60 KNEES ROAD, PARK ORCHARDS, VICTORIA 3114

POLICY:

ATTENDANCE

RATIONALE:




The Education Act 1958 requires that children of school age (six-fifteen years) resident in
Victoria are required to be in full-time attendance at a government or registered nongovernment school unless they are receiving approved home tuition, correspondence
education, or have been granted an exemption by the Regional Director
To comply with the Act, St. Anne’s is required to keep accurate records of attendance

AIM:


To maximise student learning opportunities and performance by ensuring that children
required to attend school, do so regularly, and without unnecessary or frivolous
absences

IMPLEMENTATION:








The Deputy Principal has a responsibility to ensure that attendance records are
maintained
And monitored at school
Teachers always mark the roll. Under no circumstance should students be allowed to do
this
During the first weeks of school, teachers will check that the students’ details are correct
on the electronic role
Teachers will always mark the reason for any days that students do not attend above the
Using the correct codes on the electronic roll.
Teachers will keep all notifications from parents about absences. Notes may be needed
to either answer queries from parents or to be used for administration/legal purposes.
Such notes will be kept for seven years under Catholic Education Office (CEO) guidelines
The electronic will tally the total students present at least once a day
All student absences are recorded in both the morning and the afternoon by teachers by
9.15 am and 2.45 pm










Teachers will notify the Deputy Principal if any student is absent regularly- especially if
no notification is received from parents. The Deputy Principal has the responsibility to
ensure that unexplained absences are investigated, and that high levels of absenteeism
are adequately explained
The Principal will contact parents of students with high levels of unexplained or
unapproved absences, with the view to developing and implementing strategies to
minimise absences
Student’s transferring from or to the school must have a Transfer Form completed
Transfer Forms will be kept in the office
The Catholic Education Office and enrolment auditors may seek student attendance
records
Student attendance and absence figures will appear on student half year and end of year
reports
A new student will be added to the roll after they commence their enrolment.

EVALUATION:
Evaluation of the Attendance Policy will be reviewed every three years or when necessary.
This policy was reviewed in 2015
This policy will be reviewed in 2019

