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Policy completion rubric

The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs.

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) [bookmark: _heading=h.gjdgxs]Remove information that does not apply to your school.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school.
b) Update the school name.


	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	6.4 – 6.5
	Legislative framework
	a) Update this reference to reflect the specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	10.2
	Abbreviations
	Update the reference to the provincial education department depending on where the school is located.

	13
	Arriving late
	This section must be changed to reflect the system in use at the school for dealing with learners who arrive late.
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[bookmark: _Toc228346796][bookmark: _Toc228346956]INTRODUCTION
Learners’ enrolment and attendance at school is important because:
a) it is a prerequisite for an educated nation; 
b) every school has a duty to protect every learner’s fundamental right to basic education;
c) school enrolment obligates a learner to attend school punctually and regularly, unless there is a valid reason for their absence; and  
d) a school that successfully curbs absence without a valid reason will most likely improve learner retention, performance as well as the quality of education.
[bookmark: _Toc228346797][bookmark: _Toc228346957]REFERENCES AND LEGISLATION
6.1. The Constitution of the Republic of South Africa, 1996 (as amended)
6.2. South African Schools Act 84 of 1996 (as amended)
6.3. National Education Policy Act 27 of 1996
6.4. Gauteng School Education Act 6 of 1995 (as amended)
6.5. Procedures for Recording, Managing, Monitoring and Reporting on Learner Attendance in Schools
6.6. Policy on Learner Attendance (GN 361 of 2010)
6.7. Regulations Relating to the Admission of Learners to Public Schools (GN 4138 of 2001)

[bookmark: _Toc228346798][bookmark: _Toc228346958]SCOPE
This policy applies to the school governing body (SGB), school management team, educators, learners and parents/guardians of name of school.

[bookmark: _Toc228346799][bookmark: _Toc228346959]PURPOSE OF THE POLICY
The primary purpose of the Learner Attendance Policy is to:
a) provide standard procedures for recording, managing and monitoring learner attendance; and 
b) guide the principal, educators, learners, parents and SGB as to their responsibilities in promoting punctual and regular attendance at school.

[bookmark: _Toc228346800][bookmark: _Toc228346960]PRINCIPLES
1.1. All learners must attend school on every school day of the year, including before, during and after examinations.
1.2. A female learner’s record may not be cancelled because she is pregnant or has given birth.
1.3. Reasons for cancelling a learner’s record:
a) Exemption from compulsory school attendance
b) Expulsion
c) Transfer to another school
d) Registration for homeschooling
e) Continuous absence
f) Notification by the parent that the learner will not return to school
g) Death of a learner

[bookmark: _Toc228346801][bookmark: _Toc228346961]DEFINITIONS AND ABBREVIATIONS
Definitions
	Term
	Definition

	class
	A group of learners who are under the administrative supervision of a class teacher.

	class register
	An official document, which may be in electronic format, used to record learner attendance for a particular class on every school day.

	continuous
absence
	Learner absence from school for ten consecutive school days without a valid reason.

	parent
	Means –
a) the biological or adoptive parent or guardian of a learner;
b) the person legally entitled to custody of a learner; or
c) the person who undertakes to fulfil the obligations of a person referred to in paragraph (a) and (b) towards the learner’s education at school.

	school
	Means name of school.

	temporary class
register

	A register maintained by a class teacher for no more than ten consecutive school days, commencing from the first day on which learners report to school to the tenth school day.

	learner
	Any person registered or applying to receive education at name of school. 

	Department
	The provincial education department.

	departmental head
	Person who heads up a department at the school.

	district
	The relevant district of the provincial education department in which the school is located.

	governing body
	A governing body contemplated in section 16(1) of the South African Schools Act.



Abbreviations
	Abbreviation
	Explanation

	GDE
	Gauteng Department of Education

	HOD
	head of provincial education department

	IDSO
	institutional development and support officer

	MEC
	Member of the Executive Council 

	SGB
	school governing body

	SMT
	school management team



[bookmark: _Toc228346802][bookmark: _Toc228346962]ATTENDANCE RECORDS
11.1. The school maintains class registers and period registers as attendance records. 
11.2. The registers are kept in electronic and paper-based format for monitoring and verification purposes. 
11.3. For the first ten days of the academic year, commencing from the first day on which learners report to school up to the tenth school day, class teachers shall maintain a temporary class register. 
11.4. The principal supplies the class teachers with class registers and period registers after the tenth school day of each year. 
11.5. All staff members shall maintain the respective learner attendance records meticulously and accurately, as these are legal documents that may be brought before a court should legal action be instituted against a school as a result of an adverse incident involving a learner.
11.6. The class teacher completes the class register daily during the registration period. 
11.7. In the absence of a class or subject teacher, a member of the school management team (SMT) or another teacher marks the relevant register. 
11.8. The class register shall be completed once a day, in the morning, during the registration times indicated on the school timetable, in accordance with the procedures outlined in section 15 below. 
11.9. After each registration, the completed register shall be sent to the administrative clerk for capturing on the electronic administrative system.

