Roma Mitchell

Secondary College

ATTENDANCE POLICY

SCHOOL CONTEXT

Roma Mitchell Secondary College is a multi-campus school comprising of a special education, girls only, middle years
and senior years campuses. The College has approximately 1800 students from 72 culturally diverse backgrounds. The
College is committed to providing relevant and individualised learning programs aligned with both the expectations of
the 1B MYP/Diploma and the Australian Curriculum to allow all students the opportunity for academic success. Our
Values and Mission reflect a commitment to global understandings, international mindedness and intercultural
understandings to create a culturally rich learning environment.

SCHOOL VISION

Our vision is for our students to have the capacity to engage productively with our changing world, enabling them to
shape a better future locally and globally.

MISSION STATEMENT

Our school will provide enriching, diverse educational and extracurricular programs which will support our students
to reach their full potential enabling them to contribute to their communities in meaningful and positive ways.

SCHOOL ATTENDANCE AND THE LAW

Attendance at school is compulsory. The Education and Children's Services Act 2019 states that all children must
attend school from 6 until they turn 17. This could be in a school or an approved learning program.

Parents or legal guardians (carers) can be prosecuted if they do not make sure their child goes to school. This can
mean being fined or getting a criminal conviction.

THE DEPARTMENT'S ATTENDANCE POLICY

The South Australian Department for Education's Attendance Policy guides the responsibilities of the whole school
community to make sure that children and young people attend school. This includes school staff, parents, carers and
students.

Schools work with their community to develop positive attendance habits. This starts from the earliest years. They do
this when they provide a safe, inclusive and culturally respectful environment. They use effective and consistent local
practices to monitor and manage absences.

STUDENTS AT RISK FROM MISSING SCHOOL

Students can be away from school for many reasons. Schools use categories to identify children and young people at
risk. We make sure that appropriate follow up and support is provided.

¢ Habitual non-attendance: a student has 5 to 9 days absent in a term for any reason.
e Chronic non-attendance: a student has 10 or more days absent in a term for any reason.

Status Responsible Reviewed By Approval Date Review Date

Approved Deputy Principal Deputy Principal/Delegate 27/05/2026 27/05/2029
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https://www.education.sa.gov.au/doc/attendance-policy

HOW WE IMPLEMENT THE DEPARTMENT'S ATTENDANCE POLICY

At Roma Mitchell Secondary College our attendance practices align with the department's attendance policy.
We support student attendance when we:

e promote the importance of education from the earliest years of life and throughout school
e assess patterns of non-attendance and develop ways to address this

e actively engage and include all children, young people and their families

e provide support to address the barriers to attendance, learning and wellbeing

e monitor attendance to make sure progress is documented and supports are in place

e evaluate the need for further or ongoing support and referral for additional support.

We use data to create our attendance improvement plans. This is in partnership with our community. Our plan includes
the actions we will take to make sure all students can attend school.

ROMA MITCHELL SECONDARY COLLEGE'S ATTENDANCE EXPECTATIONS

School starts at 8.45am each day and finishes at 3.15pm.

Sometimes it's different:
e Wednesday Afternoon 2.20pm dismissal

A parent or carer must provide an explanation if their child is late or has to leave early. This explanation must be
provided to Student Services prior to signing out.

ATTENDANCE RESPONSIBILITIES

Everyone has a role to make sure students attend school all day, every day.
STUDENTS

e Attend school every day the school is open unless they are ill or have an approved exemption.
e Arrive at school and to all lessons and activities on time.

e Participate positively in all learning activities.

e Report to student services if they arrive late or leave early. A parent or carer may be contacted.

Note: a student's age and circumstances affect the level of responsibility.

PARENTS AND CARERS

e Make sure their child attends school every day the school is open, unless they are ill or have an
approved exemption.

e Beresponsible for their child's travel to and from school.

e Make sure their child arrives at school on time, between 8.30am and 8.45am.

e Provide their child's school with up-to-date contact details.

e Provide the school with a reason if their child is absent, late or leaving early. The same day if possible.

e Provide a medical certificate or written explanation if their child is ill for 3 or more days in a row.

e Make appointments outside of school hours if possible. For example, dentists or National Disability
Insurance Scheme (NDIS) providers.

e Monitor their child’s attendance and classwork through Daymap and in communication with the
Yungkurrinthi Marni teacher. Help their child to meet deadlines and catch up if needed.
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AUTHORISATION OF EXEMPTIONS

In some circumstances, the principal has authority to approve an exemption from school. This can be for up to 1 month.
It can also be for up to 12 months for a family holiday.

