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[bookmark: _Toc219810593][bookmark: _Toc219812192]Letter templates and key discussion points to support a staged response to non-attendance
Schools are encouraged to use the following template messages when engaging with parents/carers about a student’s attendance.
[bookmark: _Toc219810594]Element 5 of the Schools Guide to Attendance highlights the importance of engaging with families in relation to their child’s attendance and provides guidance on how schools can effectively work with parents/carers to address any issues or barriers. 
[bookmark: _Toc219810595]In general, universal messaging promoting the importance of every day attendance (refer to Every day counts resources) will be enough for many families. However, some will require more targeted messaging. Consistent with departmental policy and legislative requirements, schools are required to follow up any unexplained absences and notify parents/carers of a student's unsatisfactory attendance. 
This resource provides schools with template messaging to support their targeted engagement with parents/carers and the implementation of a staged response to attendance. 

Templates included in this resource
Communication about a student’s total absences 	2
Recognition of improved attendance	2
Fresh start text message	2
Stage 1 - same day notification for unexplained or unapproved absences	3
Notification of an unexplained absence (500 – Unexplained)	4
Notification that absence reason is not approved 	4
Stage 2 letter: 3 to 5 days of unapproved absences	4
Stage 3 letter: More than 5 unapproved absence days	5
Stage 4: ongoing unapproved absences and no response	5
Stage 5: escalation to Principal 	6
Stage 6: Communicating intention to make a referral to the School Attendance Officer	7










Customised discussion prompts and text message template
[bookmark: _Toc219810596]Targeted attendance messaging at the middle or end of term, highlighting the total number of school days a student missed, can be useful as an early intervention strategy to support students showing signs of disengagement. Likewise, a recognition of improved attendance can be a good motivator for a student to continue on a positive trajectory. Discussion prompts are provided below to support schools to engage with parents/carers at key points such as these.     
[bookmark: _Toc219812193]Communication about a student’s total absences 
[bookmark: _Toc219810599]Context
At the middle or end of term, schools could identify students whose absences require attention for early intervention and notify their parents/carers of their child’s year-to-date absences. Parents/carers often underestimate the number of absences their child has from school or may not be fully aware of the cumulative impact of these absences over time. Engagement with parents/carers about their child’s attendance is best done via a face-to-face discussion or on the phone, but the key points below can also be communicated via text message or email.
[bookmark: _Toc219810600]Key Points 
· Start with a positive statement about the student and explain that you’d like to talk about [student’s name]’s attendance. 
· [Last term/so far this term] [student name] missed xx days of school. We’re keen to understand more about the reasons behind [student name]’s non-attendance and how we might be able to work together to support [student’s name].  
· It is important for [student name] to be at school every day to keep up with their learning, stay connected to friends and to learn essential skills for the future. 
· Do you have any thoughts on how we might be able to work together to support [student’s name]?
· Do you have any questions?

[bookmark: _Toc219812194]Recognition of improved attendance
[bookmark: _Toc219810602]Context	
At the middle or end of term, schools could identify students whose absences have improved. This message advises parents/carers of their child’s improvement and re-emphasises why it is important and worth celebrating. Research indicates that recognising improvements in attendance is an important part of establishing a positive school culture and a positive attitude to attendance (Orygen, 2023).
[bookmark: _Toc219810603]Key Points  
· Start with a positive statement about the student and explain that you’d like to talk about [student’s name]’s attendance and advise that you’d like to share a really great achievement by [student name]. 
· [Last term/so far this term], [student name] only missed xx days of school. This is an improvement on Term x. 
· The building blocks for an excellent education for [student name] begin with every day attendance, great work on this achievement! 
· Do you have any thoughts on how we can continue this positive engagement?
· Do you have any questions?
[bookmark: _Toc219812195]Fresh start text message
[bookmark: _Toc219810605]Context
At the beginning of term, schools could identify students whose absences require attention from the previous term’s records. This message notifies parents/carers of their child’s absences from the previous term and encourages them to consider this new term a ‘fresh start’. 
[bookmark: _Toc219810607][bookmark: _Toc219810606]Draft text:
Dear [parent/carer name] - Last term, [student name] missed [xx] days of school. Students who miss 3 or 4 days a term can fall behind. This term is a fresh start - you can have a big effect on [student name]'s attendance and we would appreciate your help. Please contact us to discuss how we can work together to support [student name]. 

Discussion point alternative for face-to-face or phone call conversations
· Start with a positive statement about the student and explain that you’d like to talk about [student’s name]’s attendance.
· Last term, [student name] missed [xx] days of school. Students who miss 3 or 4 days a term can fall behind.
· This term is a fresh start - you can have a big effect on [student name]'s attendance and we would appreciate your help. 
· Do you have any thoughts on how we might be able to work together to support [student’s name]?
· Do you have any questions?

