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Rationale 

• Bencubbin Primary School (BPS) administration monitors the attendance of all students enrolled 

in school, identifies students with attendance issues and implements appropriate measures to 

restore regular attendance. 

• Where a student is enrolled at BPS, the School Education Act 1999 (the Act) requires the student 

attends the school on site or an educational program of the school elsewhere as directed by the 

Principal. 

• The parents of a child who is enrolled at BPS are responsible under the Act for ensuring their child 

is attending on a daily basis. Parents or other responsible persons may be asked to provide an 

acceptable explanation for any absence to the Principal.  

• By monitoring absences, late arrivals and early departures we can help parents manage their 

child’s attendance at BPS and implement any necessary steps to rectify unacceptable attendance 
issues. 

 

Implementation 

Attendance records 
The Classroom Teachers: 

• keep accurate attendance records for every student enrolled at the school. 

• Attendance will be recorded on Integris (paper if Integris in unavailable) at both morning and 

afternoon sessions. (including attendance at both morning (before 9:00am) and afternoon 

sessions (from 12pm) for ALL students K-6. 

• record whether a student’s absence was authorised (reason provided and considered legitimate 

and deemed acceptable by the principal) or unauthorised (no reason has been provided to the 

school, or the reason provided is not legitimate or acceptable). 

• record a student as:  

o present for a half day when the student has attended at least two hours of instruction; 

o attending if they are on a school-approved activity. 

 

Management of non-attendance 
Classroom Teachers: 

• will request an explanation from the student’s parent or responsible person when a student has 

been absent from school and an acceptable explanation has not been provided after two days 

from the beginning of the absence. 

 

      Principal or Administration member: 

  

o The Principal should request a medical certificate for prolonged absences due to sickness or 

injury. In the instance of long term/severe medical conditions impacting on the student’s 
attendance, the Principal or nominee need not investigate further if documentary evidence has 

been provided outlining the nature of the illness and the expected duration of the absence.  In 

the event that an absence is unexplained, a letter is to be sent home requesting a reason as to 

why the student was absent from school for that period of time.  

 

• refer a student to the school attendance panel when he or she is deemed to be a ‘child whose 
whereabouts is unknown’; and 

• where attendance falls below 90 per cent over a term:  

o further investigate the reasons for the student’s absence; 
o organise a parent /teacher meeting and/or case conference at the earliest opportunity to 

identify the issues related to the non-attendance and develop an attendance plan with the 

family for improvement; and 

o document all attendance improvement plans. 



 

 

 

Persistent Non Attendance  

The Principal will develop and implement an attendance improvement plan consisting of: 

• A consultation phase; 

• A formal meeting phase if attendance is not successfully improved through actions taken as a 

result of consultation; and 

• A process to monitor and review engagement with any plan or agreement developed in the formal 

meeting 

 

Student Tracking 

In the event that a child leaves the school – whether withdrawn by the parent/ guardian, or asked to 

leave by the school, and/ or after a period of 15 days of no communication from the family, if a transfer 

notice for the child has not been received, the child will be deemed as missing and the Principal will 

report the student’s whereabouts as unknown to the Student Tracking Coordinator at the District 
Education Office.   
 

Prior to submission of a report to the District Education Office, the Principal, or person nominated by 

the Principal, will endeavour to uncover the whereabouts of the child by contacting the relevant 

persons as listed on the child’s enrolment form and local schools. 
 

The student will remain enrolled at the school, and on the class roll, and marked as absent until 

verification of the child’s whereabouts is confirmed, or until permission to remove the child from the 
enrolment register is granted by the Student Tracking Coordinator. 

 

Appendices: 

Appendix A – Recording of Attendance 

 

Evaluation: 

This policy will be reviewed every 2 years as part of the school’s ongoing review cycle. 
 

  



 

 

 

Appendix a  

RECORDING OF ATTENDANCE  

 

MORNING SESSIONS 

1a. Teachers are to mark the roll on Integris prior to 9.00am, indicating students who are absent. 

 

ABSENT STUDENTS 

Parents are to notify the school of their child’s absence by phone, email or the school application. 
 

LATE STUDENTS 

If a child arrives to school after the morning bell they are to be considered “late”.  They will arrive in 
class with a late note from the front office. If they do not have a late note, they are to be sent to front 

office. 

Late attendance will be recorded in Integris by administration staff. 

 

AFTERNOON SESSIONS 

1b. Teachers are to check students at 11.20 am and 1.50pm to ensure all students are still in attendance. 

If any child is unexpectedly absent, the teacher must immediately notify the front office. 

If the front office considers the absence unauthorised and the whereabouts of the child unknown, the 

Principal is to be immediately contacted and the procedure outlined in the missing student policy is to 

be followed. 

 

EARLY DEPARTURES 

A child leaving school before 2.50pm will be considered an early departure.  This will be recorded in the 

student management system by administration staff. 

No child is permitted to leave school prior to 2.50pm without first signing the student out at the front 

office and receiving a ‘leave pass’. This pass must be handed to the classroom teacher when collecting 

the child from the class. 

 

ABSENT STUDENTS  

1. Administration staff must keep record of phone calls received, or notification by parents of absences.   

 

2. When trying to establish a reason for a child’s absence, Teachers or Admin will follow the below 
procedure: 

• Phone call to parents via home, work and mobile numbers.   

o If staff speak to a parent, they will record the reason for absenteeism in the “comments” 
column 

o If staff cannot speak to a parent, they will leave a message and ask the parent to contact 

the school. They will then make a note in the “comment” column that parent was un-

contactable. 

o If excessive absences or repeated unexplained absences are noted the Principal will 

attempt to contact the family via phone and send an ‘Unexplained Absences’ formal letter 
home. 

 


