
Attendance Policy

Purpose
Every day that a student does not attend school can have a negative impact on their learning. 
Student attendance is a shared responsibility between schools, students, parents and the broader community. 

Principles
The principal manages student attendance in accordance with the WA Department of Education Student Attendance in
Public Schools procedures.

Craigie Heights Primary School will:
promote the importance of school attendance to their school community;
provide a positive school environment that engages and supports students to thrive;
develop plans in partnership with students, families, communities and other agencies to improve student attendance,
including documented plans where required, to address the persistent absence of individual students;
maintain accurate attendance records; 
respond to Department requests for reporting and disclosure of attendance data; 
manage alternative attendance arrangements where these are in the best interests of the student; and
retain all relevant documentation.

Procedures
In monitoring student attendance:

The School Education Act 1999 requires that an explanation of the reason for a student’s absence is provided within
three school days from the start of the absence. Parents must provide this explanation, either verbally or in writing.
The principal can request a medical certificate for prolonged absences that are due to sickness or injury.
A student can be regarded as ‘missing’ when, within 15 days of the start of an absence, they cannot be located, their
parent/s cannot be contacted, and the school has not received advice that the student is being educated elsewhere.
The school may refer to the education regional office for support and assistance in their attempts to locate a student.

In keeping accurate attendance records:
Staff keep accurate attendance records for every student enrolled at the school, including attendance at both morning
and afternoon sessions for Kindergarten, Pre-primary, and Primary students. These records are kept in Compass.
A student who arrives late will obtain a late note from the front office as they arrive at school and give this to their
teacher. Office staff will record the late on Compass.
Staff record whether a student’s absence was authorised or unauthorised, using the lesson attendance codes provided
in the Student Attendance Toolkit.
Where an absence has not been explained, class teachers will follow up with parents verbally and/or in writing.
Staff record a student as present for a half day when the student has attended at least two hours and five minutes of
instruction and present if they are on a school-approved activity.
The principal will ensure attendance records are retained in accordance with policy, including documentation of all
contact and intervention strategies implemented in addressing a student’s absence.
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In supporting declining attendance:
Staff will inform an Associate Principal when a student’s attendance is declining or continues to place them at risk.
The Associate Principal will consult with the student, their parents and other stakeholders to develop approaches to
restoring attendance that are context specific.

In addressing persistent student absence:
The principal will determine when persistent absence has reached the point that a documented plan is required for
an individual student.
The principal will consult with the education regional office to determine further actions if persistent absence
continues after meeting with the student’s parents and taking all reasonable steps to work with them to improve the
student’s attendance.

Access to the curriculum for students with special needs and/or health conditions 
Where a student has a mental or physical illness and/or health care needs which may impact their ability to attend the
usual school site, the principal:

communicates with the parent regarding the nature of a health-related absence and health professional
recommendations to provide reasonable and appropriate adjustments to curriculum access are implemented by the
school;
informs the student and parent of the student’s right to an educational program and actively engage the parent and
the student in negotiating access to a relevant program; and
arranges access to an educational program for a student who has a physical and/or mental health condition and/or
health care needs and who cannot attend the regular site.

School of Special Educational Needs: Medical and Mental Health (SSEN: MMH) teachers provide in-home educational
support to school students in the metropolitan area who cannot attend school for medical reasons. The program targets
students likely to be absent from school for more than 10 days who have a medical certificate.

A gradual attendance plan may be developed, in consultation with parents, to support students with emotional, cognitive
or behavioural needs, as part of the student’s individual plan. 


