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(Aligned with the Department of Education WA 10-Point Attendance Plan) 

 

1. Purpose 

South Kalgoorlie Primary School is committed to ensuring that every student attend school regularly, is actively 

engaged in their learning, and is supported to achieve their full potential. Regular attendance is essential for 

academic success, social connection, and positive wellbeing. This policy outlines our school’s processes and 

responsibilities for promoting, monitoring, and responding to student attendance in accordance with the 

Department of Education Western Australia 10-Point Attendance Plan and School Education Act 1999. 

The Department of Education Western Australia requires all public schools to implement systems and processes 

that ensure students attend school regularly, participate fully in learning, and that absences are promptly 

followed up. 

Regular attendance: 

• Underpins student achievement and engagement. 

• Promotes wellbeing and social development. 

• Is a legal requirement under the School Education Act 1999. 

 

2. Policy Statement 

All enrolled students are required to attend school or participate in an approved educational program every day 

that instruction is provided, unless there is a reasonable excuse. 

Schools must: 

• Record and monitor attendance daily using the department’s attendance codes  

• Work in partnership with families and agencies to support attendance. 

• Intervene early and effectively when attendance declines. 

• Comply with legal obligations and reporting requirements. 

All students enrolled at South Kalgoorlie Primary School are expected to: 

• Attend school every day that instruction is offered. 

• Arrive on time and remain for the full school day. 

• Provide a valid reason for any absence. 

The school works in partnership with students, parents/carers, and the wider community to promote regular 

attendance, address barriers, and ensure early intervention when attendance issues arise. 

 

3. Legislative and Policy Framework 

This policy aligns with: 

• School Education Act 1999 (WA) 

• School Education Regulations 2000 (WA) 

• Department of Education Western Australia Student Attendance Policy and Procedures 
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• Department of Education Western Australia 10-Point Attendance Plan 

 

4. Responsibilities 

Roles and Responsibilities  (Appendix A) 

Principal or Delegate (Attendance Deputy) must: 

• Ensure attendance processes meet policy requirements. 

• Promote and lead a school-wide culture of regular attendance. 

• Oversee accurate recording and follow-up of attendance. 

• Initiate early intervention and case management. 

• Escalate unresolved attendance concerns to the Regional Attendance Team. 

• Ensure attendance data is reported as required. 

Teachers must: 

• Record attendance accurately twice daily using the department codes.(Appendix B) 

• Follow up promptly on unexplained absences. 

• Monitor patterns of attendance and refer concerns early. 

• Support students and families to maintain regular attendance. 

Parents/Carers must: 

• Ensure their child attends school every day. 

• Provide an explanation for all absences. 

• Work with the school to address attendance concerns. 

Students must: 

• Attend school daily and arrive on time. 

• Participate fully in learning. 

AIEO must: 

• Assist in the implementation and resourcing of IAPs (Individual Attendance Plans) 

• Provide cultural support when appropriate when liaising with families and staff regarding factors affecting 

attendance  

 

5. Implementation – The 10-Point Attendance Plan    

South Kalgoorlie Primary School implements the following actions in line with the Department’s 10-Point 

Attendance Plan: 

1. Clear communication of attendance expectations to students, staff and families. 

2. Daily attendance monitoring and prompt follow-up of unexplained absences. 

3. Early identification of students at risk of poor attendance. 
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4. Positive attendance culture promoted through whole-school strategies and community engagement. 

5. Regular reporting to families on student attendance patterns. 

6. Tiered intervention and case management for students with persistent or severe absenteeism. 

7. Collaboration with external agencies to address complex barriers to attendance. 

8. Attendance planning for transition points (e.g., Kindergarten to Pre-primary, primary to secondary). 

9. Use of attendance data to inform decision-making and track progress. 

10. Staff training and accountability to ensure consistent attendance processes. 

 

6. Key Procedures 

6.1 Recording Attendance 

• Attendance is recorded twice daily (morning and afternoon sessions) in the Department’s approved 

system. 

• Attendance codes are used in line with departmental guidelines. 

• Records must be accurate and kept up to date. 

6.2 Following Up Unexplained Absences 

• Parents/carers must be contacted within three school days of an unexplained absence. 

