ST JAMES’ CATHOLIC SCHOOL BOARD OF TRUSTEES
ATTENDANCE POLICY AND PROCEDURE 
22nd February 2009
RATIONALE

Regular attendance at school is important for a student’s education and establishes a positive working attitude early in life.  It is also a legislative requirement set by the Ministry of Education.

PURPOSE
To ensure that the school community is aware of the Board’s expectations regarding attendance, and that they are able to follow the procedures specified when their child is unable to attend.
POLICY
The students of St James’ Catholic School are expected to attend school each day that the school is open, in accordance with the legislation.  The Attendance Regulations (1951) require schools to maintain attendance records and the Education Act (1989) requires schools to ensure the attendance of the students on their rolls.  The Attendance Codes (2008)are aimed at providing the schools and the Ministry with greater details about student absence, with a view to reducing truancy.
It is acknowledged that 100% attendance is unlikely, but it is essential that the school is informed of the reasons for a child’s absence.  Regular, documented un-authorised absences will be regarded as truancy.  This will be recorded against the student’s record.  
note: 
Any generic guidelines used by a school to determine whether an absence is ‘Justified’ or ‘Unjustified’ do not preclude the Principal from using discretion over any specific student absence.
The Board designates the Principal as the Chief Executive of the School to administer this policy on a day to day basis.

PROCEDURE

A/ Attendance
The roll is to be taken at the start of the day and immediately after lunch.  If a student is absent and the School Office or classroom teacher has not been notified they will follow up by attempting to contact the parent/caregiver using the phone numbers provided on the enrolment form.  The attendance/absence notebook is then returned to the classroom

If a student arrives at school late, they must be signed in at the School Office first before going to the classroom.

B/ Explained Absence
Sickness

When your child is unwell please ring the school office by 9:00am.  You will need to do this each day that your child cannot attend the school.  If a student becomes unwell during school hours, the parent/caregiver will be notified by the school office and you will need to collect them promptly and sign them out of school.
Out of school medical or dental treatment

The classroom teacher and the school office should be notified by the parent/caregiver that the student will be absent.  This can be direct, a phone call, written note or email.  When the parent/caregiver comes to the school to collect the student they must make contact with the office staff before signing the student out at the school office before going to the classroom.  When the student returns they must be signed in at the office before going back to the classroom.   
For other absences

The school should be notified on the day before the intended absence, and be made aware of the reason.  If this is personal, the Principal can be contacted directly who will keep any information in confidence.
Family holidays during term-time

Family holidays during term-time are discouraged by the Principal and Board of St James Catholic School, due to the disruption to learning and teaching to the student, their teacher, and class mates when long absences occur.  However, if the family wishes to remove a child during term time, they must write a letter or email to the Principal communicating their intentions at least 5 days before the intended absence.
C/ Unexplained Absence

The school will attempt to contact the parent/caregiver every day that the student is absent without justification.  A record of all such attempts will be maintained.  The Principal will attempt to meet the parent/caregiver if unexplained absences are not justified to the satisfaction of the school.  The Principal will work with the parent/caregiver to attempt to return the child to school.
Where a student’s significant absence is causing concern, the Principal may consider involving other agencies or talk to the local Ministry of Education office.  Where a student’s unjustified absence is chronic, and the school has made every attempt to return the student to school, a referral to the District Truancy Service (DTS) will be made.
RELATED DOCUMENTS

St James’ Catholic School ‘Being the Best We Can Be’ Plan (Procedure for Behaviour Management).

Behaviour Mangement Policy
DEFINITIONS
· Explained absence: An absence for which the explanation is accepted by the school as the reason for the absence. The decision on whether an explained absence is ‘justified’ or ‘unjustified’ will be largely determined by the school’s attendance policy. (See note below)
· Justified absence: An explained absence within the school’s policy as an acceptable reason for the student to be away from school.
· Unjustified absence: An absence that is either unexplained or, explained but the explanation is not within the school’s policy as an acceptable reason for the student to be away from school.
· Intermittent unjustified absence: One or more unjustified absences totalling less than two hours within a school day

· Overseas: The student is known to be overseas and the Principal has documentation confirming his/her intention to return to the school within 15 weeks.
· Truancy: The total of all of a student’s unjustified absences and intermittent unjustified absences.
· Frequent truancy: Truancy that occurs on more than 20% of the half days which the school is open taken over a four-week period.
· Attendance rate: A percentage based on the: (number of half days for which the schools was open, less the sum of all absences) divided by the number of half days in the time period:

i.e. 100% – (Justified absences + Unjustified absences + Intermittent absences


+ Overseas absences)
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