
NSW Department of Education School Attendance Policy 
 

This policy sets out the requirements for the attendance of students in NSW government schools. 

 

1. Objectives - Policy statement 

 

1.1 Section 22 of the Education Act (1990) states that it is the duty of the parent of a child of compulsory 

school-age to cause the child:  

a) to be enrolled at, and to attend, a government school or a registered non-government school, or 

b) to be registered for home schooling with the Board of Studies, Teaching and Educational Standards 

(BOSTES) and to receive instruction in accordance with the conditions to which the registration is 

subject. 

 

1.2 All students who are enrolled at school, regardless of their age, are expected to attend that school 

whenever instruction is provided.  

 

1.3 Section 24 of the Act requires principals to maintain an attendance register (roll) in a form approved by 

the Minister. Attendance registers must be available for inspection during school hours by any authorised 

person.  

 

2. Audience and applicability 

 

2.1This policy applies to all NSW government schools, excluding preschools. 

 

3. Context 

 

3.1 Regular attendance at school is essential to assist students to maximise their potential. Schools, in 

partnership with parents, are responsible for promoting the regular attendance of students.  

 

3.2 Encouraging regular attendance is a core school responsibility. 

 

3.3 This policy should be read in the context of The Enrolment of Students in Government Schools: A 

summary and consolidation of policy (1997) and the Memorandum Enhanced Enrolment 

Procedures (Intranet only).  

 

4. Responsibilities and delegations 

 

4.1 Parents:  

4.1.1 It is the duty of the parent of a child of compulsory school-age to cause the child: 

a) to be enrolled at, and to attend, a government school or a registered non-government school, or 

b) to be registered for home schooling with the Board of Studies, Teaching and Educational Standards 

(BOSTES) and to receive instruction in accordance with the conditions to which the registration is 

subject. 

 

4.1.2 Parents are required to explain the absences of their children from school promptly, and within seven 

days, to the school. An explanation for absence must be provided to the school within 7 days of the first day 

of any period of absence. 

 

4.2 Principals:  

4.2.1 must provide clear information to students and parents regarding attendance requirements and the 

consequences of unsatisfactory attendance. 

 

4.2.2 must ensure the school has effective measures in place to monitor and follow up student absences. 
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4.2.3 or their delegate will undertake all reasonable measures to contact parents promptly and within two 

school days of an absence being unexplained, if contact has not already been made.  An absence is 

unexplained if parents have failed to provide an explanation to the school within 7 days.  

 

4.2.4 are responsible for ensuring that attendance records are maintained in an approved format and are an 

accurate record of the attendance of students. 

 

4.2.5 must ensure that for students with attendance concerns, the learning and support needs of those 

students are addressed in consultation with parents.  

 

4.2.6 are responsible for ensuring that when frequent absences are explained as being due to illness that: 

 consultation occurs with parents regarding the health care needs of the student 

 medical certificates are sought for the absences 

 where there are ongoing concerns, approval is sought from parents to contact the student's doctor so 

the school has all relevant information regarding the student's health care needs 

 strategies are developed to ensure regular attendance at school. 

 

4.2.7 must ensure that school staff are provided with information on attendance requirements and their 

obligation to monitor and promote regular attendance at school.  

 

4.2.8 must ensure that any matter relating to school attendance where safety, welfare or wellbeing concerns 

arise for a student: 

 consideration is given to the requirements of the Protecting and Supporting Children and Young 

People Policy 

 all required reports are made to the Community Services Child Protection Helpline or contact made 

with the Child Wellbeing Unit (as required by the Mandatory Reporter Guide).  

 

4.2.9 have the authority to: 

 grant sick leave to students whose absences are satisfactorily explained as being due to illness 

 accept other explanations for absence and record the absence as "L" 

 decline to accept an explanation for absence and record the absence as unjustified 

 grant an exemption from school attendance for periods totalling up to 100 days in a 12 month period 

for any one student provided certain conditions are met (See the Exemption from School - 

Procedures).  

 grant part-day exemptions from school for periods totalling up to 100 days in a twelve month period 

(See the Exemption from School - Procedures).  

 grant exemption from enrolment for students who have completed year 9 and have the required 

approval to complete their education in special circumstances through an apprenticeship or 

traineeship (See the Exemption from School - Procedures). 

 

4.3 Directors, Public Schools NSW:  

4.3.1 have the delegated authority to grant exemptions from attendance at school under Section 25 of 

the Education Act (1990) totalling up to 100 days in a 12 month period. 

 

4.3.2 support schools to maintain accurate records of student attendance in a form approved by the Minister.  

 

4.3.3 approve the participation of a student in an alternative school based program, leading to full time 

attendance, prior to part day exemption from attendance at school being granted by the school principal 

(See the Exemption from School - Procedures). 

 

4.4 Executive Directors (Schools):  

4.4.1 have the delegated authority to grant exemptions from attendance at school under Section 25 of 

the Education Act (1990) totalling more than 100 days in a 12 month period. 
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4.4.2 have the delegated authority to grant exemptions from enrolment at school under Section 25 of 

the Education Act (1990), provided certain conditions are met. 

 

4.5 Director, Student Engagement and Interagency Partnerships:  

4.5.1 has the delegated authority to grant exemptions from school attendance for any period of time, for 

students wishing to participate in employment in the entertainment industry or participation in elite arts or 

sporting events. Principals are also able to consider applications for exemption in these circumstances. 

Principals should contact the Director, Student Engagement and Interagency Partnerships if advice is needed 

on compliance with employment regulation of the Children's Guardian or exemption is sought for 

participation in a large scale production. 

 

5. Monitoring, evaluation and reporting requirements 

 

5.1 Schools, with support from attendance officers (home school liaison officers and Aboriginal student 

liaison officers), monitor the regular attendance of students and develop and implement strategies to support 

students with identified attendance issues.  

 

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

 

At Illaroo Road Public School 

 
We consider regular student attendance to be a very important factor in facilitating student success. 

 

1. Class teachers are responsible for: 

 completing the class roll soon after school starting time each morning 

 closely monitoring the attendance of the students in their class 

 ensuring that attendance records are an accurate record of the attendance of students 

 using the correct marking codes and entering reasons given for student absences 

 providing parents/carers with applications for extended leave or exemption from attendance 

application forms after consultation with the Deputy Principal 

 contacting parents/carers within two school days of an absence being unexplained, if contact has not 

already been made   

 contacting parents/carers to seek clarification about irregular student attendance 

 marking an absence as unexplained if parents/carers have failed to provide an explanation to the 

school within 7 days  

 informing their stage supervisor if they continue to have concerns about a student’s absence 

 transferring absence data to pupil record cards (PRCs) at the end of each term 

 ensuring extended leave and exemption from attendance certificates are placed in PRCs  

 storing explanatory notes provided by parents/carers and forwarding them to administration at the 

end of each year 

 

2. The Deputy Principal is responsible for: 

 monitoring the attendance of all students across the school 

 checking student attendance on class rolls twice each term  

 in consultation with class teachers and stage supervisors, contacting and /or meeting with 

parents/carers if concerns are raised  

 reporting to the Principal and the learning support team any students with ongoing attendance 

concerns 

 consulting with the home-school liaison officer (HSLO) about students with ongoing attendance 

concerns 

 organising termly attendance awards for students with 100% attendance during Terms 1,2 and 3 

 organising end of year Presentation Day attendance awards for students with 100% attendance 

during the school year 
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