• If no valid explanation is received, the absence remains unauthorised. 

• Persistent unexplained absences are escalated to the leadership team. 

6.3 Early Identification and Intervention   

• Students with attendance below 90% are identified early for support. 

Interventions may include: 

• Contacting families  (Appendix D) 

• Attendance meetings 

• Individual Attendance Plans  (Appendix C) 

• Referrals to internal or external support services (Appendix E) 

6.4 Escalation  (Appendix E) 

Where attendance does not improve, the Attendance Deputy: 

• Consults with the Regional Attendance Team 

• May initiate formal processes under the School Education Act 1999. 

• May consider prosecution as a last resort, in consultation with the Director of Education. 

6.5 Exemptions 

• Students may be exempted from attendance in limited circumstances (e.g. medical, cultural, distance 

education, alternative programs). 

• All exemptions must be approved in accordance with Departmental procedures. 
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7. Support and Intervention 

• Early intervention and case management will focus on building relationships, understanding barriers, and 

providing support. 

• Strategies may include pastoral care meetings, referrals to support services, mentoring, cultural 

engagement, and flexible attendance planning. 

• The school acknowledges that attendance barriers can be complex and will respond with cultural 

sensitivity and collaboration. 

 

8. Communication 

The school communicates attendance expectations through: 

• Parent information sessions and enrolment packs 

• Newsletters and website updates 

• Classroom discussions and student assemblies 

• Case meetings with families as required 

 

9. Monitoring and Review 

• The school leadership team monitors attendance data weekly. 

• Attendance improvement actions are reviewed each term. 

• This policy will be reviewed every two years or as required by updates to Department policy. 

 

 

10. Related Documents 

• Department of Education WA Student Attendance Policy and Procedures 

• Department of Education WA 10-Point Attendance Plan 

• School Education Act 1999 

• School Education Regulations 2000 

• South Kalgoorlie Primary School Attendance Procedures (internal document – Appendix A) 

 

11. Contact Information 

For attendance matters, please contact: 

South Kalgoorlie Primary School 

Phone: (08) 9092 5800 

Email: SouthKalgoorlie.PS@education.wa.edu.au 

Attendance Deputy: Tamara Kelly, Deputy Principal 
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Appendices 

Appendix A: Roles and Responsibilities 

Appendix B : Attendance Codes 
 
Appendix C: Individual Attendance Planning 
 
Appendix D: SKPS Intervention Schedule 

 
Appendix E: Management of Non-attendance  

Appendix F: Phone Call Scripts 

 Appendix G: Letter Proformas and Process 

  

Appendix A:  Roles and Responsibilities 

Class teachers will: 

• Log onto Compass daily and complete the roll for both the morning and afternoon session. 

• Enter an attendance note including the reason and duration of absence when directly notified by a parent 
or guardian the correct Attendance Codes  

• Where student absence is 60% and below  the Class teacher to liaise with Attendance Deputy regarding 
the next actions required and assist with attendance planning when required (Appendix C) 

• Refer to the Attendance Deputy when the following occur: 
- All absences involving a vacation 
- The reason for the absence is considered unreasonable or there is no explanation  
- Student has been away for 3 or more days and contact has not been possible 

 
 
The Attendance Deputy will: 

• Review attendance data collected from IKON: Student Attendance Reports (SAR), Compass and OINS 
databases to regularly update the SKPS Attendance Intervention Schedule. (Appendix D) 

• Monitor the attendance of all students with a phone call, home visit and/or letter according to the SKPS 
Attendance Intervention Schedule.   

• Record all interventions (letters, phone calls, home visits and IAPs) into Compass via Chronical Entry 

• Liaise with the Principal regarding Vacation codes 

• Ensure the student’s attendance is recorded when:  

• Present for a half day when the student has attended at least two hours of instruction in the am 
and pm 

• Attending if they are on a school-approved activity 

• An authorised absence during the period of suspension 

• An authorised absence if they are absent due to cultural/religious events 

• Authorising ‘Unauthorised absence’ code 

• Alternative attendance arrangements including S24 

• Manage non-attendance using referrals, Responsible Parenting Agreement (RPA), Students 
Whose Whereabouts are Unknown (SWU), Attendance Panel according to Education Department 
procedures (Appendix E) 