[bookmark: _Toc228346803][bookmark: _Toc228346963]LEARNER ABSENCE
1.4. In line with the national Policy on Learner Attendance, the school considers a learner to be absent from school when such learner is not present in class:
1.4.1. during the class registration period; and/or 
1.4.2. at the time when the period register is completed. 

1.5. Valid reasons for learner absence 

	No.
	Reason
	Action to be taken
	By whom

	a. 
	Physical or mental illness, supported by a medical certificate from a registered medical practitioner for absence of more than three days
	The principal should be notified (telephonically/in writing) on the first day of absence.
	Parent

	b. 
	Religious or cultural observances approved by the SGB
	The parent to be notified by the school in writing.
	Principal and SGB chair

	c. 
	Death of a family member
	The principal should be notified and documentary proof provided on return to school.
	Parent

	d. 
	Maternity leave, supported by a medical certificate from a registered medical practitioner or registered midwife
	The principal should be notified.
	Parent

	e. 
	Suspension by the SGB
	The parent to be notified by the school in writing.
	Principal and SGB chair

	f. 
	Natural disasters
	The parent to be notified by the school in writing or through the relevant social media platforms.
	Principal and SGB chair

	g. 
	Exceptional cases (at the principal’s discretion).
This would typically be instances where it is more beneficial to either the school or the learner if the learner does not physically attend school.
	The parent to be notified in writing.
	Principal



1.6. Procedures for recording and addressing absenteeism
a) Learner absence is recorded daily in the class registers.
b) Where a learner is absent for three or more days without an explanation, the educators shall advise the school office.
c) The administrative staff or school nurse shall contact the parents/guardians to establish the reason for the learner’s absence.
d) This interaction is recorded in the informal absenteeism/non-attendance register.
e) The action above is in addition to the compulsory recording and submission of attendance statistics to the Gauteng Department of Education (if applicable).
f) In addition, the administrative staff shall provide the principal with printouts from the South African School Administration and Management System (SA-SAMS) every term, detailing learner absenteeism for the term. 
g) Where a pattern of frequent absenteeism is noted, parents/guardians are contacted in writing.
h) Where absenteeism persists without any valid reason being given, this shall be reported to, and assistance shall be requested from, the district-based support team.

1.7. Cancellation of learner records
a) If, despite the principal’s intervention, learner absence continues without a valid reason being given:
i. the learner shall be charged with breach of the school’s code of conduct for learners; and
ii. the learner’s record in the class register shall be cancelled if absent for ten consecutive days.
b) Any cancellation of a learner’s record may only be implemented on the following grounds:
i. Exemption from compulsory school attendance
ii. Expulsion
iii. Transfer to another school
iv. Registration for home education
v. Continuous absence
vi. Notification by the parents that the learner will not return to school
vii. Death of a learner
c) After cancelling a learner’s record in the class register, the principal shall:
i. inform the parent and class teacher in writing of the date of and reason for cancellation;
ii. if the learner is of school-going age, inform the district institutional development and support officer (IDSO) in writing of the date of and reason for cancellation.
d) The principal shall ensure that a record of all communication is kept on the learner’s profile.
e) Where the record of a learner were previously cancelled in the class register because of continuous absence from school, such record may be reinstated if the principal has reason to believe that it is in the learner’s best interest.

1.8. Temporary closure of schools
In cases where the school is closed temporarily by the head of the provincial department (HOD) or the SGB (after obtaining the necessary approval from the HOD), a learner shall not be marked absent. An appropriate notation shall be entered in the register.

[bookmark: _Toc228346804][bookmark: _Toc228346964]ARRIVING LATE
Learners are expected to be on time for school and their classes. Late arrivals disrupt the teaching and learning process for both educators and other learners.
13.1 System for recording late arrivals 
a) Late arrivals are recorded daily in the late-arrivals logbook at reception.
b) This logbook is kept at the entrance to the school property, and the receptionist shall record the date, the name of the learner who arrives late, and the time of arrival.  
c) The late-arrivals logbook is submitted to the relevant deputy principal on Friday mornings every week.
d) The deputy principal signs the late-arrivals logbook weekly. 
13.2 Procedure followed to address late arrivals 
a) The principal takes note of learners arriving late.
b) Isolated late arrivals are not formally followed up. 
c) Where a learner appears to be habitually late, a letter is sent to the learner’s parent/guardian. 
d) The letter serves to remind parents/guardians of the school hours, and of the importance of arriving on time.
e) Copies of these letters shall be kept in the attendance file relating to late arrivals. 
13.3 Follow-up procedure regarding learners who arrive late 
a) Should a learner continue to arrive late, the departmental head at the school contacts the parent/guardian telephonically to discuss the matter. A record of the telephonic interaction is kept in the attendance file relating to late arrivals.
b) Depending on the outcome of the conversation, the parent/guardian may be invited to a meeting at the school to discuss the learner’s habit of arriving late. 
c) Where these efforts to address the matter do not have the desired effect, this will be reported to and discussed with the IDSO. 

