14 No. 32414 GOVERNMENT GAZETTE, 17 JULY 2009

PART A: POLICY

1. INTRODUCTION

Importance of regular school attendance

education;
Enrolment in a school

punctually and regularly

reason for absence;

Our goal must be to enhance such a culture in all public schools. This will be

achieved if;

(1) Principals, teachers and district officials show zero tolerance for absences

from school without valid reason;
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(2) Schools adopt an attendance policy and SMTs, teachers and SGBs explain

attendance rules to parents and win their support for enforcing them;

(3) Schools reduce the alienation of learners and encourage regular attendance
by creating a supportive and safe school environment, inclusive and
relevant curricula, good teaching and a disciplined and purposeful school

ethos;

(4) Schools curb absence without valid reaso%;{;lg@y g

who frequently abscond or are absent
prompt follow up with parents anc%g

provincial or non-governmental a?g%hqles I

youth welfare;

&
ctual and regular attendance at public schools; and

4. The policy provides a common terminology and national norms and standards
for recording and monitoring learner attendance and absence. It will therefore
ensure that all public school learners are treated equitably in this respect and

enable comparable attendance and absence data to be accurately recorded and
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analysed by school, district and province. Data on learner absences are an

important indicator of efficiency in the school system.

5. Accurate daily learner absence records will enable principals and teachers to
safeguard the best educational interests of learners by monitoring absences and
taking appropriate action. Regular summaries of learner absences will enable

district offices, PED head offices and the DoE to track attendance trends and

respond appropriately.

Scope and application of policy

6. This policy is made by the Minister «
&
and sections 3, 4, 8, 11, 16, 16A and 20\@1&%

. 3

o

7. The policy includes the pro

instructions.

10. A MEC or Head of Department may delegate any function envisaged in this

policy in terms of the powers of delegation vested in them by section 62 of

SASA.
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11. Subject to sections 16A and 62 of SASA a principal may delegate a function

envisaged in this policy to a member of the SMT, a grade head or a senior

teacher.

2. PROMOTION, RECORDING AND MONITORING OF
LEARNER ATTENDANCE

Learners’ responsibilities

g,

| punctually and

12. A learner has a responsibility to attend s
%
government depends on parents; schiool SGBs, SMT's and teachers

. . . h - @
to play their parts in ensuring that learner: Srstand and accept this

i

responsibility and derive b

ke study leave to prepare for the National Senior

e 'with a PED attendance policy. They

1 learners about their rights and responsibilities pertaining to

(b) in 01
school attendance;

() encourage learners to practise punctual and regular attendance; and

(d) assist in monitoring learner attendance,
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18 No. 32414 GOVERNMENT GAZETTE, 17 JULY 2009

Parents’ responsibilities

15. Parliament has placed a legal duty on parents of children in the compulsory
school-going age bracket to ensure that their children attend school unless they

have been exempted by the Head of Department (SASA, sections 3 and 4).

16. All parents of learners who have been admitted to a school are expected to
s'of punctual and regular

encourage in their children, whatever their ages, hab
attendance at school and to ensure that they atten ! on time for the whole

school day unless there is a valid reason for.absence.

17. Parents are strongly discouraged from

family holidays during term time.

promoting monitoring school attendance, in order to give learners the best

chance of benefiting from their school experience.

21. A school must monitor Jearner attendance in a manner that is consistent with
this policy, any PED policy on learner attendance and the school’s learner

attendance policy.
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22. Marking the register may have legal implications for the school and must
therefore be done legibly and accurately. If a register shows that a learner is
present, the school has a duty of care towards the learner for the duration of the
school day. The Courts have held that a duty of care requires a school to
minimise the risk of harm to a learner and take active steps to ensure, so far as

is reasonably possible, that harm to a learner is prevented.

SGB responsibilities

23. SASA requires each SGB to adopt a code of cafiduct o1
nd purposefur

“must be aimed at establishing a disciplinet

environment, dedicated to the improveiment and maintenance of. e quality of
b

@ g

{punctuality and regular

parents, and enforced by the

g

24. SGBs are expected to take an af% zyg? iritere §'rate of attendance of learners

request the'principal to provide detailed information on

26. A school’g;/SMT led by the principal is responsible for developing the culture

of punctual and regular attendance at school. The adoption of a school
attendance policy is a management responsibility of the SMT led by the
principal, and must involve consultation with the teaching and support staff, the

learners (through the RCL where applicable) and parents through the SGB. The
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school attendance policy must be consistent with this policy and any similar

policy of the PED. It will —

(@)

(b)

(©

(d)

(e)

®

. A principal is r%

reflect and reinforce the school’s ethos and values and support the
school’s mission and curriculum;
promote awareness in the school community that absence without

valid reason is unacceptable and will be followed up promptly;

in curbing if not

encourage co-operation with parents and learn

eradicating absence without valid reason;

chool community,

take account of the social circumstancfes v

1 health and safety -

&

. A principal has a particular duty, on the advice of a class teacher, to contact and
&

counsel the parent of a learner who is repeatedly absent from school without

valid reason.

29. A principal must monitor and analyse learners’ attendance rates by grade and

make a quarterly report to the SGB, with proposals for attending to any

problems that have emerged.
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Class teachers’ responsibilities

30. Class teachers are responsible for compiling and marking class registers at the
appointed time or times on each school day, maintaining them accurately and

submitting them to the school office on time in the manner prescribed by this

policy.