Before asking for an exemption, families should talk to a site leader. Students must attend school until an exemption
is approved.

Our school requires an exemption for absences more than 3 school days in a row. This does not include illness.
Parents or carers must apply in writing. The principal will advise them in writing of their decision. A copy is kept in the
student record folder. Forms are available from Student Services in each campus.

Exemptions of more than 1 month (excluding holidays) must be approved by the department's central office.
Note: Exemptions are counted as student absences from school.

ATTENDANCE PROCESS FLOW CHART
[ROLES AND RESPONSIBILITIES]

Everyone has a role to play in promoting attendance through consistent, predictable routines and positive relationships.
Teachers support student engagement, wellbeing and attendance by:

STEP 1
SUBJECT TEACHER

e Mark rolls accurately every lesson
e Record lateness, absences and uniform concerns using the correct Daymap codes:
o Latetoclass[L]
o Out of Uniform [PUI]
e Monitor lateness and attendance patterns
e Check Daymap attendance history by hovering over absence marks [X] to determine previous lesson
attendance
e Alert Student Services if a student attended earlier classes but is absent from your lesson
e Contact parents/carers to follow up 3 days of unexplained or family absences and document communication
on Daymap
e Provide lesson materials on Daymap for absent students, where appropriate
e Maintain consistent classroom expectations and predictable routines
e Support positive relationships, belonging and engagement in the classroom
e Escalate ongoing attendance or engagement concerns to the Learning Community Leader
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YUNGKURRINTHI MARNI TEACHER

e Monitor attendance, engagement and wellbeing concerns for identified students

e Check Daymap attendance history and patterns regularly

e Follow up with students regarding attendance concerns and missed learning

e Contact parents/carers regarding ongoing attendance, wellbeing or engagement concerns

e Document communication and follow-up actions on Daymap

e Alert the attendance team if there are 3 consecutive days of medical absence so medical documentation can
be requested

e Liaise with Student Services and the Learning Community Leader regarding attendance concerns

e Support culturally responsive wellbeing and engagement strategies for students

e Encourage positive relationships, belonging and consistent attendance routines

e Work collaboratively with subject teachers, families and support staff to improve student engagement and
attendance

STEP 2
LEARNING COMMUNITY LEADER

e Monitor and review attendance data

e Follow up habitual non-attendance concerns (5-9 days absent)

e  Work collaboratively with students and families

e Identify barriers impacting attendance and engagement

e Coordinate early intervention and wellbeing supports

e Develop Your Support Plans where required

e Contacting parents/carers, to follow up 5 days unexplained/family absences and document on Daymap

e Refer chronic non-attendance concerns via a form to the Attendance Team

ATTENDANCE TEAM REFERRAL - Fill out form

STEP 3
ATTENDANCE TEAM

e Review chronic non-attendance data (10+ days absent)

e Home visit to hand deliver 10-day unexplained letter to family, if house unattended send letter via registered
post

e Coordinate targeted and intensive interventions

e Facilitate case management meetings

e Liaise with Student Support Services and external agencies

e Monitor progress and attendance improvement

e Determine further action, referrals or mandatory notifications if required

e Contacting parents/carers, to follow up 3 days illness for a medical certificate and document on Daymap
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https://forms.cloud.microsoft/r/zdcRx2L8eF

ATTENDANCE PROCESS FLOW CHART

Student Absence
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AUTHORISATION OF EXEMPTIONS

In some circumstances, the principal has authority to approve an exemption from school. This can be for up to 1 month.
It can also be for up to 12 months for a family holiday.

Before asking for an exemption, families should talk to a site leader. Students must attend school until an exemption
is approved.

Our school requires an exemption for absences more than 3 school days in a row. This does not include illness.
Parents or carers must apply in writing. The principal will advise them in writing of their decision. A copy is kept in the
student record folder. Forms are available from Student Services in each campus.

Exemptions of more than 1 month (excluding holidays) must be approved by the department's central office.
Note: Exemptions are counted as student absences from school.
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