Procedure 5.08	Student Attendance & Truancy
Version dated: 26 April 2010
Purposes
To ensure that South Westland Area School complies with regulations regarding records of attendance and truancy management
To assist in encouraging regular student attendance and minimising truancy
Procedure – Attendance Registers
The attendance register is an auditable document.  School funding is based on school roll, and it's therefore important that the register is kept correctly.  Attendance registers are generated by our SMS which is maintained by office staff.  The following requirements must be complied with:
General entries in the Attendance Register:
Enter only those children who have reached the age of five years.  Students must also be entered on the MOE Enrol database within 5 days.
When a student leaves, they must be transferred to the leavers roll with the last day of attendance noted.  
Marking attendance:
Teachers are to mark those students who are in class with a ‘P’, both in the morning between 8.45 am and 9:00 am and again in the afternoon between 1.15 pm and 1.20 pm.  If the SMS is not available, a list of students in class is to be sent to the office.
If absence reasons are known, this should be recorded on the SMS by way of a comment (tick box).  Any written absence notes should be sent to the office.
Office staff are to check rolls by 9 am and attempt to contact parents in the case of unexplained absences.  
Office staff enter codes for students who qualify as present but are not in class, and for absences: 
‘Present’ codes include:  N/Q school camps or trips, L lateness or leaving early, R temporary removal from class, S students in sick bay, W work experience, H students at health camp, F/Y students at an off-site class or activity centre, X exam leave.
Absence codes include:  J justified absence (eg bereavement, school bus not running), M medical reason, D doctor/dentist appointment, E explained but not justified (eg shopping , missed the bus, at home/work with parent permission), O overseas holiday, Z stand down/suspension, T truancy

Withdrawal due to prolonged absence:
Record that a student has left the school when he or she has been absent for twenty consecutive school days unless the school has been informed that such absence is only temporary.  However, before recording that a student has left the school (when he or she has been absent for 20 consecutive days) the Board must be able to show that over this period, it has taken all reasonable steps to ensure the attendance of such students in terms of sections 25(2) and 31(3) of the Education Act 1989.  Such students shall from their last day of attendance cease to be students of that school, and any computation of attendance from then on should not include their name.






Stood Down or Excluded students:
Section 17 of the Education Act 1989 states that a student "who is suspended from a state school for an unspecified period from a state school" … "shall stay on the register of the school until the earliest of the following days:
The day on which the suspension is lifted or expires:
The day the student is enrolled at a registered school:
The day the student is given an exemption under section 22 of this Act."
In the case of (i) above, the student of course remains on the roll of the school.
Procedure – Student Attendance and Truancy
The Principal is to be notified immediately if a pupil who has come to school in the morning leaves the school or cannot be found.
Where a pupil’s absence is unjustified the principal will be informed.
Actions in the case of unacceptable patterns of attendance:
Children who have failed to attend school without reasonable excuse, or have been absent for five continuous school days, or whose absences have been one or more days every week or patterns of several days absence shall be referred to the team leader for action.
Parents are to be fully advised of instances of truancy by their children and the consequences.
The office is to keep absence notes and accurate written records of telephone calls, home visits, letters sent and explanations given (including time, date, and place).
Where the office actions do not result in satisfactory attendance they will report the matter to the principal together with the records of the absences and attempts to resolve the situation, including all records as in 4c above.
Truancy referral
Where any child has failed to attend school without reasonable excuse, and required interventions have failed to ensure a return to school attendance, or the absences have been continuous for 15 school days, or one or more days a week, or patterns of several days absence which persist for a school term, the truant will be referred to the Truancy Officer.
Any child who has not attended school for twenty school days without written reason will be withdrawn from the school register. The Truancy Officer will be notified of this action.
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