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between the ages of 

5 - 16 years old
16

Please note any
Safety Concerns?

Current attendance %,
Accurate contact
details for family,

sibling information

attendance@attendancewest.com

www.attendancewest.com

REFERRAL
Check List

ANY QUESTIONS GET IN TOUCH
If you have concerns around a

student please do not
hesitate to get in touch.

Please refer  to your
Attendance Action
Plan and make a

referral for continuous
and non-continuous

absence.

WHY REFER?
If a learner is absent from school

and you have concerns, 
make a referral.  

If you are thinking about 
un-enrolling a learner, 

talk to your school case manager.
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Quick guide

If your schools SMS does not allow 1/2 day
adjustment in the calendar then the learner
should be marked as J (justified absence)


