OCEAN REEF

SENIOR HIGH SCHOOL

Attendance Policy
and Procedures

(reviewed March 2025)
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Aim:

At Ocean Reef Senior High School (ORSHS), we want our students to achieve their very best and be
on a pathway to success. Developing a habit of going to school every day is vitally important so that our
students do not miss out on important ideas, concepts, knowledge, and skills they need for future

learning.

Rationale:

Regular attendance is essential in supporting students to maximise their learning potential. The
probability of success in learning is strongly linked to attendance equal to or greater than 90%. Students
who do not attend school, arrive late or truant class regularly are at risk of not achieving success.
Research shows that lower rates of school attendance and disengagement from school can also be
linked to unemployment, lower income, risk taking behaviours and contact with justice authorities.

The School Education Act 1999 states that it is the responsibility of the parent/carer to ensure their child
of compulsory school age is enrolled and attends school or a registered training institution. Compulsory
school age is from 5 years and 6 months until the end of the year in which the child reaches 17 years
and 6 months or turns 18, whichever happens first.

At Ocean Reef SHS, we believe schools work in partnerships with families to ensure young people
attend school regularly. We understand there may be some factors that impede regular attendance at
school, and we will work with our students and their families to understand those factors and to actively
support engagement within the school.

Responsibilities of the school, families and the student:
School Responsibilities:
e Provide challenging learning opportunities to engage students.
e Promote and celebrate high rates of attendance as well as improvements in attendance.
o Monitor, communicate and implement strategies to improve a student’'s attendance in
consultation and support from parents/carers.
¢ Coordinate attendance improvement meetings and attendance improvement plans for students
at risk.
¢ Provide information on external services that can support student’s attendance at school.

Student Responsibilities:
¢ Maintain a healthy routine at home e.g. switching off digital devices at night.
e Make attending school a priority.
e Attend school unless sick.
o Develop a good study routine and complete all required work by the set deadline.

Parent/carer responsibilities:
e Support your child to maintain a healthy routine at home.
Make attending school a priority.
Encourage your child to attend school every day unless they are sick.
Do not allow your child to stay at home to finish assignments or study for a test.
Avoid making appointments or holidays during school time.
Notify the school when your child will be absent or late.

Student Attendance Procedures:
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Students are expected to attend school on all days including sports carnivals and excursion days.
Arriving to school and class on time is a priority. School begins with a warning bell sounding at 8.50am
and students are expected to be in class by 8.55am.

There are four acceptable reasons for not attending school:

Medical Appointment

lliness (medical certificate is encouraged and may be required)
Approved Educational Activity

Approved Cultural Activity

Approved Sporting Activity

arwnpE

If your child is unable to attend school, parents/carers must contact the school and explain the
absence. They can do this by the following ways:

¢ Adding an attendance note in COMPASS (preferred method).

o Email to oceanreef.shs.absentees@education.wa.edu.au

e Write a note for the student to hand into Student Services.

e Calling the school on 6206 2700 (select 1 for attendance).

Where an absence has not been explained, parents/carers will be contacted via SMS after 10:00am.
Please respond by clicking on the link and entering the reason for the absence in COMPASS.

Parents/carers can monitor their child’s attendance on COMPASS.

The school strongly discourages parents/carers from taking planned holidays during term time. Family
holidays are encouraged to be taken during school holidays. Ocean Reef Senior High School
acknowledges that holidays are an enriching experience, but by law, every student is expected to attend
school every day. Teachers are not obliged to accommodate students on holiday with a program of
work. Catch up work will only be provided if a student has an authorised absence. Students are at risk
of receiving a mark of zero for assessments missed due to holidays during school time.

Late to School Procedures

When students are late to school, they must sign in at Student Services with their Smart Rider card
through the attendance kiosk. This generates a docket for them to use as a pass to get into class. If the
school has not received an acceptable reason for this late arrival, they will make up the time during
recess. All students have been informed of this process. The Head of Year may approve lateness if
there are extenuating circumstances. Students who are regularly late to school without an acceptable
reason are at risk of losing their Good Standing.

Leaving School Early Procedures

Parents/carers are required to contact the school to inform us when their child needs to leave school
early for an appointment. Students must sign out at Student Services. They will be issued with a docket
to use as a pass to leave school. If a student is returning the same day, they must sign back in via
Student Services.