     
   The School Officer will: 

• Record in Compass an ‘attendance note’ reasons for absences from parent/caregiver  from telephone 
messages, email or verbally and notify the teacher 

• Using Compass enter student’s arrival time for students arriving after 8:45am and when departing the 
school via the front office 
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• Liaise with Attendance Deputy regarding collecting and entering attendance data for students on S24 
arrangement with alternate school 

• Assist the attendance deputy to record parent responses when Unexplained Absence letters have been 
returned to the school 

• Refer to the Principal or the Attendance Deputy when the following occurs: 
- All Unauthorised Absences including Unreasonable and Vacation 

 
The AIEO will: 

• Assist in implementing and resourcing IAPs 

• Assist in accompanying the Attendance Deputy to conduct home visits and help with cultural perspectives 
when speaking to families 

• Phone families regarding the importance of daily attendance using the phone script as required.  
(Appendix F)  

• Assist families with ‘barriers’ that may exist in preventing getting their children to school.  Ie.  Breakfast 
Club, Lunch, Uniforms   

• Phone families to check in with how the parents/children are going, especially after an absence of 
sickness or travelling.  Use the phone script.   

 
 

Guidelines 

• Legislation does not require parents to provide an explanation for their child’s absence in writing; 
therefore all explanations received via methods such as class dojo, SMS, phone call, email , in person, etc 
must be recorded in Compass. 

• All students enrolled in the school are required to have their attendance recorded, irrespective of where 
the educational program is delivered.  This includes students who may be attending either part-time or 
full-time programs offsite as part of an educational program under a S24 Arrangement. 

• Full description of the Education department absence codes are located in the Attendance Toolkit in 
IKON. 

• Authorised absences for religious observance or cultural reasons are best negotiated prior to the absence 
to avoid repetitive follow up on the school’s behalf and to support planning for the student. 
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Appendix B – Attendance Codes & Quick Reference Guide Summary Sheet 

South Kalgoorlie Primary School 

ATTENDANCE CODES – QUICK REFERENCE SHEET 
Aligned with Department of Education WA – Student Attendance Policy & Procedures 

1. Present Codes 

Code Description Examples 

P or / Present Student physically attending school. 

E Off-site – School approved 
activity 

Excursion, camp, endorsed program. 

E Curriculum adjustment Approved educational program off-site. 

M Medical/mental health 
appointment 

Late arrival or early leave due to 
appointment. 

L Late Student arrives late but attends the 
remainder of the day. 

2. Authorised Absence Codes 

Code Description Examples 

R Reasonable cause Illness, family emergency, cultural event. 

N Notified as sick Parent advises student is unwell. 

V Authorised vacation Principal-approved family holiday. 

C Cultural/Religion absence Approved cultural or ceremonial event. 

H Home education Temporary or transition arrangement. 

3. Unauthorised Absence Codes 

Code Description Examples 

U Unexplained absence No explanation within 3 school days. 

X Unacceptable reason Shopping, birthday, no valid reason. 

T Truancy Absent without permission during day. 

K Unauthorised Vacation No notification of being on Vacation 

4. Exemption & Non-Instruction Codes 

Code Description Examples 

Q Exemption (approved) Approved under School Education Act. 

W Withdrawn Withdrawn arrangement on site 

S Suspended Student suspended per policy. 

Key Reminders: 

• Attendance must be recorded twice daily (AM/PM). 
• Follow up unexplained absences within 3 school days. 
• Principal approval required for K and Q codes. 
• Update codes when explanations are received. 
• Maintain accurate and consistent records. 
Source: Department of Education WA – Student Attendance Policy & Procedures 
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Additional Notes and Requirements 
• All attendance must be recorded twice daily – AM and PM. 
• Explanations must be recorded and stored in line with Departmental record-keeping requirements. 
• Follow-up is required for all unexplained absences within 3 school days. 
• Only principals or authorised delegates can approve certain codes (e.g., K – authorised vacation, Q – 

exemption). 
• Codes must reflect the most accurate reason for absence — e.g., if a student is initially marked U and later 

provides a valid reason, the code must be updated. 
• Truancy (Z) must be recorded carefully and supported by documented evidence. 

