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Rationale  
Regular attendance at school is essential for students to achieve quality life outcomes. 
Schools, in partnership with parents are responsible for promoting the regular 
attendance of students. Parents of children of compulsory school age are responsible 
for ensuring their child attends school every day. In this policy implementation 
document, the term ‘parent’ or ‘parents’ includes any person or persons having the 
custody or care of a child.   

   
School procedures and expectations  
Attendance is everyone’s business. At Les Powell School, it is every staff’s 
responsibility to support parents by monitoring student attendance and helping to 
address attendance issues when they emerge. In order to ensure that as a school 
community we meet our obligations under the department’s policy and the Student  
Attendance in Government Schools Procedures 
(https://education.nsw.gov.au/policylibrary/policies/school-attendance-policy, the following are to be 
sustained:  
  
An informed school community: Communication to parent in relation to compulsory 
school attendance is outlined in school information booklets and orientation programs. 
Yearly reminders are provided through school newsletters and information sheets 
(Appendix 1) are available through the school’s website. Parents are provided with 
copies of the Student Absence Note Booklet (Appendix 2), at the start of each school 
year or as required. This will include translated formats for parents as required.  
  
Staffs are informed of their responsibility throughout the year at staff meetings and 
information is provided to all new staff through the school’s staff orientation package.  
  
Accurate record keeping: Teachers mark class rolls daily before 10am using the 
School Bytes electronic platform (see below attendance of register codes).  Absence 
notes should be signed and dated by the teacher when received and sent to the office. 
Office staff will enter the details into School Bytes.  
  
If an absent note is not received with the student when returning to school, it is the 
teacher’s responsibility to obtain a reason for the student’s absence by phoning the 
parents.  Reasons for absences given verbally or over the phone by parents are to be 
recorded using the school’s ‘phone in absence slip’ (Appendix 3). The completed slip 
should then be forwarded to the office staff, who will update information on School 
Bytes.   
  
After 2 days of absence, the class teacher will call the parent. When a student is away 
for more than 2 days without an explanation from the parent, or an attendance pattern 
of concern emerges, a referral to the school learning and support team will be 
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activated for follow up procedures, according to the department’s attendance policy. 
This may include a referral to the home school liaison program.   
  
Office staff will generate letters through School Bytes to remind parents of days that 
their child has been absent and parent feedback is pending (Appendix 4). This will 
occur once a term or as deemed necessary by the school learning and support team.  
  
  
Records are maintained in an accurate format using the correct codes:  

  
  
Leaving early/late arrival   
Students going home during school hours should be collected by an adult at the front 
office. Should the adult collecting the student, not be the students’ parent, the adult 
must be identified in the school records as having the parent’s permission to pick up 
their child.   
  
A note signed by the parent will be kept as a record of the early pick up (Appendix 4).  
All partial absences are recorded in School Bytes by school office staff. Parents are to 
wait at the office while the teacher or SLSO brings the student to the office.   
  
When student arrives late for school, parents are to sign in the student at the front 
office and provide a reason for being late (Appendix 5).  
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Students travel or holidays taken during the school term  
From the beginning of 2015 as aligned with department policy, family holidays and 
travel are no longer considered under the ‘Exemption from School – Procedures’.  
Travel and holidays taken by students outside of school vacation periods will now be 
included as absences. A ‘Certificate of Exemption’ can no longer be granted for this 
purpose. Families are encouraged to holiday or travel during school vacations.   
  
Where the principal considers that the travel is appropriate during the school term, the 
principal will issue the parent with an ‘Application for Extended Leave – Travel’ 
(Appendix 6), for completion and inform the parent that if the application is accepted, 
the absences will be recorded as ‘L’ and a ‘Certificate of Extended Leave – Holiday’ 
will be issued.  
  
If the principal does not believe the absence is in the student’s best interests and does 
not accept the reason provided, the absence will be recorded as ‘A’ and a ‘Certificate 
of Extended Leave – Holiday’ will not be issued.  
  
Exemption from school  
As stated in the ‘Exemption from School - Procedure: School Attendance Policy’   
PD 2005 0259, 2015 ( https://education.nsw.gov.au/policy-
library/associateddocuments/exempt_gui.pdf ), students may be exempt from being 
enrolled at and attending school if the Minister or delegate is satisfied that conditions 
exist which make it necessary or desirable that a Certificate should be granted. A 
‘Certificate of Exemption’ will only be granted when it has been clearly demonstrated 
that an exemption is in the student’s best interests in the short and long term.   
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Appendix 1: Attendance information for parents  
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Appendix 2: Absence Note Booklet for Parents  
  

 
  
  
Cover:  

 
  
  
  

 
  
  
  
  
  
  
  
  
  

  
  

  
  
  

Booklet body:  
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We received a telephone call on ___________________________  Time  

___________  

From ________________________________ to say  

___________________________ will be/was absent from school on/from  

______________________________________ because  

______________________________________________________________  

____________________________________________________________________ 

_  

  
  
  
  
   

Appendix 3: Phone in Absence Slip   
  

  
  
  

Phone in absence note  
  
  



   
    8   of  1 2   Les Powell School Attendance Policy Implementation, Revised February 2024 

Appendix 4: Student Absence Reminder to Parent Letter  
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Appendix 5: Late or Early Student Pick Up Note  
  

 
  
  
  
  
  

  
                    Late Arrival / Early Departure  
  
  
   Early Departure  
  
  
Student ______________________ Class ________  Date _________ Time  
________      
Reason  

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

___  

  

____________________________________________________________________ 

_Signed (parent/guardian)  

  
  
  
  
  
  

  
  

  
 
 
 
 
 
 

  

       Late Arrival            
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Appendix 6: Application for Extended Leave – Travel 
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