Sample Policy on Student Attendance for a Primary School using the E19/1
 

1. The school will take pro-active steps to increase student attendance. The Principal will set annual targets on this and will report to the Board on student attendance at least twice a year.
2. Student attendance will be recorded in the E19/1 Attendance Registers twice a day; the record will also show whether an explanation for the absence has been received by the school.
3. Parents/caregivers will be contacted as soon as is practicable in relation to any unexplained or unjustified absence.

4. The Principal will develop protocols on the recording of student attendance/absences and on the steps which the school will take in order to maximise student attendance. The protocols will include an outline of which kinds of absence the Principal will accept as ‘justified’, together with the steps to be taken in the case of ‘unjustified’ absences. 
5. The Principal will devise and, when approved by the Board, will implement a strategy to inform parents/caregivers and the community-at-large about the school’s policy on attendance/absences (and to keep the community aware of it on an ongoing basis).
Sample Policy on Student Attendance for a Primary School with eAR
 

6. The school will take pro-active steps to increase student attendance. The Principal will set annual targets on this and will report to the Board on student attendance at least twice a year.

7. Student attendance will be recorded in Attendance Registers (E19/1) two or three times a day through the School’s Student Management System; together with the reason for any absence.

8. Parents/caregivers will be contacted as soon as is practicable in relation to any unexplained or unjustified absence.

9. The Principal will develop protocols on the recording of student attendance/absences and on the steps which the school will take in order to maximise student attendance. The protocols will include an outline of which kinds of absence the Principal will accept as ‘justified’, together with the steps to be taken in the case of ‘unjustified’ absences. The Principal will present these protocols to the Board at a Board meeting.
10. The Principal will devise and, when approved by the Board, will implement a strategy to inform parents/caregivers and the community-at-large about the school’s policy on attendance/absences (and to keep the community aware of it on an ongoing basis).
Sample Policy on Student Attendance

Secondary School using eAR
1.
The school will take pro-active steps to increase student attendance. The Principal will set annual targets on this and will report to the Board on student attendance at least twice a year.

2.
Student attendance will be recorded electronically at form time, and every teaching session, through the school’s Student Management System, together with the reason for any absence.

3.
Parents/caregivers will be contacted as soon as is practicable in relation to any unexplained or unjustified absence.

4.
The Principal will develop protocols on the recording of student attendance/absences and on the steps which the school will take in order to maximise student attendance. The protocols will include an outline of which kinds of absence the Principal will accept as ‘justified’, together with the steps to be taken in the case of ‘unjustified’ absences. 

5.
The Principal will devise and, when approved by the Board, will implement a strategy to inform parents/caregivers and the community-at-large about the school’s policy on attendance/absences (and to keep the community aware of it on an ongoing basis).

Note:
The Principal will present these protocols to the Board at a Board Meeting.