Communication to support a staged response to non-attendance
Templates are provided below to support schools when implementing a staged response to non-attendance (DOCX) (staff login required) to communicate important information to parents/carers that aligns with departmental policy and legislation. This helps to ensure parents/carers are aware of the possible consequences of ongoing unapproved/unexplained absences and know who to contact for support.    
Where possible, schools are recommended to use this content as a guide for an initial face-to-face or phone discussion with a parent/carer. An email or letter must be sent after an initial discussion and if direct contact cannot be made. Please note, schools may need to adjust the letter templates provided, based on their circumstances.  
1. [bookmark: _Toc219811203][bookmark: _Toc219811806][bookmark: _Toc219811946][bookmark: _Toc219812052][bookmark: _Toc219812196][bookmark: _Toc219812197]Stage 1 - same day notification for unexplained or unapproved absences 
[bookmark: _Toc219810609]Schools must inform parents/carers of unexplained absences on the same day of the absence. This also applies to post-compulsory aged students. Schools must also inform parents/carers if they deem that  a reasonable explanation for an absence has not been given. This should be done in writing. This can be via email or letter from the school or via a CASES21 generated letter. Schools are encouraged to follow up any correspondence about attendance with a phone call. Schools should engage an interpreter for parents/carers that need language support where required.
a. [bookmark: _Toc219810610][bookmark: _Toc219812198]Notification of an unexplained absence (500 – Unexplained)
Dear [insert name of parent/carer]
We have noticed that [name of student] is not at school today. Please remember to let us know as soon as possible if [name of student] is unable to attend school. You can let us know about the absence and the reason why by [add preferred school notification arrangements]. This is important for student safety and to keep our records up to date.
Attending school every day is important for [name of student] to experience what counts – the learning, friendship, fun and opportunities that can shape their future. We are committed to supporting your child to attend school. If [name of student] is having trouble attending school, please speak with me. Let's work together to discuss some options for getting support. 
Regards, 
[Name and role of staff member]
b. Text message alternative:
[bookmark: _Toc219810611][bookmark: _Toc219812199]We’ve noticed [name of student] is not at school today. Every day counts, so please remember to let us know if [name of student] is unable to attend school. You can let us know and the reason why by [add preferred school notification arrangements]. This will help us to make sure they are safe and update our records. 
c. [bookmark: _Toc219812200]Notification that absence reason is not approved (for example, Parent Choice Unauthorised or a request for extended family holiday is not approved)
Dear [insert name of parent/carer]
Thank you for your request for [name of student] to be absent from school on [date/s]. Please be advised that this absence has not been approved by the school. [Name of student’s] attendance records have been updated to reflect this decision.
You may like to refer to [school name]’s Attendance Policy [link to your school’s attendance policy]. This describes our school's attendance requirements and processes. It also includes advice about which absence reasons will usually be excused. Unfortunately [reason given] does not meet our requirements for approval [add further detail if relevant].
Attending school every day is important for [name of student] to experience what counts – the learning, friendship, fun and opportunities that can shape their future. We want to support your child to attend school. If you would like to discuss our child’s attendance further, please contact [name of appropriate contact].
Yours sincerely, 
[Principal]
2. [bookmark: _Toc219812201]Stage 2 letter: 3 to 5 days of unapproved absences
Dear [insert parent/carer name]
We have noticed that [name of student] has been away from school recently, so I am writing to check in and offer support.
Attending school every day is important for [name of student] to experience what counts – the learning, friendship, fun and opportunities that can shape their future.
[Name of student] was away [insert dates of absence] [this/last] week. Does this seem correct to you? [If absences are unexplained, ask parent/carer to provide a reason for each absence].
We know that parents/carers can be juggling many challenges that can impact their ability to get your children to school every day. 
If [name of student] must miss school, please notify us as soon as possible via [add preferred school notification arrangements].
We are committed to supporting your child to attend school. If [name of student] is having difficulty attending school, please contact me at the school on [school number] and let’s work together to discuss some options about getting support.
Yours sincerely,
		[Name and role of staff member]
3. [bookmark: _Toc219812202]Stage 3 letter: More than 5 unapproved absence days
Dear [insert parent/carer name]
We reached out to you on [insert date(s)] to check in and offer support. We’ve noticed [name of student], has been missing a lot of school lately.
Did you know that missing just one day a fortnight adds up to missing four weeks of school a year?
If your child is having trouble attending school, it’s important for us to understand the reason. It is important that we work together to provide support to help [name of student] return to school. [Name of student] was away on these days [insert dates of absence]. Does this seem correct to you? [If absences are unexplained, ask parent/carer to provide a reason for each absence].
We share responsibility to make sure students attend and engage in learning. [Name of school] is here to help you. Let’s work together to discuss possible solutions to improve [name of student]’s attendance. A Student Support Group meeting is one way to collaboratively develop attendance improvement strategies. Together we can explore strategies to address any  barriers to attendance for [name of student]. This might include identifying different adjustments, goals and strategies to better support [name of student]’s with their learning , or a tailored approach to encouraging them to reconnect with their interests at school. This can help [them, her, him] attend school and participate in the learning, friendship, fun and opportunities that can shape [their/her/his] future.
Please contact me at the school on [school number] to discuss this further. For further information on  parenting and family support services visit: Parenting and family support. For more information about supporting your child’s attendance, please visit Attendance and Missing School.
Yours sincerely,
[Name and role of staff member]
4. [bookmark: _Toc219812203]Stage 4: ongoing unapproved absences and no response
Dear [insert parent/carer name]
I am writing about [name of student]’s school attendance and am hoping we can work together to improve the current situation.
So far this [term/year], [name of student] has missed [xx] days of school without an explanation or approval from the school principal.
Before sending this letter, the school carried out the following actions to support [name of student]’s attendance and participation: [Remove actions not yet undertaken]
· Phone calls home
· Letters home
· Support information has been provided to parents/carers (for example, Attendance and Missing School)
· Referral to the school’s Student Wellbeing Coordinator
· Offered a Student Support Group
· Held a Student Support Group
· Created an Individual Education Plan 
· Created an Attendance Support Plan 
· Recommended a referral to Student Support Services
· Supported access to specialist services for student and/or family
Unfortunately, things haven’t improved. As a parent/carer, you are legally required under the Education and Training Reform Act 2006 to ensure your child attends school every day. If they are absent, you must provide an explanation. It appears that you may not have met your obligations under the Act. [Name of student]’s repeated unapproved absences could lead to a notice from a Department of Education School Attendance Officer and possibly a fine.
You can find more information about the importance of every day attendance and your responsibilities at Attendance and Missing School.
Please contact me by [xx date] to arrange a Student Support Group meeting. Let's work together to develop a support plan for [name of student]. This can help them to continue with their learning, stay connected to friends and learn essential skills for the future.
If required, ongoing attendance issues will be referred to the principal. For further information on  parenting and family support services visit: Parenting and family support. 	
Yours sincerely,
[Name and role of staff member]

