
Attendance Policy  

   
 

 

We are committed to meeting our obligations with regards to school attendance by: 

• Promoting good attendance and reducing absence. 

• Ensuring that every student has access to full-time education to which they are entitled. 

• Acting early to address patterns of absence. 

• We will support parents to perform their legal duty to ensure children of compulsory school age 

attend regularly. 

Recording Attendance 

All attendance will be recorded in the School’s Management Information System. We will take our 

attendance register at the start of the first session of each day and once during the second session. 

Students must arrive at school between 7.45am and 7.55am each day. 

The register will be taken at 7.55am and kept open until 8:10am.  

Unplanned absence 

The student’s parent/carer must notify the school on the first day of an unplanned absence by 8am or as 

soon as practically possible. School can be notified by phone or email.  

Planned Absence 

Attending a medical or dental appointment will be counted as authorized if the parent/carer notifies 

school in advance of the appointment. This can be done by phone or email. 

However, we encourage parents/carers to make medical/dental appointments out of school hours 

where possible. 

Lateness and punctuality 

A student who arrives late: 

• After the register is closed will be marked late, using the appropriate code. 

If a student is away on repeated occasions or for an extended time (three days or more), we will require 

evidence for the absences, such as medical/therapy appointment letters. 

Where possible we will work with therapy providers to have appointments arranged around core 

curricular lessons. Any unaddressed request may result in MASH, DCFS and / or DES being contacted, 

and concerns reported.  

 


