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These school procedures have been developed with reference to the following sources: 
 
Department of Education policy library – School attendance  
Reference number: PD-2005-0259-V08 
School attendance (nsw.gov.au) 
 
Exemption from school procedures 
Exemption from school procedures (nsw.gov.au) 
 
Student attendance in NSW public schools procedures 
Student attendance in NSW public schools procedures  
 
Rationale  
 
It is compulsory for all children of school age to be enrolled in a school or be registered for home schooling 
with the NSW Education Standards Authority (NESA). The school has a responsibility to: 
 

• encourage regular school attendance and promote its importance 

• provide clear communication to parents/carers in regard to attendance requirements 

• implement effective measures for monitoring and recoding student attendance  

• implement effective measures, including the engagement of the Home School Liaison Officer 

(HSLO) to address attendance concerns and support improved attendance rates across the school 

Students are required to: 
 

• take pride in regular school attendance 

• attend school every day that they are well enough/able to do so 

• attempt to overcome issues that are impacting their school attendance 

Parents are required to: 
 

• send their child to school every day that the school is open for instruction and the child is well 

enough/able to attend 

• explain their child’s absence within 7 days of the first day of the period of absence 

• attend the office to sign their child in/out when the child arrives late to school or leaves early 

• accept support from the school and/or HSLO to overcome student attendance issues 

Teachers are required to: 
 

• mark the class roll each day using School Bytes  

• use the correct code when marking student absences  

• record reasons for student absences on School Bytes where valid/approved reasons are provided 

• contact the family if a child is absent for 3 consecutive days if no notice of absence is received  

• contact the family where a child’s attendance has fallen to 80% to inform them of the school’s 

concerns and to encourage improved attendance 

• communicate attendance concerns (80% or below) to their supervisor so that these concerns can 

be taken to the Learning and Support Team (LST) meeting 

All correspondence with parents/carers is recorded on School Bytes→Wellbeing→Students 
 
 
 
 
. 
 

https://education.nsw.gov.au/policy-library/policies/pd-2005-0259
https://education.nsw.gov.au/policy-library/policies/pd-2005-0259-01
https://education.nsw.gov.au/policy-library/policies/pd-2005-0259-02
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Roll marking procedures  
 

● mark and record rolls daily and accurately. This is to be completed by teachers before 10:00am, or 
as close to 10:00am as possible where students are attending RFF lessons, SRE, Ethics or other 
activities outside of their classroom in the morning session  

● casual teachers are to mark the roll on a class list and send to school office. The administration staff 
will enter attendance in School Bytes 

 
The following ‘Attendance Register Codes’ apply:  
 

 
Principal is required to: 

 

• ensure that class rolls are marked accurately across the school 

• make the final decision on whether a reason for a student absence will be approved by the school 

• approve or decline requests for extended periods of leave. In these cases, parents/carers are 

required to complete an application and then discuss their reasons for travel/extended leave with 

the principal 

• formalise partial school enrolment plans  

• initiate a formal line of communication with families, where contact from the class teacher has not 

resulted in improved attendance (at 80%) and a child’s attendance has now fallen to 75% or below 

• lead communication between the family, doctors and other specialists where student attendance is 

impacted by a significant medical need or where a medical plan is required in order for a child to 

safely attend school 

• arrange for HSLO intervention where measures to improve student attendance have not been 

successful and a child’s attendance has fallen below 75% with little expectation of improvement 

• access the Mandatory Reporter Guide (MRG) and report attendance concerns to the Child 

Wellbeing Unit (CWU) or the Community Services Child Protection Hotline where the school has a 

concern for the wellbeing/safety of a student with poor school attendance 

All correspondence with parents/carers is recorded on School Bytes → Wellbeing → Students 
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Office staff are required to: 

 

• send an email alert to absent students’ families requesting a reason for the absence (if no reason 

has been previously submitted in School Bytes) 

• enter late arrivals and early leavers on to School Bytes 

• inform the class teacher that a child from their class has left early where they may not be aware, i.e. 

the student went home during RFF lessons, was picked up during PSSA Sport, went home during a 

lunch or recess break, etc. 

• collect paper copies of rolls that are marked for events taking place off the school site and enter 

attendance data on these occasions on to School Bytes 

• complete daily roll checks and follow up with teachers where a class roll has not been marked for 

the day 

• approve planned absences in School Bytes 

All correspondence with parents/carers is recorded on School Bytes → Wellbeing → Students 

 
What strategies are used by the school to encourage regular attendance?  
 

● providing a stimulating and dynamic learning environment for all students 
● celebrating diversity and ensuring that all students have a connection with the school 
● providing a diverse range of extra-curricular activities that connect to the interests of students  
● ongoing communication with students and parents regarding the importance of regular school 

attendance 
● recognition of regular school attendance through the weekly assembly attendance award 
● end of year celebration for the class with best overall attendance 

 
 
 
 
Most recent review: January 2024 
Next review date: January 2025 
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