5. [bookmark: _Toc219812204]Stage 5: escalation to Principal 
Dear [insert parent/carer name]
It has been brought to my attention that [name of student] has not been regularly attending school. At the time of this letter, [name of student] has been away from school for [xx days] this [term/year]. There has been no explanation or approval for the absences.
Before sending this letter, the school carried out the following actions to support [name of student]’s attendance and participation: [Remove actions not yet undertaken]
· Phone calls home
· Letters home
· Support information has been provided to parents/carers (for example, Attendance and Missing School)
· Referred to the school’s Student Wellbeing Coordinator
· Offered a Student Support Group
· Held a Student Support Group
· Created an Individual Education Plan 
· Created an Attendance Support Plan 
· Recommended a referral to Student Support Services
· Supported access to specialist services for student and/or family
· Formal notification to the Department of Families, Fairness and Housing (DFFH)
This has not resulted in the improvement of [name of student]’s attendance at school. It is important that I remind you of the Education Training and Reform Act 2006. This states that schooling is compulsory for students aged 6 to 17 years. This means that you may not have met your obligations under the Act. These absences could lead to a notice from a School Attendance Officer and possibly a fine of $102. The amount changes each financial year.
I request that you contact me by [xx date] to arrange an attendance Student Support Group meeting. Let's work together to develop a support plan so [name of student] can participate fully in their education.
I also need to let you know that if [name of student]’s attendance issues continue, I may have to refer the matter to a Department of Education Regional Director in their role as the School Attendance Officer.
It is very important that you make every effort to work with us to support [name of student] to attend school. This will ensure they can experience what counts – the learning, friendship, fun and opportunities that can shape [their/her/his] future. For further information on  parenting and family support services visit: Parenting and family support. 
Yours sincerely,
[Principal]
6. [bookmark: _Toc219812205]Stage 6: Communicating intention to make a referral to the School Attendance Officer
Dear [insert parent/carer name]
I am writing about [name of student]’s attendance for this [term/year]. This is a follow up to my previous letter dated [insert date of Stage 5 letter].
The Department of Education requires schools to monitor student attendance and respond when there are absences that are unexplained or have not been approved by the school. We have invited you to discuss and develop a plan to support [name of student]’s attendance.
In our prior [discussions/letters/etc] we informed you that you may not have met your obligations under the Education and Training Reform Act 2006. Many unapproved absences could lead to a School Attendance Notice from the Department of Education. Failure to comply with the School Attendance Notice may result in the issue of an Infringement Notice.
As you have not responded to our requests, this matter will now be referred to the School Attendance Officer. This may result in a fine of $102. The amount changes each financial year.
Please contact me if you would like to discuss this matter further. Our preference is to work together to implement strategies with the aim of improving [name of student]’s attendance.
Yours sincerely,
[Principal]
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