
 
 
 

School Attendance Policy 2012 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Vision 
Kapunda Primary School is committed to all students attending school 
fulltime in order to fulfil their maximum potential in education and 
learning. 
 
Statement 
At Kapunda Primary School we believe success is determined by 
regular attendance at school. We work hard at supporting our students 
and families to maintain their attendance at school. At Kapunda 
Primary School it is essential to students learning that they are 
punctual, as the morning is our peak learning time and organisation for 
the day occurs first thing in the morning. 
 



 
 

 



 

 
Start / Finish Time 

 
The Yard is open (teacher on duty) from 8:30am 

School instruction begins at 8:50am 
The Yard is closed (teacher off duty) by 3:25pm 

School instruction finishes at 3:10pm 
 

Late arrivals / Early Pick Up 
 

Parents / students must sign in or out via the front office. 



 



Flow Chart  to monitor ATTENDANCE at Kapunda Primary 
School 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Roll books filled 
out and sent to 

the  
front office 

Recording of 
information on 

EDSAS 

Any day of unexplained absence requires slip / 
diary note sent home (purple slip). This needs 
to be recorded in the Roll Book that a note was 

sent home asking for an explanation. 

Reason for absence 
provided by 
caregiver 

No reason provided 

Admin call 
caregiver for 

explanation on 2nd 
day of unexplained 

Teacher records in 
Roll book. 

EDSAS is back 
dated with update 

On 3rd day of 
unexplained, 

teacher  / admin 
informs senior 
staff – Parents 

are rung by senior 
staff and 

documented in 
EDSAS 

No response given and 10 unexplained absences in 
a term or concerning patterns of attendance 
appearing, the teacher needs to be alert, 

contact senior staff. Senior staff will then 
ring parents and have a pre-referral 

conversation with the School Attendance 
Councillor from Regional Office. 

If reason 
provided 
– update 
Roll Book 
and EDSAS 

If reason 
provided 
– update 
Roll Book 
and EDSAS 



 
Flow Chart to monitor LATENESS at Kapunda Primary School 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Roll books filled 
out and sent to 

the  
front office 

Recording of 
information on 

EDSAS 

Student arrives at 
school 

Fill in late 
arrivals book 

Admin change  
Roll Book 

EDSAS is back dated with update if 
required 

Teachers monitor lateness. Is there a 
pattern? 

Is there a significant number of days 
late? 

No Yes 
Contact parents 
Development of 
attendance plan 

No change 
Senior staff will then ring parents and have a 

pre-referral conversation with the School 
Attendance Councillor from Regional Office. 



 

 



 

 
 


