasons
or illness) and request school work - at least 2 days’ notice should be given to prepare work.
Contact the Principal if a student is refusing to attend school. Initiate or attend meetings to seek
support and discuss their child’s attendance or participation in their educational program.

Provide a written note (signed and dated) to the teacher, if their child is required to leave school early
(students need to be signed out by a parent/guardian).

Provide a written note (signed and dated) from parents/carers explaining their lateness (students
need to be signed in by a parent/guardian).

Advise the school of any change of address or phone numbers to ensure school records are
accurate. Up to date data is essential in an emergency.

Student Responsibilities:

Under the Education (General Provisions) Act 2006, students must attend school each day. They
must be on time and have all necessary equipment.

Never leave school during school hours without permission from parents/carers or the school
Report to the office if arriving to school after 9:00am and provide a note from parents/carers
explaining their lateness.

Ensure all missed school work is completed.

Ensure absence records are accurate and all absences have been explained by parents/carers.

School Responsibilities:

Regularly inform students, staff and parents/carers about the Hilliard State School Attendance Policy
and Procedures (including the Policy and Procedures for late arrival, early departure and truanting)
and make this publicly available through the school’s website, newsletters and enrolment package.
Monitor student attendance daily through marking the roll each day.

Notify parents/carers of any unexplained absence, requesting a satisfactory explanation for their
child’s absence — within 3 days of unexplained absence

Discuss individual attendance with students and offer support and help to parents and students when
school attendance has become a problem.

Principal and staff will refer to a Student Attendance Officer on an ED171 (Report of Unsatisfactory
Attendance) form if attendance issues are not resolved.

Provide students with school work when they are absent for legitimate extended periods of time.
Notify the relevant authorities if non-attendance persists.

Queensland
Sod  Government




Strategies

At Hilliard State School, we are committed to achieving our attendance target and continually improving
and promoting attendance and achievement by:

e Ensuring consistent monitoring and follow up of absences with parents/caregivers

e Working with students and families to reduce absenteeism.

o Ensuring the necessary work that is missed due to absence is caught up, in some cases for
homework

Responses to absences

Absences for which a satisfactory reason has been provided are considered explained absences, and the
student’s enrolment is viewed as continuous. Undertaking a leisure activity such as shopping or fishing is
not considered a satisfactory explanation for an absence.

An absence for which a satisfactory reason has not been provided is considered an unexplained absence.

If there is no explanation from the Parent/Caregiver regarding a student’s absence or lateness for that
day, the teacher will:

o Complete an “Unexplained Absence” form to give to the student, who will take it home to be signed
and be returned the following day (change roll if notification is received).

e Each fortnight, unexplained absence letters will be generated and provided to teachers to send home
reminding parents/carers of their obligations to ensure their child attends school on every school day
and the requirement for providing satisfactory explanations for all absences. Parents are asked to
provide the reason for the unexplained absences, sign and return the Unexplained Absence Letter
(change roll if notification is received).

e |f any unexplained absence letters are not returned within 3 days, the class teacher will contact the
parents (this contact must be recorded in OneSchool as a Record of Contact). If the
unexplained absence letter is still not returned, or if a regular pattern of non-attendance is observed,
the class teacher should notify the Principal or delegate, who will contact home by phone or post a
letter where contact is not made.

o Where there is a continuation of unexplained absences, or absences without satisfactory reasons,
parents will be required to attend a meeting with the Principal or delegate to address issues
contributing to these absences and to discuss implementation of appropriate strategies and support
mechanisms.

o Where unsatisfactory attendance still continues, the Principal may commence formal processes
associated with Enforcement of Compulsory Schooling and Compulsory Participation as per
Education Queensland policy up to and including referral by the Director General for prosecution
under the Education (General Provisions) Act.
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Reporting and monitoring attendance

At Hilliard State School, reports of absence or truanting are taken seriously. Parents, members of
community and school staff may report an absence in the following ways:

Telephone / email to the school office (admin@hilliardss.eq.edu.au )
Signed/dated note sent with the student

In person to the office or class teacher

QParents.

Exception to compulsory schooling

If your child or children cannot attend or it would be unreasonable in all circumstances to attend school for
more than 10 consecutive days, an exemption from compulsory schooling or the compulsory participation
phase is available. The exemption excuses parents from their legal obligation to ensure that their child of
compulsory school age is enrolled at or attends a school, or in the compulsory participation phase, is
participating full-time in an eligible option.

Some related resources

Every Day Counts
http://education.gld.gov.au/everydaycounts/index.html

Departmental Policies and Procedures

Managing Student Absences and Enforcing Enrolment and Attendance at State Schools

Exemptions from Compulsory Schooling and Compulsory Participation

Roll Marking in State Schools

Appendixes

Appendix A: Unexplained Absent Notes

Appendix B: Example of unexplained absence letter

Appendix C: What chance does your child have of being successful?

