Simple documented individual attendance plan

(create a template with school name or letterhead)

(May be used as a guide by schools when conducting an attendance interview.)

Name:………………………….............

Year:………………………………….....

Long-term goal:………………….................................................................................

Targets for now: 

1…………………………………………………...............................................................

2………………………………………………………………………………………………...

3………………………………………………………………………………………………...

How will we know? (Describe indicators of achievement and ways of implementing them, stated clearly and simply, e.g. ‘We’ll keep a record of your attendance on a chart.’)

……………………………………………………………………………………………………………..…....……………………………………………………………………………………………………………………....…………………………………………………………………………………………………………………....……....……………………………………….................................................................................................................................................................................

Partners: (Who will help?)

………………………………………………………………….......................................................................………………………………………………………………………………………………………...............................................................................................................................................................................................................................................

Strategies/timeframes: (What will the student do and by when?)

……………………………………………………...........................................................................................................

………………………………………………………………………………………………………….……....…..………………………………………………………………..……………………………………………..……..………………………………………………..………………………………………

What will the teacher/AIEO/others do and by when?

.................................................................................................................................................................…………………………………………………………………………………………………………………....…………………………………………………………………………………...................................................................................................................................................................................................................................................................................................

What will the parents/carers do and by when?

...................................................................................................................................................................................

………………………………………………………………………………………………………….…………………………………………………………………………………………………………………………………………………………………………………………….............................................................................................................................................

Who else and by when?

....................................................................................................................................................................................

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………............................................................................................................................................

When will we talk about what’s happening? (Describe who will meet with the student and when, e.g. ‘The AIEO will meet with you for 5 minutes at 2 pm every day.’ or ‘The Year Coordinator will discuss your issues with you every Friday morning in her office.’)

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..…….………

How will we celebrate? (Describe short-term and long-term incentives.  These should be done in consultation with the student and be what he/she agrees to, e.g. ‘When you reach your goal each week, you have an hour on the computer.’ or ‘When you achieve your attendance goal, you will receive a School Attendance Medal.’  These rewards are usually part of the school’s Attendance Improvement Plan.)

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….............................

Review: (Set a time to review progress and state who will do this.)

………………………………………………………………………………..……………………….…………….................

…………………………………………………………………………………………………............................................................................................................................................................................................................................................................................................................................................................................................................................

What is the next goal?

.....................................................................................................................................................................................

…………………………………………………………………………………………………...............................................

Name:………………........….
Signature:……………….....… 
Date:………………

Name:………………........….
Signature:…………......………
Date:………………

Name:………………….........
Signature:………….......………
Date:………………

Name:…………………........…
Signature:…………..........……
Date:………………

Source: Adapted from What Works. The Works Program


