
Attendance planning tool 
This tool is intended to assist schools analyse their current situation in relation to attendance and help them plan for improvement.

	Information  Collected

What does the picture tell us?
	Targets

What do we want to improve?
	Strategies

How can we achieve the target?
	Who and When

Who will be

responsible and by

when?
	Support/Resources

What is needed to

achieve the target?
	Monitoring

How will we know if we have been successful?

Who is responsible for monitoring and data collection?

	Outline key

baseline

attendance data

e.g.

· Year level

· Lateness

· At risk groups
· Week of semester
	Ensure each target is:
· Specific 

· Measurable

· Achievable

· Realistic

· Time-specific

e.g.

• The percentage

of students in the

severely at risk group for Year 8 will

reduce from 10% to 5% (tracking the

same cohort)
	Consider existing

strategies that are effective.
e.g.

· Same day follow-up of absences

· Rewards and incentives for improved attendance

· Promotional of the importance of regular attendance in newsletters and at parent nights, on website

	Allocation of tasks

to individuals and/or sub groups ensures action and accountability.
e.g.

· Deputy Principal and Year Co-ordinators to work with Admin team to evaluate current processes
· Involvement of P&C in raising awareness of importance of attending school


	Include physical, financial and human resources required.
	List indicators of

achievement and tools used to monitor and evaluate strategies.
e.g. 

· Attendance data

· Parents and P&C’s feedback

	
	
	
	
	
	

	
	
	
	
	
	


Adapted from Department of Education Western Australia. Improving attendance: a resource package for schools.

