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POLICY STATEMENT

Perth Waldorf School and Parkerville Steiner College’s Attendance Policy seeks to ensure legislative
requirements relating to student attendance are met while supporting regular student engagement in
learning. The school does not offer an online-only approach to education. Where students participate
in approved educational programs away from the school site, attendance and participation
requirements continue to apply.

PURPOSE

At Perth Waldorf School and Parkerville Steiner College each member of our school community,
including parents/carers, staff and students, is an integral part of a vibrant learning community.
Regular school attendance enables students to maximise their full potential to actively participate and
engage in their learning. While student attendance is a legal obligation of a parent or carer, the school
in partnership provides active support for full student attendance and retention.

This policy defines the procedures to be followed to achieve the purpose stated above.

RELEVANT LEGISLATION

Disability Discrimination Act 1992 (Cth)

School Education Act 1999, Western Australia, Sections 22-28 (the Act)
School Education Regulations 2000 — Part 2

Racial Discrimination Act 1984

Sex Discrimination ACT 1984 (Cth)

WA Equal Opportunity Act 1984

WA Public Health Act 2016

DEFINITIONS

Carer: any adult person, not being a parent, who is responsible for the child (The Act, Division 2,
Section 16 (I1)

Student; any person / child / young adult enrolled at Perth Waldorf School or Parkerville Steiner
College.
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PROCEDURES
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PROCEDURES

RESPONSIBILITIES
The Head of School

Although all school staff are vital in supporting regular student attendance, the Head of School is
specifically responsible under the School Education Act for:

e the accurate recording and rigorous monitoring of the attendance of all students;
e identifying students with attendance issues; and
e implementing appropriate strategies to restore regular attendance.

Staff

Staff will follow the procedures outlined below for recording and managing attendance, lateness and
absences.

Parents or Carers

Parents or Carers will endeavour to ensure their children attend school as required by law. They will
provide adequate notice of any planned absences and timely notice for any unplanned absence such
as sickness. Parents are asked to comply with the policy and procedures outlined in this document.

Students

Students are asked to comply with the policy and procedures outlined in this document. “Student”
refers to a child enrolled at Perth Waldorf School or Parkerville Steiner College.

Where students are over 18 years of age but remain enrolled at the school, the school may continue
to communicate with parents/carers regarding attendance and wellbeing matters unless otherwise
requested or legally inappropriate.

STUDENT ATTENDANCE

SCHOOL DAY ATTENDANCE

School hours for each of the Kindergarten, Primary and High School faculties are published in the
student handbook and on the school’s website.

Parents/Carers of Kindergarten, Primary and High School students are asked to ensure that their
children arrive at school at least fifteen minutes before school, but no more than thirty minutes before
the commencement of the school day.

Bibra Lake Campus

A teacher is on duty from 8.20am to 3.30pm Monday, Tuesday, Wednesday and Friday. On Thursdays
there is a teacher on duty from 8.20am to 2.45 pm for Primary School and High School. Students
arriving too early should wait with a responsible adult (parent/carer) until the appropriate time.
Parents are requested that students should not be left unattended at the school outside these times.
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Parkerville Campus

A teacher is on duty from 8.20am to 3.30pm Monday, Tuesday, Wednesday and Friday. On Thursdays
there is a teacher on duty from 8.20am to 2.45 pm. Students arriving too early should wait with a
responsible adult (parent/carer) until the appropriate time. Parents are requested that students
should not be left unattended at the school outside these times.

CO-CURRICULAR ATTENDANCE

Students will be asked to participate in compulsory school activities out of usual school time in some
areas of the curriculum such as camps, excursions, work experience, festivals, performance arts,
rehearsals and school open days. On the few occasions when this is required, students and parents
will be given adequate notice and will only be asked out of educational necessity.

MINIMUM AGE OF ENROLMENT

Unless the Director General provides prior approval, the school does not permit any child to be
enrolled at the school before the final year of their early education period and the child has turned 3
years of age.

