
 
 

Gillieston Public School  
Attendance Policy 2026 

 
 
Gillieston Public School recognises that students need to attend school on a regular 

basis to gain the maximum benefit from schooling. There is an expectation that 
once enrolled, students will attend on a regular basis, and positive attendance 
patterns should be fostered. At Gillieston Public School our goal is to promote 
excellence and consistency in attendance, improving our overall attendance 

percentage each year. We believe that it is all of our responsibility to foster positive 
attendance patterns and we work with parents, carers and community to achieve 

our attendance target is 90% 
 

We will communicate with community each week around our target and the 
importance of consistent attendance and will implement class weekly rewards and 

a three tiered approach to student attendace with each tier involving different 
reward systems, parent contact and interventions to support students in their 

regular attendance at school. 
 

  

<70%
Tier 3

70% - 89%
Tier 2

90% - 100%
Tier 1



 

TIER SYSTEM 

•Tier 3 attendance letter sent home to 
parents 

•Tier 3 Personailised Attendance Plans 
developed 

•Absences followed up
•HSLO support 
•Other intervention e.g outside agency 

referral
•Tier 3 rewards as per individual 

Personalised Attendance Plan

Tier 3 
<70%

•Tier 2(a) attendance letter sent home for 
attendance rate of 85 – 89% 

•Tier 2(b) attendance letter sent home for 
attendance rate of 70%-84% 

•Tier 2 Personailised Attenance Plans developed 
by CT & AP

•Absences followed up by CT & AP
•Identified students disused at LST
•Other intervention e.g outside agency referral if 

required
•Tier 2 rewards as per individual Personalised 

Attendance Plan

Tier 2
70%-
89%

•Continue to promote positive attendance
•Absences followed up after 2 consecutive 

days of no contact by CT
•Positive reinforcement: individual and class 

recognition, awards, prizes, community 
communication

Tier 1 
90% -
100%



• Promote excellence and consistency in attendance 
• Accurately mark rolls by 9.15am on Sentral 
• Collect absence notes and place in pouch to be sent to office each morning for entering by office staff 
• If absences sent through to teacher, send to office for entering 
• Reasons for absences (whether by note, Seesaw or verbal) must be recorded with details, i.e. type of illness, type 

of leave 
• On the 2nd consecutive day a student is absent without contact, the CT makes contact with home 
• If student away for multiple days, make contact and check in with family 
• Teachers report any attendance issues or concerns to AP 
• Implement attendance plan for Tier 2/3 students and make regular contact with parent/carer in regard to     

plan – place on Sentral/evidence in program 
• Contact home when patterns of attendance concerns occur 

 Promote excellence and consistency in attendance 
 Regular discussion of attendance concerns during stage meetings 
• Phone contact with parent/carer of students with attendance concerns (in consultation with CT) 
• Investigation of home issues or concerns, social issues such as bullying, friendships or emotional issues 
such as separation anxiety etc. 

• Work alongside class teacher on attendance plans for nominated Tier 2 students and provide attendance leader 
with a copy. Support teacher in parent interview around attendance plan 

• Refer attendance concerns to attendance leader for discussion at LST 

 Promote excellence and consistency in attendance 
 Ensure that attendance focus, requirements and strategies are regularly explained and promoted to parents and 

carers  
 Attendance acknowledgments promoted to staff/students and parents 
• Collate attendance data every 5 weeks  
• Send letters to students who fall in Tier 2&3 at end of every term 
• Fortnightly meetings with HSLO  
• Student on HSLO Caseload, official Attendance Plan in place 
• Share information of Tiers with staff via teams 
• Communicate concerns with parents of students in Tier 2&3 in Wk 5 & 10 

 

  Generate and send SMS notifications to parents of absences each day by 10am 
 Absence notes, text messages notifications and phone messages are recorded and entered by SAO. 
 Relay messages from parents or guardians to Class Teachers  
 All absentee notes are filed at the end of each term and year. 
 Mark SCHOOL BUSINESS students for those on excursions or in some other school-approved activity 
 Administration staff to record partial absences (early departures, late arrivals, partial planned absences and sick 

bay) to ensure accurate time-keeping occurs 
 Each week all unexplained absences are followed up with a phone call. If no response is given, an absence 

explanation note is printed and sent home 

ATTENDANCE PROCEDURES & RESPONSIBILITIES 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLASS TEACHER 

ASSISTANT PRINCIPAL 

ATTENDANCE LEADER 

SAM & SAO 



Attendance Program 
 

The Gillieston Public School attendance program aims to improve our overall percentage each 
year and promote excellence and consistency in attendance. Each week, we will communicate 
with parents and community around attendance. Attendance statistics will be collated every 5 
weeks by the attendance leader and communicated to staff. At Gillieston Public School we will 
have a three-tiered approach and utilise different attendance acknowledgements for individual 
and class rewards for positive attendance. Personalised Attendance Plans will be implemented 
for students who need support in improving attendance.  
 

