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ATTENDANCE 
Always read this policy in conjunction with the Related Procedures identified below. 

Policy Statement 

The Principal of Mater Dei School maintains an attendance register, 
approved by the Minister under the Education Act 1990 (NSW). The register 
records the daily attendances of all students at the School. The register is in 
electronic form, utilising the New South Wales Attendance Register Codes. 

Purpose 

Regular attendance at school is essential to assist students to maximise 
their potential and to experience a sense of belonging  within their school 
community and to grow in their faith. 
The School, in partnership with Parents/Guardians, are responsible for 
encouraging and supporting the regular attendance of students at school.  
Under the  Education Act 1990 (NSW), it is the duty of a parent of a child of 
compulsory school-age to cause the  child to be enrolled at and to attend 
a government school, or a registered non-government school, or  to be 
registered for home schooling.   
The purpose of this Policy is to set out the provisions relating to the 
attendance of students enrolled  at Mater Dei School. 

Scope 
This Policy applies to all students enrolled at the School and employees 
who have  responsibilities under this Policy.   

Audience Parents/Legal Guardians & School Staff 

Related Procedure Student Attendance Flowchart (included) 

Related Documents 
Application for Leave or Exemption 

Attendance Register Codes via AIS NSW 

Compliance 
Requirements 

● Education Act 1990 (NSW) 
● NSW Education Standards Authority, NSW Registration  Systems and 

Member Non-government Schools Manual,  September 2023 
● Mater Dei Child Protection Policy 
● The Children and Young Persons (Care and Protection) Act 1998 
● Association of Independent Schools NSW (AIS NSW)  

Policy Owner Principal 

Version Effective Date Review Date  

Attendance 1.0 September 2021 September 2023 

Attendance 2.0 February 2025 September 2026 
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1 EXPECTATIONS 

1. GENERAL PRINCIPLES  
1.1 All students who are enrolled at Mater Dei, regardless of their age, are expected to attend 
school whenever instruction is provided.   
1.2 Encouraging regular attendance is a core responsibility of schools. Schools exercise this 
responsibility in partnership with parents.  
 
2 PARENT RESPONSIBILITIES 

2.1 Under the Education Act 1990 (NSW), it is the duty of a 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 NSW Education Standards Authority 
(NESA)  and to receive instruction in accordance with the conditions to which the 
registration is  subject.  

2.2 Parents/Guardians are responsible for: 
(a) working in partnership with the school to plan and implement strategies to support 
their child’s regular attendance at school and resolve any attendance concerns involving 
their child 
(b) explaining absences from school promptly (prior to 9:15am via a Compass Attendance 
Note) and within seven days to the school* 
(c) Providing a medical certificate if child is absent for four or more consecutive days. 
Where an absence has occurred due to an infectious disease/illness, as per the NSW 
Education guidelines, a medical clearance must be provided for a child to return to school. 
(d) providing to the school reasonable advance notice of any extended absence for their 
child or when seeking an exemption from enrolment or exemption from attendance for 
their child;   
(e) submitting an Application for Leave or Exemption for planned leave in the case of: 

1. 10-100 days not related to illness OR  
2. regular external medical/therapy appointments  

(f) promptly providing any documentation required by the school in relation 
to attendance or enrolment.   

*A student’s absence must be explained within 7 days. After this time, the absence will be 
recorded as “unexplained” (A) 
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3 DELEGATION AND RESPONSIBILITY : PRINCIPAL 
 
Delegated authority: Exemption from attendance   
3.1 Principals have the delegated authority under section 25 of the Education Act 1990 (NSW) 
to  grant and cancel a certificate of exemption from School attendance (full or part day, up to 100 
days in a calendar year), not related to illness/sickness, for students who attend regular 
(weekly/fortnightly) external therapy/medical appointments.  
Parent/Guardians are required to submit an Application for Leave or Exemption. This form will be 
returned to the Parent/Guardian with advice of the outcome of the application. If granted, the 
form will be authorised and signed by the Principal. If declined, the Principal will provide a written 
explanation of the decision. Attendance exemptions are not included in absence reporting. 
Exemptions cannot be granted retrospectively.  
Applications for exemption will be considered on a case-by-case basis with consideration given 
to the potential impact on the student, including their learning program, routines and structures.  
 
