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· Contacting the school in 
advance prior to any planned 
short -term absence.  

· Providing the reason for any 
unplanned absences before 
10.00am on the day of 
absence.  

· Providing a written note to 
the Sub-School, if their child 
is required to leave school 
early.  

· Providing a written note 
explaining any lateness.  

· Contacting the Sub-School if 
student absence is to be for 
an extended period of time 
(e.g. family reasons or illness) 
and request schoolwork.  

o Contact the Sub-School or 
Student Services Leader if a 
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situation can seem intractable and the management is often very draining for schools. Strong partnerships giving 
the family consistent messages about attendance, exploring flexible learning options and alternative educational 
pathways, effective use of secondary consultation, families engaging with support, and maintaining a positive 
school-home relationship are often crucial to improving attendance here. 
 
Truancy  
This refers to non-attendance without parent/guardian 
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�x Record actions on Compass Chronicle. 
 
STAGE FIVE – unresolved on-going non-attendance 

 
�x Letter to parent/guardian summarising all intervention and support offered.  To be signed and sent by 

the Principal. The letter is to offer an opportunity to meet with the school for an Attendance Student 
Support Group Meeting and advising the parent/guardian unless there is improvement the matter will 
be referred to School Attendance Officer. Parents required to respond within 7 days.  

�x Letter to be sent registered post 
�x Continue with secondary consultations/phone calls/home visits 
�x Record actions on Compass Chronicle. 

 
STAGE SIX – Referral to School Attendance Officer  

�x A principal does ne6(o)-9.6 1a.7 >7rl1.04 0al 
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Consultation has taken place with the relevant group(s) in the following list: 
 

Group Consultation 
✔ 

School Operations Committee 
 

 

                Staff 
 

✔ 
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