 
Best Practice for Schools 

• Use automated SMS or phone calls to follow up daily unexplained absences. 
• Maintain consistent coding across all staff (training and spot checks help). 
• Audit codes regularly to ensure accuracy for Department reporting and compliance. 
• Communicate coding expectations clearly to families (e.g., newsletters, website, enrolment pack). 

 

 References: 
• Department of Education Western Australia Student Attendance Policy 
• Department of Education Western Australia Student Attendance Procedures 
• School Education Act 1999 (WA) 
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Appendix C: Individual Attendance Planning 

Purposes of Individual Attendance Planning include the following: 
1. Support consistent school attendance 
2. Promote student wellbeing and engagement 
3. Strengthen partnerships with families 
4. Provide clear, personalised strategies 
5. Monitor progress and intervene early 
6. Ensure accountability and compliance 
7. Improve educational outcomes 

 
Individual Attendance Plans are used in collaboration with the family toa assist in identifying possible barriers to 
coming to school and look at supports with view to increase attendance rate. Located in S/Admin 
Staff/Attendance/Attendance Plan Proforma 
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Appendix D:  SKPS Attendance Intervention Schedule  

This is a guide for the Attendance Deputy to ensure that all year levels are included each term and each 

foci has been addressed annually.  This has a 3-weekly cycle of phone calls, home visits and letters 

covering all year levels from K-6 each term.  Each term the year level attendance data is taken directly 

from SARS Database,  Compass and OINS to inform the planner. 

Attendance Term Planner  Strategy Tool 
Focus Student Group 
Term 1 - 60% and below 
Term 2 - 70% and below 
Term 3 - 90% and below 
Term 4 - 60% and below 

 

Week 1 
 

Phone Calls – Year 4-6 

Week 2 
 

Home Visits – Year 4-6 

Week 3 
 

Letters – Year 4-6 

Week 4 
 

Phone Calls - Year 2-3 

Week 5 
 

Home Visits Year 2-3 

Week 6 
 

Letters Year 2-3 

Week 7 
 

Phone Calls – K – Year 1 

Week 8 
 

Home Visits – K – Year 1 

Week 9 
 

Letters – K – Year 1 

Week 10 
 

Unexplained Letters 
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Appendices E1 – E3:  Management of Non- attendance  

Regular attendance is essential to student learning and wellbeing.  The school maintains clear procedures to 

identify and address non-attendance promptly, engaging with parents and caregivers to resolve underlying issues 

and support a return to consistent attendance in line with policy and legislative requirements.  This will be 

managed with Referrals, Responsible Parenting Agreements (RPA) and where applicable Attendance Panel. 

      

   Referrals  

   Goldfields Education Regional Office (GERO)  

The Attendance Deputy in consultation with the principal will make the following referrals to GERO when 

necessary: 

File directory for the following forms can be located: S/Admin Shared/Admin Staff/Attendance/Referral Forms 

•  SUpS Team K-2; Bevan  Bennell and Toni Colling   (via email) 

•  Transition Officer for High School Yr 6; Kylie Dadd   (via email) 

•  SSEND:BE  AYSC   (see Appendix E1) 

 

Appendix E1:  SSENBE: Aboriginal Youth Support Coordinator (AYSC) Referral Form 

To be used for those families who would like extra support with the aim of improved attendance for their 

children.  
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Appendix E2: SWU List - Students Whose Whereabouts Are Unknown  

When a student cannot be located within 15 days of the start of an absence, and their parent/s and 

family contacts cannot be contacted, the Attendance Deputy will refer students using SWU Request 

form, inform GERO attendance officer and email through to Student Tracking Unit.  The following 

steps should be undertaken. 

• SWU request should be completed by the attendance deputy when: 

o A student cannot be located within a reasonable amount of time (usually 15 school days), 

and is deemed as missing. 

o Attempts to locate a student have failed through efforts to contact parents, peers and 

relevant interagency groups including: previous schools and checking OIN for other family 

contacts 

o The school has not received advice that the student has enrolled at another school or 

moved interstate. 

o Contact has been made with the student tracking coordinator (GERO) to determine 

whether the student has enrolled in another public school.  Any absences are recorded by 

the attendance deputy or nominee until they are advised by the student tracking 

coordinator to remove the student from the current roll. 
 