Tier 1 
The ‘Tier 1’ attendance program aims to celebrate our attendance achievements (see 
attendance acknowledgments). Students who achieve 90% attendance or above will be invited 
to take part in an attendance reward at the end of each term. Any student on ‘Tier 2’ or ‘Tier 3’ 
who have achieved and maintained their goal for a continual 5 weeks will also be invited to 
attend the end of term reward. 
 

Tier 2 
The ‘Tier 2’ attendance program is a mentoring and goal setting program which aims to improve 
the attendance of students who are attending school with a percentage between 70% and 89%. 
Attendance statistics will be collated every 5 weeks and communicated to staff. There will be two 
levels in this tier. Students who have attendance that falls between 85% to 89% may receive a 
‘Tier 2a’ attendance letter. Class teachers of these students will continue to encourage regular 
attendance of these students. Students who have attendance that falls between 70% to 84% will 
receive a ‘Tier 2b’ attendance letter. These students may also be supervised by their class teacher 
and stage Assistant Principal who will work with the class teacher to implement a Personalised 
Attendance Plan. This will involve regular contact between the parent/carer and Class Teacher 
and Assistant Principal to ensure that targets in the plan are being met. The Personalised 
Attendance Plan will identify individual goals and rewards that may require assistance from the 
Classroom Teacher, Assistant Principal or attendance leader. All rewards for ‘Tier 2b’ students will 
be individualised. All students in ‘Tier 2b’ who achieve and maintain their Personalised 
Attendance Plans for a minimum of 5 weeks will also be invited to join in the ‘Tier 1’ end of term 
reward. 
 

Tier 3 
The ‘Tier 3’ attendance program is a mentoring and goal setting program which aims to improve 
the attendance of students who are attending school with a percentage below 70%. The ‘Tier 3’ 
program will involve assistance from outside agencies e.g. HSLO and other agencies. Attendance 
statistics will be collated every 5 weeks and communicated to staff. Contact with parents/carers 
will be made where necessary. HSLO referral will be done if required. Mandatory reporting will also 
take place when needed. Students who fall into the ‘Tier 3’ category will receive an attendance 
letter at the end of the term and be supervised by Attendance Leader who will work with the 
class teacher to implement a Personalised Attendance Plan. This will involve regular contact 
between the parent/carer and Class Teacher and Attendance Leader to ensure that targets in 
the plan are being met. The Personalised Attendance Plan will identify individual goals and 
rewards that may require assistance from the Classroom Teacher, Assistant Principal or 
Attendance Leader. All rewards for ‘Tier 3’ students will be individualised. All students in ‘Tier 3’ 
who achieve and maintain their Personalised Attendance Plans for a minimum of 5 weeks will also 
be invited to join in the ‘Tier 1’ end of term reward. 
 
 
 
 
 
 



Attendance Acknowledgments  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
Example of weekly Community Communication 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Tier 2a attendance letter 
 
{student_first_name}'s education is important to us! 
 

Regular school attendance is essential for your child to achieve their educational best. NSW public schools work in partnership with 
parents to encourage and support the regular attendance of children. When your child attends school every day, learning 
becomes easier and your child will build and maintain friendships with other children (NSW DoE). 
 

 At Gillieston Public School our goal is to promote excellence and consistency in attendance and improve our overall attendance 
percentage each year. 
 

 We understand that on occasion, your child may need to be absent from school. Justified reasons for student absences may 
include: 
- Being sick, or having an infectious disease 
- Having an unavoidable medical appointment 
- Being required to attend a recognised religious or cultural holiday 
- Exceptional or urgent family circumstance (e.g. attending a funeral) 
 

Currently, {student_first_name} is attending {attendance_percentage_for_period} of the time. 
 

We certainly appreciate that students may be absent from school due to coughs, sniffles and periods of isolation. This letter is not 
to cause alarm, but rather keep you informed of how your child's attendance is tracking. Sometimes absences from school can 
accrue quite quickly so parents are encouraged to schedule appointments outside of school where possible. 
 

Schools, in partnership with parents, are responsible for ensuring the regular attendance of students.  Let's work together to reach 
our goals.  
 

You are encouraged to share this letter with your child and celebrate the positive attendance as well as reflect on the areas for 
improvement. 
 

If there is something we can do to further support your child's attendance at school, please contact your classroom teacher. 
 

Thank you for your ongoing support, 
 

Adelle Wright 
Attendance Leader 
 
 
 
Tier 2b attendance letter (with plan) 
 
{student_first_name}'s education is important to us! 
 

Regular attendance at school is essential for your child to achieve their educational best. NSW public schools work in partnership 
with parents to encourage and support the regular attendance of children. When your child attends school every day, learning 
becomes easier and your child will build and maintain friendships with other children (NSW DoE). 
 

At Gillieston Public School our goal is to promote excellence and consistency in attendance and improve our overall attendance 
percentage each year. 
 