31. A class teacher who has reason to believe that a learnef'is absent without valid

reason must make every reasonable effort to contacta counsel the parent of

policy.
Teachers’ responsibilities

isters, maintain them

@wﬁ* .
 the manner prescribed

regular school attendance;

(b) providing schools with the means to maintain accurate learner attendance
records, and monitoring corhpliance;

(c) requiring schools to enforce their learner codes of conduct in respect of

punctual and regular attendance (SASA, section 8);

(d) assisting SMTs to adopt and enforce school attendance policies;
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22 No. 32414 GOVERNMENT GAZETTE, 17 JULY 2009

(e) ensuring that parents of compulsory school age children meet their legal

responsibilities (SASA, sections 3 and 4);

(f) ensuring that authorised district office staff check schools’ attendance

registers whenever they visit a school;

(g) supporting schools where there is chronic learner absenteeism without

valid reasons;

(h)  ensuring that summaries of learner attendance are prepared and reported in

terms of this policy; and

schools and districts respectively and {;&%ggé ake

P,
action with schools and districts that have high rates of

35. A PED must supply each school on time w

period registers and quarterly:

he.
school be closed for a specified
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PART B: PROCEDURES

3. PROCEDURES FOR RECORDING, MONITORING AND
REPORTING LEARNER ATTENDANCE

- Registers

41. A principarlfmust keep each temporary class register securely for one year

before they may be destroyed.

42. A class teacher must keep sick notes and other documents in support of learner

absences, including records of telephone conversations, in the learner’s profile.
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Class registration period

43. A principal must designate on the school timetable a daily registration period of
no more than ten minutes to enable a class teacher to mark the class register. A
class registration period may be in the morning session or in both morning and

afternoon sessions.

Class register

44. A principal must ensure that a class register —

(a)

(b)
class —
(i)  admission numb
(ii)  surname;
(iii)
(iv)
Head of Department or the principal

ﬁlpiled and marked in accordance with the
/dule%{. The exception method is to be used. Only learner

ecorded using the codes provided.

46. The class register must be marked on all days that the school is open for

instruction, including sports days, excursion days and examination days.

47. To mark a day when a school is closed by direction of the Head of Department
a class teacher must rule a vertical line through the column for that day, writing

the reason for closure in the column in capital letters, for example “FLOOD?”.
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48. Learners who do not attend school on examination days or after an examination
period, must be marked absent, including grade 12 learners who are given leave
to be absent while preparing for or after writing their end of year National

Senior Certificate examinations.

49. A Head of Department must ensure that every school is provided with

sufficient official class registers.

(a)

ure that quarterly attendance summaries are generated.

Temporary class register

52. A principal may direct class teachers to compile and mark temporary class
registers for a period not longer than ten consecutive school days from the

beginning of the first term while class lists are being finalized.
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53. A temporary class register is an official document and must be maintained in

the same manner as a class register in terms of this policy.

54. When the ten day lifespan of a temporary register has elapsed the class teacher
must copy the learners’ attendance records into the permanent class register,

but the records of learners who were de-registered because they failed to attend
may be omitted.

Period register

completed by a teacher; and

(b) make period registers available to a district official when requested.

59. A Head of Department must ensure that every school is provided with

sufficient official period registers.
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Monitoring and following up learner attendance

60. If a learner is absent without explanation the class teacher concerned must as
soon as possible make a reasonable effort to contact the parent by whatever
means is suitable to the circumstances of the school and the family concerned.
First day contact, if circumstances permit, will demonstrate the school’s

concern for the welfare of the learner.

(d) requést the learner’s return to school.

64. Despite the intervention of the principal if a learner persists in being absent

without valid reason the learner must be charged with breach of the school’s

code of conduct for learners.
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65. A record of all communication with a parent must be made and kept in the

learner’s profile.

De-registration

66. A principal may de-register a learner for one of the following reasons —
(a) Failure to take up a school place;
(b
()

Exemption from attendance by the Head of Dep

(d

(e) Continuous absence for a period of téi

Transfer to another school;

(f) Notification by the parent that
school; or

(g) Death.

withdrawn or if no valid reason for absence is given, or if the principal is

unable to make contact with the parent or the learner the principal must de-

register the learner on grounds of ‘continuous absence’ and the district manager

must be notified.

69. When a principal de-registers a learner the principal must —
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(a) inform the parent and class teacher in writing of the date and reason for
the learner’s de-registration; and

(b) inform the District office in writing if the learner is of compulsory school
going age and the reason for de-registration is (a), (e), () or (g) under

paragraph 66.

70. A class teacher who has been informed by the principal that a learner has been

de-registered must record this according to the instru: ftions in Schedule 1. Ifa

Returns

()

%

School quarterly leég; ner attendance return

72. Not later than a week after the beginning of a new term a principal must
compile, verify and sign a quarterly school attendance return for the previous

quarter according to the template provided in Schedule 4 and submit the return

to the district office.
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School quarterly return of other school-wide educational activity and school closure

73. Not later than a week after the beginning of a new term a principal must
compile, verify and sign a quarterly return of other school-wide educational
activity and school closure for the previous quarter according to the template

provided in Schedule 5 and submit the return to the district office.

74. The return is in two parts. The first part records the nu “of school days on

E:

which school-wide educational activity (other th; Teg lar teaching) took place.

that is days on
ent. The number

of official school days in the quarter{aceording to,the school céﬁ“” g,aﬁ less the

A

number of school closure days gives the to mber-of actual scffool days in

the quarter.

W%@i@hd submit the return to the PED head

return according to the template provided in Schedule 6 and submit the return

to the DoE.
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4. SCHEDULES

77. The following schedules are part of this policy. They are provided for the
guidance of PEDs and may be adapted to suit the needs of a province so long as

the required information is recorded in the registers and submitted in the returns

f—
.

Class register
Period register

Summary register by grade

School quarterly learner attendance rgg
r - -
hool-wide educational activity and

RPN

School quarterly return of other s

school closure

&

District quarterly learner attendance retu
-

7. Provincial annual lea

v
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“Schedule” to the draft