SWU Form located in IKON (use search bar) 
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Appendix E3:  (RPA)  Responsible Parenting Agreement (RPA)     

When there has been little response or improvement in attendance after 3 letters and the barrier to 

attendance appears to be parenting related’ the Attendance Deputy in consultation with the Principal’ will: 

• Request a formal parent meeting to participate in a Responsible Parenting Agreement process as outlined 

in IKON – Education Department.  This should be done in consultation with internal and external agencies 

providing a supportive approach to improved parenting learning and resources 

• Send a second request for a meeting if the parent/caregiver did not participate in the first scheduled RPA 

meeting 

• Record compliance/ non-compliance in SAR as applicable 

• Refer the family onto: GERO, Transition Officer, SSEND:BE or other agencies as applicable  

 

 

RPA form found in IKON – use search bar 
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Appendix E4: Attendance Panel 

A panel to restore attendance may be convened when previous strategies have not worked. To decide if 

it is appropriate to run a panel, you can use the Summary of previous strategies checklist . 

Consider the parent’s: 

• individual context and circumstances 
• preferred method of communication. 

Summary of previous strategies checklist (IKON)                               Letter of request to convene a panel (IKON) 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://ikon.education.wa.edu.au/c/portal/webcms/link?url=https%3A%2F%2Fapps.det.wa.edu.au%2Fdocserver%2F%3Fkey%3D3uy3uFAGLKzvD5C7CDWYCn%26returnUrl%3Dhttps%253A%252F%252Fikon.education.wa.edu.au%252F-%252Forganise-an-attendance-advisory-panel
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Appendix F:  Phone Call Scripts  

Script Type Phrases 

General Script Start with an open-ended question suitable for the family 
circumstance: 
I’m just touching base with you _____________________ 
How are you and the kids going? 
Are you having trouble getting _______ to school? 
 
 
 
Paraphrasing is used during and towards the end of the 
conversation.  It confirms with the family that their voice has been 
heard.  
What I am hearing is _______________. 
What you are telling me is _____________. 
 

Script for Ongoing Illness 
 

I see ____ has had some ongoing sickness, flu.   
 
I’m sorry to hear that _______ has been sick. 
 
Do you have any medical certificates from the doctor.    Yes/No 
response.   
Discuss obtaining medical certificates next time they’re visiting the 
doctor for larger blocks of absences (3 or more in a row) 
 
 
 
 

Script for Unexplained Absences 
 
 

Check first that it is an OK time.  Just calling to see if we can work 
together to reduce the number of Unexplained Absences that are 
on the system for _________.  Give a few blocks of dates and ask if 
the parent can remember why their child was away. 
 
Thank you for your time, this helps to reduce the number you need 
to complete when we next send out the Unexplained Letters.  

Script for the Daily SMS Link 
 

Just checking whether you are receiving a SMS text message when 
your child is away.  I have noticed that there are quite a few/ many 
Unexplained Absences on the system.  If yes, discuss the fact that if 
they click onto the link some options appear.   
 
You can toggle through these and enter the reason for the absence.  
Doing this reduces the Unexplained Absences that appear as red 
boxes on the system. 
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Appendix G:  Letter Procedures  

Letters to go out to target families (identified in the attendance term planner)in Weeks 3,6 and 9 of each term.  

Proforma letters have been set up in the S Drive (S: Admin Shared/Administration/Attendance/Letter Proformas 

as per term schedule).  They are sorted into: 

1. 50% and below – Letter 1,2 and 3 

2. 50-70% - Letter 1,2 and 3 

3. 79-90% - Letter 1,2 and 3 

Unexplained Letters to go home to families in Week 10 of each term.  Unexplained Absence Letters are found in 

Compass/Attendance/Letters/Not Present/Late Letters.  Class Teacher to send these back to the front office once 

they have been completed by parents.  School Officer to enter the reasons.   

ALL UNAUTHORISED ABSENCES are to be ratified by the Attendance Deputy or the Principal.   

 

50-70% Proforma     50% and below Proforma 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 