Currently, {student_first_name} is attending {attendance_percentage_for_period}% of the time.  
 

We understand that on occasion, your child may need to be absent from school. Justified reasons for student absences may 
include: 
- Being sick, or having an infectious disease 
- Having an unavoidable medical appointment 
- Being required to attend a recognised religious or cultural holiday 
- Exceptional or urgent family circumstance (e.g. attending a funeral) 
 

We remain committed to working in partnership with you to address the issues that are preventing {student_first_name} from full 
participation at school. As a result of {student_first_name} attendance, the school will be implementing a Personalised Attendance 
Plan with your child. This plan will be developed with the 
classroom teacher, Assistant Principal and {student_first_name} and will be communicated to you so that we can work together to 
reach the agreed goals.  
 

I would like to remind you that the Education Act (1990) requires parents ensure that children of compulsory school age attend 
school each day it is open for instruction. It is important that we work together to improve {student_first_name} attendance at 
school. 
 

If there is something we can do to further support your child's attendance at school, please contact your classroom teacher. 
 

Thank you for your ongoing support, 
 

Adelle Wright 
Attendance Leader 
 
 
 
 
 
 
 
 
 
 



Tier 2b attendance letter (without plan) 
 
{student_first_name}'s education is important to us! 
 
Regular attendance at school is essential for your child to achieve their educational best. NSW public schools work in partnership 
with parents to encourage and support the regular attendance of children. When your child attends school every day, learning 
becomes easier and your child will build and maintain friendships with other children (NSW DoE). 
 
At Gillieston Public School our goal is to promote excellence and consistency in attendance and improve our overall attendance 
percentage each year. 
 
Currently, {student_first_name} is attending {attendance_percentage_for_period}% of the time.  
 
We understand that on occasion, your child may need to be absent from school. Justified reasons for student absences may 
include: 
- Being sick, or having an infectious disease 
- Having an unavoidable medical appointment 
- Being required to attend a recognised religious or cultural holiday 
- Exceptional or urgent family circumstance (e.g. attending a funeral) 
 
We remain committed to working in partnership with you to address the issues which are preventing {student_first_name} from full 
participation at school.  
 
I would like to remind you that the Education Act (1990) requires parents ensure that children of compulsory school age attend 
school each day it is open for instruction. It is important that we work together to improve {student_first_name} attendance at 
school. 
 
If there is something we can do to further support your child's attendance at school, please contact your classroom teacher. 
 
Thank you for your ongoing support, 
 
Adelle Wright 
Attendance Leader 
 
 
 
 
Tier 3 attendance letter – before HSLO referral 
 
{student_first_name}'s education is important to us! 
 

Regular attendance at school is essential for your child to achieve their educational best. NSW public schools work in partnership 
with parents to encourage and support the regular attendance of children. When your child attends school every day, learning 
becomes easier and your child will build and maintain friendships with other children (NSW DoE). 
 
 

Currently, {student_first_name} is attending {attendance_percentage_for_period}% of the time.  
 

We remain committed to working in partnership with you to address the issues that are preventing {student_first_name} from full 
participation at school. As a result of {student_first_name} attendance, the school will be in contact with you to talk about ways to 
help support your child’s attendance.   
 

I would like to remind you that the Education Act (1990) requires parents ensure that children of compulsory school age attend 
school each day it is open for instruction. It is important that we work together to improve {student_first_name} attendance at 
school. If attendance does not improve, we may be required to make an application for Home School Liaison Support to the local 
Educational Services Team for consideration of further action. 
 

If there is something we can do to further support your child's attendance at school, please contact your classroom teacher. 
 

Thank you for your ongoing support, 
 

Adelle Wright 
Attendance Leader 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



HSLO attendance letter 
 
Dear 
 
I refer to the attendance of (student) at school. 
 
At a recent school Learning and Support Team meeting (student) pattern of attendance was reviewed and despite the school 
implementing a number of strategies (student) lack of attendance remains a concern. 
 
Regular attendance at school is essential if (student) is to achieve his/her educational best, and increase his/her career and life 
options. School staff remain committed to working in partnership with you to address the issues which are preventing (student) 
from full participation at school.  
 
As a result of (student) unsatisfactory attendance I am required to make an application for Home School Liaison Support to the 
local Educational Services Team for consideration of further action. The Home School Liaison Program manager may allocate an 
attendance officer to work with you and the school to develop and Attendance Improvement Plan. 
 
I would like to remind you that the Education Act (1990) requires parents ensure that children of compulsory school age attend 
school each day it is open for instruction. If you do not meaningfully engage in the Attendance Improvement Plan, or there is no 
improvement in (student) attendance during this time, The Department of Education and Communities may consider further 
action such as an application to the Children’s Court for Compulsory Schooling Orders 
 
It is important that we work together to improve (student) attendance at school. 
 
Thank you for your ongoing support, 
 
Adelle Wright 
Attendance Leader 
 
 