RECORDING ATTENDANCE

Schools must record daily attendance for all enrolled students in accordance with the School Education
Act (Section 28). Accurate record-keeping of attendance is vital in satisfying duty of care requirements
and in generating useful attendance data.

Records must be maintained for long term retention (even though the School Education Regulations
2000, regulation 21 prescribes only 7 years from the date that enrolment ceased). Records must be
able to be reproduced in written form, though they may be kept in electronic form.

Attendance records are maintained securely and handled in accordance with the school’s privacy
obligations and applicable legislation.

Registers are legal documents and must be kept accurately by the class teacher. Student attendance
is to be checked before 9am. High School classes are checked at the beginning of main lesson in the
morning and every specialist lesson thereafter. Any discrepancies are reported to the High School
Administration Officer by the teacher using the “daily absenteeism register form” for follow up. The
High School Administration Officer will communicate with the school receptionist to reconcile any
discrepancies.

It is the responsibility of Class Teachers to be kept up to date with the students’ attendances and
checking with the relevant teacher and/or administration office if they have any concerns.

Parents are asked to write a note, email, text or verbally explain the reasons for their child’s absence.
This can be provided to the teacher or school reception. The information will be recorded in Sentral.

ABSENCE FROM SCHOOL (APPENDIX A: FLOWCHART)

All student absences must be accounted for by parents/carers either by phone, SMS, email or letter
(by 9am). If necessary, administration staff will follow up with student absences by no later than
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9.30am. If parents cannot be reached the absence will be marked as unexplained.

If a student is absent for two consecutive days without an explanation, the parent/carer will be
contacted by the faculty coordinator before 9.30am on the third day to find out the reason for the
student’s absence.

If the student’s whereabouts cannot be established, the next steps would include each of the following
until the student’s whereabouts are identified:

e Make enquiries with the student’s relatives and/or peers at the school;
e Conduct a more thorough search (if relevant);

e Visit the student’s home;

e Contact support agencies (e.g. DCPFS, if already involved).

If the student’s whereabouts have not been established through any of the above-mentioned methods
the next step would be to contact the WA Police (Incident to be reported to the Director General of
the Department of Education (within 48 hours) and the school’s governing body.

Parents are asked to contact the administration staff if the child is absent (for example with a cold)
and they are unsure of the return date. In the absence of parent contact, the administration staff will
SMS or call the parent normally before 9.30am every day. When a child returns to class after
absenteeism, parents are asked to provide the teacher with reasons for the absence.

PLANNED ABSENCE DURING THE SCHOOL DAY

If a school student needs to leave school during school hours, their parent/carer must sign them out
and sign them back in on return using the sign out log book at the school office before leaving the
school premises. The parent/carer will be given a ‘permission slip’ to hand to the student’s teacher.
High school students may sign out with written permission from a parent/carer. The high school
student is to notify reception and sign back in when they return to school.

If students are not returning for the rest of the day this must be indicated in the communication by
the parent/carer to their class teacher, front office or class teacher before leaving the school premises.
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RECORD KEEPING FOR ABSENCES

Notes must be dated. Inthe absence of a date, the teacher will notate on the letter the precise
date received.

All notes and doctor’s certificates will be provided to the school reception to be attached to
the absenteeism report. The retention of student attendance records is consistent with the
School Education Regulations 2000.

REASONS FOR ABSENCE

Sickness, medical appointments and difficult family problems are generally understood to be
acceptable reasons for absences. Parents who wish to withdraw their child for other reasons
should speak to the Class Teacher in advance. For longer absences (e.g. overseas trips, the
parent/carer should notify the school. The school cannot give permission for such absences.
It is the parent’s responsibility to understand their responsibilities under the Act.

In cases where extended leave is taken, the teacher may set work for the child, but this is not
an obligation.

FOLLOW UP FROM ABSENCES

Incomplete work as a result of absences will be dealt with on a case by case basis with the
respective teacher.