[bookmark: _Toc228346805][bookmark: _Toc228346965]TRUANCY
1.9. Learners may not absent themselves from lessons without a valid reason such as illness, which must be reported to the school office.
1.10. Truancy shall result in disciplinary action against the learner. 
1.11. An alternative course of action may be decided upon in consultation with the principal, depending on the circumstances. 
1.12. All truancy or suspected truancy must be reported to the departmental head at the school.
1.13. The departmental head may take the following steps:
a) Place the learner in detention if it is deemed suitable and appropriate. 
b) Inform the learner’s parents/guardians telephonically as soon as possible, yet no later than the end of the school day. 
c) Record all details, including the telephonic contact with the parents, on the learner’s profile. 
1.14. No learner may leave the school grounds in the event of an emergency without first obtaining special permission from the principal. Violation of this rule is considered truancy and will be dealt with as such. 

[bookmark: _Toc228346806][bookmark: _Toc228346966]PROCEDURES
1.15. The attendance register is an official document and may be used in legal proceedings.
1.16. The principal is responsible for its safekeeping.
1.17. The principal shall produce the register for inspection if so requested by an authorised official.
1.18. Registers shall be kept for at least three years after the last entry has been made.
1.19. All registers shall be handed in at the school office at the end of the year.
1.20. Class registers
1.20.1. Responsibility
The principal is responsible for keeping the class registers safe and managing them as follows:
a) Daily management: The register shall be kept safe by the class teacher and shall be locked away in the school office when not in use.
b) Archiving: The principal shall keep the register secure for at least three years after the last entry has been made.
c) Inspection: The principal shall produce the register for inspection if so requested by a duly authorised official of the provincial education department or a duly authorised judicial officer.
d) Compilation and completion: The class teacher is responsible for compiling and completing the register in a professional manner. The class teacher shall complete the register during the designated class registration period(s) on every school day. No learner may complete the register.
e) Additions and alterations: Additions and alternations shall be made by the class teacher only. Any error shall be crossed out neatly so that the underlying text remains legible, and amendments shall be written clearly and be initialled and dated. Correcting fluid may not be used in the register.
1.20.2. Compiling the register
The register shall be compiled as follows:

a) Gender: In a co-educational school, boys and girls are listed on separate pages. Write ‘Boys’ or ‘Girls’ in the space provided at the top of the page.
b) Multi-grade classes: In a class made up of more than one grade, a separate class register may be used for each grade.
c) Grade and class: Example: ‘Grade 6B’.
d) Quarter: Insert 1, 2, 3 or 4.
e) Numbering: Give each learner a number, starting at 1.
f) Surname/first name: List the learners in alphabetical order by surname. NB: If a class teacher cannot accommodate the names of all learners on the register, a second register may be used.
g) Week ending: Insert the date of the last school day of the week.
h) Learner’s biographical details: This section is optional and intended for use by the school for administrative and management purposes. Columns may be added if so required.
i) New learner: The name of a learner who is admitted after the register has been compiled shall be entered at the end of the class list. Draw a horizontal line across the days that the learner has not attended, and write ‘N’ in the square for the learner’s first day of attendance.
j) De-registered learner: Write ‘D’ in the square for the day on which a learner is de-registered. Draw a horizontal line across the remaining school days up until the end of the quarter. A de-registered learner who is readmitted during the same school term shall be treated as a new learner, and the class teacher shall make a note to this effect against the original entry.

1.20.3. Completing the register 
The register shall be completed in ink as follows:
a) When a learner is present: Leave the square blank, except on a new learner’s first day, when ‘N’ shall be written in the square.
b) If a learner is absent: Where the register is completed once a day, write a single ‘a’ in the centre of the square.  Where the register is completed twice a day, write an ‘a’ in the top left corner in the morning, and an ‘a’ in the bottom right corner in the afternoon.
c) Temporary school closure: If the school is officially closed on a school day, write the reason in capital letters in the column for the day (for example ‘EMERGENCY’ or ‘RELIGIOUS HOLIDAY’).
d) Public holiday: When the school closes for a public holiday, write ‘PUBLIC HOLIDAY’ in capital letters in the column for the day.
e) Pregnant learners, and learners who study from home: Enter an appropriate notation in the attendance register.
f) Study leave: Final-year learners may be granted study leave of up to five days before the final examination starts. The words ‘Final exam’ must be entered in the register for all the days that a learner is on study leave. No other learners are allowed to take study leave.