Students who are unwell during the day must present to Student Services either during break times or
if during class, they must have a note from their teacher. They must not contact their parents/carers on
their phones or leave school without getting permission. Student Services will make every effort to
contact parents/carers to arrange pick up or permission to leave.

Authorised absences
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When an absence has been authorised, students are expected to catch up on missed work. This can
be done through discussions with their teacher and accessing available content via Connect. Where
there is the possibility of an extended absence (more than a week), the family should also liaise with the
Head of Year who will assist in ensuring the absent student has access to as much of their normal
course work as possible. Teachers, where possible, will support the student’s ongoing education to
minimise the impact of the absence on marks or outcomes.

Planned absences

At times, planned absences may be authorised by the Principal in writing. Families are required to
provide documentation for this. This is leave sanctioned by the Principal, for any student who is
representing the school, state or nation at an approved sporting or cultural event. It is the student’s
responsibility to discuss with their teachers’ the course content that will be missed during their absence
and to submit any work as negotiated with each teacher. Teachers will endeavour to support the
student’s ongoing education and minimise the impact of the absence on marks or outcomes, particularly
if the student meets the negotiated work submission requirements.

Excursions or events

While students will not be penalised in any way for attending an approved excursion or event, students
are expected to catch up on any work missed while absent from school. There may be circumstances
where different assessment procedures may have to be used if an assessment is due on the day of the
excursion or event.

Truancy Procedures

Students who leave school without permission (truant) place themselves in potentially unsafe situations.
The Head of Year monitors daily lesson attendance and students who truant will be required to make
up this time during recess or lunch. Students who regularly truant class are at risk of losing their Good
Standing or being withdrawn from classes.

Monitoring Student Attendance

The Head of Year analyses student attendance data regularly throughout the year. Parents/carers of
students whose attendance is below 90% will be contacted and informed their child is not attending
regularly. The school will support students who do not meet the minimum attendance requirements in
one or more of the following ways:

e The student will meet with a member of Student Services to discuss possible barriers preventing
them from attending school.

o Parents/carers and student will be invited to attend an attendance improvement meeting where
an attendance improvement plan may be developed.

e A home visit may be conducted by members of the Student Services team.

e The student may be referred to the Student Engagement Team at Regional Office for further
support and strategies to improve attendance.

Students who miss an assessment due to an unacceptable reason are at risk of receiving a zero for that
assessment. Please refer to the Lower School or Senior School Assessment Policy for further
information.



How to Promote School Attendance:

The following list are suggestions on how to promote school attendance:

Promote and encourage attendance by focusing on the positives about school e.g. favourite
subjects and making new friends.

Prepare for the following day e.g. pack school bag, lay out uniform, pack lunch box

Use clear messaging about attending school e.g. “We will be leaving in 5 minutes” or “it is time
to get up and get ready for school” versus vague messages like “are you going to school
today?” or “why are you doing this?”

Provide positive reinforcement e.g. “| know you can do this”.

Set boundaries around bedtime on school nights to promote good sleeping habits. Remove
electronic devices from bedrooms overnight.

Talk to your child about the reasons why they are not wanting to attend school. Are they
worried about school-work or have social issues?

Remove “fun activities” at home so your child finds being at home boring e.g. remove internet
access, electronic devices.

Supporting your Child:

If a child is not wanting to attend school, parents/carers may wish to do the following:

Contact their child’s Head of Year to discuss concerns around non-attendance.

Discuss a possible attendance improvement plan or case conference with the Head of Year.
See a doctor if there are complaints about feeling unwell or injuries.

Organise work to be completed at home if they are not able to go to school.

Communicate with the school.

If your child That equals... Which is... Over 13 years of Which means
misses... schooling your child’s
that’s... performance
is...
1 day per fortnight | 20 days per year | 4 weeks per year | Nearly 1.5 years | Equal to finishing
at Year 11
1 day per week 40 days per year | 8 weeks per year | Over 3.5 years Equal to finishing
at Year 10
2 days per week | 80 days per year | 16 weeks per Over 5 years Equal to finishing
year at Year 7
3 days per week | 120 days per year | 24 weeks per Nearly 8 years Equal to finishing
year at Year 4

Additional Information:

Attendance - Department of Education

School Policies - Ocean Reef Senior High School



https://www.education.wa.edu.au/attendance
https://www.oceanreef.wa.edu.au/about-us/school-policies/