Appendix D: Parent and Carers Fact Sheet
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mailto:admin@hilliardss.eq.edu.au
http://ppr.det.qld.gov.au/education/management/Procedure%20Attachments/Exemptions%20from%20Compulsory%20Schooling%20and%20Compulsory%20Participation/information_exemptions.doc
http://education.qld.gov.au/everydaycounts/index.html
http://ppr.det.qld.gov.au/education/management/Pages/Managing-Student-Absences-and-Enforcing-Enrolment-and-Attendance-at-State-Schools.aspx
http://ppr.det.qld.gov.au/education/management/Pages/Exemptions-from-Compulsory-Schooling-and-Compulsory-Participation.aspx
http://ppr.det.qld.gov.au/education/management/Pages/Roll-Marking-in-State-Schools.aspx

APPENDIX A
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HILLIARD

Hilliard State School

ﬁ UNEXPLAINED
— — ABSENCE NOTE

Your child is recorded as being absent without explanation

Student’s Name: .............cooovevivinennnns
Year Level: ..............
Date/s of Absence: ........ccocoevevcvcevcienennns

Reason for Absence: ..................oeeee...

Signed: ..o

Hilliard State School
UNEXPLAINED
ABSENCE NOTE

Your child is recorded as being absent without explanation

Student’s Name: ...............ceevivinnnnnns
Year Level: ..............
Date/s of Absence: ..........cccoocvvverrieenen.n.

Reason for Absence: ..................ccoeen.

Signed: ...

AT Hilliard State School
Ve UNEXPLAINED
e B ABSENCE NOTE

Your child is recorded as being absent without explanation

Student’s Name: ..............oceevveviennnns
Year Level: ..............
Date/s of Absence: ........ccccoevevevceevesenennns

Reason for Absence: ..........................

Signed: ..........oooiiiiii

AT Hilliard State School
Ve UNEXPLAINED
e B ABSENCE NOTE

Your child is recorded as being absent without explanation

Student’s Name: .............cooeevvivvnnnnnns
Year Level: ..............
Date/s of Absence: .........ccccoocvvverrvnenen.n.

Reason for Absence: ..........................

Signed: .........ooiiiiii
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APPENDIX B

Hilliard State School

Cor Alegandra Circuit & Hamover Drivva Alaxandra Hills 4161
Phone: 07 3830 1858
woers hillandss.eg edu.au
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APPENDIX C

1 or 2 days a week doesn’t seem much but ...

. and,. over
He/She 'IS ThiS equa/s. .. Whlch each year is... 13 years m[ schoo/ing
on/y missing just. .. ,
that’s. ..
I da_lj 20 dﬂ_ljs L weeks Near/_aj
per forfm'_th per year per year 15 years
I da_lj Lo da_qs s weeks Over 2.5 years
Iuer week ,uer _Ijeﬂr Pef‘ _qear
2 ala_ljs g0 da_ljs 16 weeks Over 5 years
Iner week /aer _ljear Pe" _ljear

EVERY DAY COUNTS!
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APPENDIX D

Regular school attendance

Information for parents and carers

Did you know? Research shows that in
Queensland, higher student attendance at
school is associated, on average, with higher
student achievement.

Why is regular attendance at school important?
Regular school attendance will mean that your child has a
better chance in life. Your child will achieve better when they
go to school all day, every school day.

e they learn better

e they make friends

e they are happier

e they have a brighter future.

Why must | send my child to school?

Under Queensland law, you must make sure your child of
school age is enrolled and attends school all day, every school
day unless they have an acceptable reason. Illness, doing
work experience or competing in a school sporting event are
acceptable reasons for being absent from school.

Principals decide if the reason given for your child’s absence
is acceptable.

Avoid keeping your child away from school for:

e birthdays, shopping, visiting family and friends, if they
sleep in, looking after other children, minor check ups or
care such as hair cuts.

Routine medical or other health appointments should be
made either before or after school or during the school
holidays.

What should | do if our family is going on a holiday in
school time?
You are encouraged not to schedule holidays during school

time. If your family holiday is during school time, let the
school know in advance and talk about what arrangements

Every day counts — Is your child at school today?

www.education.qld.gov.au/everydaycounts

can be made foryour child. Depending on the circumstances
the school may be able to provide tasks foryour child to
complete while they are absent or assist you to organise an
exemption from schooling.

Do | need to let the school know if my child has been
away from school?

Yes, you must let the school know the reason why your child
has been absent from school within two school days of their
return. If possible, advise the school beforehand.

Are you having problems getting your child to school

for some of these reasons?

e won’t get out of bed in the morning

e won’t go to bed at night

e can’tfind their uniform, books, school bag ...

e slow to eat breakfast

e haven’tdone their homework

e watching TV

e have a test or presentation to do, have an assignment to
hand in

e it’s their birthday.

If so, a set routine can help

e have a set time to go to bed

e have a set time to get out of bed

¢ have uniform and school bag ready the night before
e have a set time for starting and finishing breakfast
e setatime for daily homework activities

¢ speak about school positively

e be firm, send your child to school every school day
including their birthday and the last day of term!

What should | do if my child won’t go to school?

You should contact the school as soon as possible for advice
and support.
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