Delegated authority: Exemption from enrolment   
3.2 Principals have the delegated authority under section 25 of the Education Act 1990 (NSW) 
to  grant and cancel a certificate of exemption from enrolment:  

(a) for any one student for Completion of Education under Special Circumstances, 
where the  student:   

(i) has completed Year 9, but has not yet completed Year 10 and is under the age 
of 17  years; and  
(ii) has secured a full-time (as defined in the appropriate award) apprenticeship 
or  traineeship.   

(b) where a child turns six years on or after 1 October in a school year;   
(c) for up to six months after a child’s sixth birthday for circumstances relating to 
health,  learning or social needs or disability of the child necessitating the continuation of 
an  individual program supported by medical specialists.   

 
3.3 An exemption from enrolment in respect of a student who has not yet completed Year 9 is 
not  permitted.   
 
● Note: The Principal cannot delegate the authority to grant and cancel exemptions to other 

staff. 

Responsibilities   
3.4 The Principal is responsible for ensuring that:  

(a) students and families are informed of attendance requirements and their legal 
obligations under the Education Act 1990 (NSW); 
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(b) an attendance register is kept using the common codes approved by the Minister, and 
is maintained in an approved format recording daily attendance, absences, reasons for 
absences, documentation to substantiate reason for absence, certificates of leave and 
attendance exemptions,  
(c) the attendance register is retained for the period outlined by NESA and is available for 
inspection during school hours by an inspector or  by any authorised person, who may 
require the Principal to furnish a copy  of the register or any part of it;  
(d) all staff, including staff nominated to maintain the attendance register, are provided 
with information on attendance requirements and their obligation to document, monitor 
and promote regular attendance at School under this Policy and the Attendance 
Procedure; 
(e) the parent/guardian is informed promptly when their child is absent without 
explanation;  
(g) student attendance is monitored and, in partnership with parents/guardians, 
appropriate intervention strategies are implemented in response to students developing 
poor attendance patterns. 
 

● 4 ABSENCES 

General   
4.1 An automatic notification is generated by Compass whenever a student is marked absent. 
Automatic notifications are issued on a daily basis, as relevant, at a time determined by the 
school.  

Unexplained absences  
4.2 An absence is unexplained if a parent fails to provide an explanation to the school 
within  seven calendar days of the first day of any period of absence. The absence will remain 
an  unexplained absence irrespective of whether an explanation is subsequently received. In 
the  event that an explanation is received after the seven day period has elapsed, a note must 
be  added to the student’s attendance record to reflect the communication from the parent.  
An unexplained absence must be recorded using code A.   

Explained absences  
4.3 Illness  
The Principal may grant sick leave to students whose absences are satisfactorily explained as 
being due to illness. Reasons that students should be kept home from school include (but are not 
limited to): 

● Symptoms of a suspected infectious disease  
● Active fever, diarrhea, vomiting 
● Live or dead head lice or eggs  
● Injuries that will need further medical clearance before returning to school (e.g. broken 

bones, sprained ankles etc)  
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● Student’s personal care needs at the time are such that staff will be unable to sufficiently 
manage or support the student at school (some personal hygiene matters, asthma 
management care during critical periods, etc) 

 An explained absence due to illness must be recorded using code A.   
 
4.4 Leave  
The Principal may approve leave for students who have provided an explanation of the absence. 
Acceptable explanations for leave may include: 

● misadventure or unforeseen event 
● participation in special events not related to the school 
● domestic necessity such as serious illness of an immediate family member 
● travel in Australia and overseas 
● attendance at funeral 
● recognised religious festivals or ceremonial occasions. 