UNAPPROVED ABSENCES

Heads of Faculty in consultation with teachers are responsible for the re-engagement
strategies to be implemented when a student’s unapproved absences are having a significant
impact on the student’s progress with the learning programme.

Where patterns of persistent unexplained or unapproved absence are identified, the school
may implement attendance support strategies including meetings with parents/carers,
wellbeing support, modified attendance arrangements, referrals to external agencies where
appropriate, and documented attendance improvement plans.

EXTENDED ABSENCES

Student Tracking System: if the school has been unable to locate a student within 15 school
days of the commencement of an absence and the parent/s cannot be contacted, the Head of
School will regard the student as missing and contact the Student Tracking Coordinator (STC)
in the Department of Education.

Students whose whereabouts are unknown remain on the school enrolment register until
confirmation is received from the Student Tracking Coordinator or evidence of enrolment
elsewhere is obtained.

Parents may be notified by the school when a student’s term attendance falls below 80%.
https://pwswaeduau.sharepoint.com/sites/Collaboration/Shared Documents/O Drive - Executive/Governance/Policies & Procedures &
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LATENESS

Students late to school are to report to the reception area to obtain a late slip. An office staff member
will record arrival time and fill in a late slip to be given to the teacher by the student and the roll is
adjusted.

Persistent lateness (especially in the High School) without reasonable cause may lead to detention.
Students will be expected to make up for lost time.

Parents of persistently late school students will be contacted by the class teacher or in the event of
continued lateness, the Head of Faculty or Head of School.
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APPENDIX A: PROCEDURE FOR IDENTIFYING AND FOLLOWING UP AN UNEXPLAINED ABSENCE

Student attendance is to be checked before 9am. High School classes are checked at
the beginning of main lesson in the morning and every specialist lesson thereafter.
Inform administration who will cross-check known student absence information and

only identify students with an unexplained absence for parent/carer notification

I

Administration to contact parents/carers (e.g. via school SMS, phone call to mobile, home,
work numbers) as quickly as possible. The contact message should include a request for a
response by 10am.

g

e If parents cannot be reached the absence will be
marked as unexplained.

|

If a student is absent for two consecutive days without an explanation, the parent/carer will
be contacted by the faculty coordinator before 9.30am on the third day to find out the
reason for the student’s absence.
If the student’s whereabouts cannot be established the next steps would include each of the
following until the student’s whereabouts are identified:
Make enquiries with the student’s relatives and/or peers at the school;
Conduct a more thorough search (if relevant)
Visit the student’s home
Contact support agencies (e.g. DCPFS, if already involved)

PoON=

M

Y

If the student’s whereabouts have not been established through any of the above-mentioned methods
the next step would be to contact the WA Police

(Incident (on the appropriate form) to be reported to the Director General of the Department of
Education (within 48 hours) and the school’s governing body.

U

If the student’s whereabouts have not been established within15 days of the start of an absence and
the parent/s cannot be contacted, the Head of School will regard the student as missing and contact
the Student Tracking Coordinator in the Department of Education.
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ATTENDANCE SUPPORT & INTERVENTION GUIDELINES

PURPOSE

To ensure all students have equitable access to education and are supported in maintaining regular
attendance, including when mental or physical health issues, disabilities, or other personal challenges
affect attendance. These guidelines provide practical steps for early intervention, targeted support,
and monitoring while aligning with the school’s broader Attendance and Absences Policy and the
Disability Standards for Education 2005.

GUIDING PRINCIPLES

1. Intervene early to prevent small attendance issues from becoming significant barriers.

Maintain a collaborative, supportive approach, with parents and students central to all plans.

3. Tailor plans to individual student needs while ensuring educational equity and legal
compliance.

4. Use flexible schooling strategies and, where appropriate, Alternative Attendance Plans to
gradually increase attendance toward 80%.

5. Regularly review and update interventions to reflect progress or new challenges.

N

COMMUNICATION & AUTHORITY

High School: Matters relating to student attendance are primarily communicated by the Head of High
School or the Deputy Head.

