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	1. PURPOSE


Daily school attendance is important for all children and young people to succeed in education and to ensure that they don’t fall behind both socially and developmentally. School participation is important as it maximises life opportunities for children and young people by providing them with education and support networks. School helps people to develop important skills, knowledge and values which set them up for further learning and participation in their community.
	2. POLICY STATEMENT 


2.1       To improve the attendance of all students.

2.2       To develop habits of regular attendance.          

2.3       To reduce unauthorised absences. 
	3. IMPLEMENTATION


3.1 The school’s Attendance Policy will be distributed to parents at the commencement of each term and included in the Enrolment Package.
3.2 Parents are required by law to ensure their child attends school every day and provide an explanation for their child’s absence from school via phone message or note. 

3.3 If a student arrives at school after 9:05am, they must go to the office and receive a Late Pass before going to their class. 

3.4 Students who return to school after an unexplained absence, will have a note sent home to parents requesting an explanation as to their child’s absence.

3.5 Students will be given a Monthly Attendance Letter requiring parents to notify the absence reason for any unexplained days that the student has not been present at school within that month. 

3.6 If a student is absent from school for one day due to illness, parents must notify the school (via phone, Skoolbag app or note) of the reason. 

3.7 If a student is absent from school for two days due to illness, parents are encouraged to provide a medical certificate explaining the reason for absence. 
3.8 Students who are picked up early from school must complete the Early Departure forms at the office providing a reason for the early departure.

3.9 Students with less than 85% attendance will be identified as Attendance Concerns and their attendance will be monitored closely by the Attendance Support Personnel. 
3.10 When a student’s attendance rate falls below 60%, an Attendance Support Group Meeting will be scheduled involving a member of School Leadership, Attendance Support Personnel, Classroom Teacher and Parents/Guardians.
3.11 The school will ensure that the MWPS Attendance Procedures Flow Chart is followed by all staff.

3.12 Teachers shall make contact with home when a student has been absent for two consecutive days and have not notified the school as to the reason. 

3.13 The school will implement the ‘Be An Attendance H.E.R.O. (Here, Every day, Ready, On time)’ Program to promote the improvement of student attendance and to acknowledge those students who have received 100% attendance within a given week. 
3.14 The school will provide a whole-class support program called ‘Blast Off Your Attendance’, for classes who have an average attendance rate that deviates from the cohort data.

	4. EVALUATION AND REVIEW


4.1 This policy will be reviewed as part of our school’s regular three-year review cycle.
	5. RATIFIED


5.1 This policy was ratified by Melton West Primary School Council on the 8/8/16
