
 

 

       

            Attendance Flowchart 

 

Roll Books filled out and sent to office 

 

 

 

Attendance Data entered into EDSAS 

 

 

 

Any unexplained absence requires a note home to parents/caregivers, asking for 

an explanation. Administration team record actions taken 

 

 

 

Reason for absence provided 

 

 

No reason provided 

 

 

Administration team records reason in 

the roll book, along with a copy of the 

note explaining the absence 

 

 

Remains unexplained 

 

 

EDSAS updated to reflect reason 

 

 

Three or more ‘unexplained’ absences 

the Administration team will phone the 

family and this action is recorded in 

EDSAS 

 

 

No response or explanation given and 

10 unexplained absences for the term, 

OR concerning patterns of absence the 

teacher/administration tem needs to 

notify Principal 

 

Principal will follow up with the family 

and the SAC from regional office 

 