 
The Principal may decline to accept as satisfactory an explanation for an absence. In this case, 
the Parent/Guardian will be advised in writing. 
An explained absence due to approved leave must be recorded using code L 
4.5 Extended Leave (10-100 days)  
For extended periods of leave (10-100 days) not related to illness/sickness, Parents/Guardians are 
required to submit an Application for Leave or Exemption. This form will be returned to the 
Parent/Guardian with advice of the outcome of the application. If granted, the form will be 
authorised and signed by the Principal. If declined, the Principal will provide a written explanation 
of the decision. This leave is included in absence reporting.  
An explained absence due to approved leave for an extended period not related to 
illness/sickness must be recorded using code L 
 
Applications for leave will be considered on a case-by-case basis with consideration given to 
the potential impact on the student, including their learning program, routines and structures.  
Families are encouraged to travel during school vacation periods.  
 
4.6 Attendance Exemption   
The Principal may grant an exemption from School attendance (full or part day, up to 100 days in 
a calendar year), not related to illness/sickness for students who attend regular 
(weekly/fortnightly) external therapy/medical appointments. Parents/Guardians are required to 
submit an Application for Leave or Exemption. This form will be returned to the Parent/Guardian 
with advice of the outcome of the application. If granted, the form will be authorised and signed 
by the Principal. If declined, the Principal will provide a written explanation of the decision. 
Attendance exemptions are not included in absence reporting. Exemptions cannot be granted 
retrospectively.  
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An explained absence due to an exemption from School attendance must be recorded using 
code M 
 
4.7 Late Arrival or Early Departures  
It is important that students are punctual for class. Arriving late in the morning may cause 
considerable disruption to classroom routines as well as missing out on critical learning 
opportunities. All partial attendance matters are recorded in absence reporting.  
A partial attendance due to a late arrival or early departure from School  must be recorded using 
code Pa 
 
 
● 5 MONITORING ATTENDANCE & UNSATISFACTORY ATTENDANCE 

The most effective means of restoring and maintaining regular school attendance includes sound 
attendance monitoring practices, communications with Parent/Guardian(s) and following up 
unsatisfactory attendance patterns. 
Attendance is tabled at the fortnightly School Executive meeting. Students with a poor attendance 
rate or attendance patterns of concern are noted, discussed and followed up with intervention 
strategies including: 
 

● Phone call to Parent/Guardian by the Leader of Wellbeing, noting the attendance concern, 
checking on welfare, reminding them of responsibilities and offering support. 

● Letter to Parent/Guardian from the Deputy Principal noting the attendance concern and a 
reminder of parent/guardian responsibilities. 

● Meeting with the Parent/Guardian(s) with the Deputy Principal and Leader of Wellbeing to 
develop an Attendance Improvement Plan to be reviewed regularly. 

● Reporting to appropriate authorities, as required.  
 
When frequent or prolonged absences are explained as being due to illness, the School will 
consult with Parents/Guardian(s) regarding the health care needs of the student and may 
request information from the student’s health professional and/or medical certificates to explain 
absences related to illness.  
 
If a range of school-based interventions have been unsuccessful, the School will refer individual 
cases to the Association of Independent Schools NSW (AIS NSW) – Regulations and Programs 
Team. Possible interventions include:  

● Compulsory Schooling Conference - convened by AIS NSW on behalf of NSW Department 
of Education (DoE) 

● Compulsory School Order (Children’s Court via DoE) 
● Prosecution in the Local Court 
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In the event that attendance concerns raise child protection concerns, the Child Protection Policy 
will be referred to and followed to ensure reporting to appropriate bodies.  
 
6 BASIS OF DISCRETION 

o The Principal has the right of discretion to make provision for departure from this Policy 
in the event of unforeseen or exceptional circumstances. 
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