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Attendance Procedure

I am safe                                                    I am friendly                                             I am responsible

All students are expected to attend school full-
time:

8:45am – 3:15pm (Mon, Wed, Thurs, Fri)
8:45am – 2:00pm (Tuesdays)

Attendance is defined as:
Being at school, unless there is an
acceptable reason.
Arriving on time.
Remaining at school until dismissal time.

Any changes to attendance must be negotiated
with the Principal.

Attendance Expectations

At Mid North Education Centre, we believe
attendance is important because it:

Ensures continuity of education and learning.
Enables the development of positive
interpersonal relationships.
Builds good work habits and responsibility.
Supports student wellbeing and engagement.

Why Attendance Matters

Yard duty supervision begins at 8:30am.
Personal cars and taxis may access the ramp before 8:30am, but doors open at 8:30am.
Late arrivals must use the front doorbell and be escorted by a parent/caregiver or staff.
End of day: Parents/carers collect students from the admin area. Staff assist taxi transitions.

Supervision and Daily Procedures

Monitoring and Intervention
90% attendance or above – satisfactory.
80–89% – early intervention: teacher contacts family, monitors pattern.
Ongoing concerns – referral to DfE Attendance Officer for formal case management.
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Attend school every day unless they have a valid reason.
Participate positively in all areas of schooling.
Respect the right of others to attend in a safe and secure environment.
Follow school values: I am safe, I am friendly, I am responsible.

I am safe                                                    I am friendly                                             I am responsible

Responsibilities

Notify the front office of absences by 9:00am on the day (or earlier if known).
Inform the taxi company of absence.
Provide a doctor’s certificate if absence is consecutively 3 days or more.
Request an exemption from the Principal if planned absences exceed 3 days.
Communicate honestly and openly with staff.
Use diaries for planned absences.

Parents / Carers

Students

Encourage attendance through engaging, relevant programs.
Maintain accurate attendance records in line with DfE guidelines.
Communicate regularly with families to address concerns.
Seek reasons for non-attendance/lateness via calls and diaries.
Raise concerns early and refer persistent cases to leadership.

Teachers

Record attendance and reasons for absence.
Notify teachers of messages regarding attendance.
Send SMS notifications to parents for unexplained absences.

Front Office Staff
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