Primary School: Initial attendance enquiries and support are handled by the Class Teacher. More
significant issues are escalated to the Head of Primary.

Follow-up support may involve: Wellbeing staff, Learning Support staff, Year Coordinators, and
administrative staff.

ATTENDANCE MONITORING & THRESHOLDS

a. 80% Attendance
e Benchmark for students at low risk.
e Continue monitoring and check for emerging patterns.
b. <80% Attendance — Early Intervention
e Signals potential risk.
e Actions:
1. Head of High School/Deputy to contact family to discuss causes of absence.
2. Connect student to supports (pastoral care, Learning Support, teachers, peers)
3. Monitor trends and address issues early

C. <60% Attendance for 2+ Terms — High Risk
¢ Conduct collaborative meeting (Head of High School/Deputy, Wellbeing staff, Coordinators,
parents/guardians, student, external professionals if needed).
e Meetings focus on:
1. Overall goals, drivers, barriers
2. Subgoals: smaller achievable steps
3. Responsibilities: student, parents, teachers, support staff
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4. Review checkpoints and progress monitoring
5. Alignment with post-school aspirations
e Develop documented plan including clear expectations, roles, contingency steps, at-home
guidelines, and review dates.
e If no progress after two terms, review school placement and explore alternative pathways.

FLEXIBLE SCHOOLING & INDIVIDUAL PLANS

For students with medical, psychological, or exceptional circumstances (including disability), the school
provides flexible support options to gradually achieve attendance targets.

Steps:

1. Identify Needs: Confirm documentation (e.g., GP, psychologist, allied health).

2. Clarify Flexibility: Adjustments may include partial days, modified schedule, assessments,
classroom participation, or in-school support.

3. Develop Plan: Document goals, expectations, review dates. Use Alternative Attendance
Plan for significant needs; lighter interventions for minor needs.

4. Implementation & Review: Provide pastoral and learning support; gradually increase
attendance toward 80%.

PERSISTENT NON-ATTENDANCE & NON-ENGAGED PARENTS

If attendance does not improve despite interventions:

1. Escalate Intervention: Convene collaborative meeting, review interventions, and document
thoroughly. The Head of School will be present at the meeting.
2. Reinforce the Plan: Review subgoals, responsibilities, and review dates; adjust strategies as
needed.
3. Notify AISWA & Legal Guidance: Seek AISWA advice; advise parents of legal responsibilities;
contact Department of Communities if necessary.
4. Explore Alternative Pathways: Assess suitability of current placement; consider TAFE, online
learning, homeschooling, or specialised programs.
5. Review of Enrolment (Last Resort):
a. If a student consistently fails to meet attendance requirements and parents remain
uncooperative, the school may review enrolment.
b. Decisions are made in consultation with parents/guardians and external authorities.
c. Student must always have a valid plan for continuing education.
6. Only after all other interventions are exhausted.
7. Maintain Focus on the Student: Continue support, encourage engagement, and document all
steps.

DOCUMENTATION

e Maintain detailed records of communications, meetings, and interventions.
e Documentation may be required to demonstrate diligence and support potential future
interventions or legal requirements.
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LEGAL OBLIGATIONS

e School attendance is compulsory for all students under 17 years and 6 months.

e Students must always have a plan for continued education (school, TAFE,
homeschooling).

e Inrare cases of prolonged non-attendance without a valid plan, the Department of
Communities may be contacted regarding parental responsibility.

e For Years 11 and 12 students participating in employment, a traineeship, or an
apprenticeship, a Notice of Arrangements Form must be completed to obtain the
Director General’s acknowledgement of the student’s participation in education,
training, and/or employment options. Completion of this form satisfies a parent’s legal
obligation to enrol the student during the compulsory education period.

Further Reading / Resources

“Four Lenses of School Attendance Difficulties,” School Can’t Australia:

https://www.schoolcantaustralia.com.au/sca-articles/4lenses — a useful framework for
understanding attendance challenges from behavioural, mental health, disability, and stress
perspectives.
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