1.20.4. Daily summary 
The class teacher shall compile a daily summary at the bottom of the page, as follows:
a) Number of learners absent: Add the column for the number of learners absent on that day, and insert the sum in the correct space. If the register is marked twice a day, add only full-day absences.
b) Number of learners enrolled: Insert the number of enrolled learners. This number shall remain the same from day to day, except when a new learner is admitted or a learner is de-registered. 

1.20.5. Quarterly summary
At the end of each quarter, the class teacher shall complete the last column of the register, as follows:
a) Days absent per learner: For each learner, add horizontally the number of days absent during the term, and insert the sum in the correct space in the last column.  If the register is completed twice a day, add only full-day absences. 
b) Total number of days when learners were absent: Insert the total of all the figures in the correct space in the last column. 

1.20.6. Signatures 
a) Class teacher’s signature: The class teacher shall sign the register at the end of each quarter to indicate that it is complete and correct.
b) Principal’s signature: The principal shall sign the register at the end of each quarter to indicate that it is complete and correct.

1.20.7. Period registers
a) The period register shall be completed at least once per week on a day designated by the principal, for every period of such day. 
b) The period register used shall be the register supplied by the GDE.   
c) This register is applicable to teachers in the Intersen phase only, as Foundation Phase teachers are class-based.  

[bookmark: _Toc228346807][bookmark: _Toc228346967]ROLES AND RESPONSIBILITIES
1.21. Learners 
All learners have a responsibility to attend school regularly and punctually.
Parents/guardians
a) Ensure that learners attend school daily, on time, and for the entire school day, unless there is a valid reason to be absent. 
b) Ensure that the learner is not taken out of school without a reason deemed valid by the school and without a permission note. 
c) Where a learner obtained permission to leave school early, inform the school who will be fetching the learner, and how this person is related to the learner. 
d) If a learner is absent or expected to be absent or arrive late for school for a valid reason, inform the class teacher via a school diary, a letter or a telephone call to the administrative office.
e) If a learner intends to take certain school days off to observe religious holidays/festivals or cultural practices, notify the principal in writing well in advance. 
f) Cooperate with the school in resolving cases where the learner is absent without a valid reason or permission from the school. 
g) Encourage the learner to participate in catch-up programmes to make up for time lost during absence from school.

1.22. Class teachers
a) A class teacher may use a temporary class register for a maximum of ten consecutive days, starting on the first day of the first term, while the official class lists are being finalised. Temporary registers shall be maintained in the same manner as the official class register in terms of this policy. 
b) Once approved by the principal, the data in the temporary register shall be copied over into the official register as soon as the latter becomes available. 
c) A class teacher shall compile and complete the class register during the daily registration period provided for on the school timetable and take the register to the principal’s office on the last day of the week for safekeeping. 
d) Report to the deputy principal/SMT any recurring patterns of absence from school, and the reasons therefore. 
e) Inform the deputy principal if a learner is absent from school for three consecutive days without any reason given.

1.23. Deputy principal in charge of learner attendance
a) Inform the parent of the risk of the learner’s record being cancelled.
b) Obtain the support of the district office and social agencies, and report the learner’s absenteeism to the IDSO in writing.
1.24. Principal
a) Together with the staff, SMT and SGB, the principal is responsible for developing a culture of punctual and regular school attendance. 
b) Ensure that all staff members understand the importance of accurate recordkeeping and monitoring of learner attendance, and diligently carry out their responsibilities. 
c) Provide all class teachers with class and period registers. 
d) Give each learner a copy of the school’s code of conduct for learners as well as this Learner Attendance Policy. 
e) Make available a class/period register to an authorised official of the GDE upon request. 
f) Ensure that quarterly attendance returns are generated and submitted to the IDSO. 
g) Implement government programmes to assist learners with problems that lead to absence and irregular school attendance. 
h) Ensure that class and period registers are compiled, marked, monitored and securely stored in terms of this policy. 
i) Monitor and analyse learner attendance statistics by grade, and include the information in the reports to the SGB and HOD. 

1.25. SGB
a) The SGB shall work together with the school principal, management team and staff to develop a culture of punctual and regular attendance at the school. 
b) The SGB shall include rules dealing with punctuality and regular school attendance in the school’s code of conduct for learners. 
c) The SGB shall request from the principal a quarterly report on learner attendance trends, and consider the report during an SGB meeting.
[bookmark: _Toc228346808][bookmark: _Toc228346968]END OF TERM
1.26. At the end of each term, the school closes at 12:00.
1.27. In terms of the Schools Act, the SGB determines the times of the final school day.
1.28. The normal attendance rules shall apply to this day.
1.29. Learners who are not collected by their parents/guardians at the indicated earlier time shall be supervised and kept safe.
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	Approved by:
(SGB chair) 
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	Date:
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