
 

 

 
 

St Gerard’s Catholic Primary School  
Student Attendance Procedure 

Procedures: 

St Gerard’s Catholic Primary School is required to keep accurate attendance records for all 
its students. This includes taking attendance. Attendance must be recorded by teaching staff 
at least: 

 twice per day for primary and specialist schools 
 in every class for secondary schools. 

Although all school staff are vital in supporting regular student attendance, the principal is 
responsible for: 

 Keeping accurate attendance records for every child enrolled in the school; these can 
be stored electronically but must be able to be reproduced in written form. 

 Maintaining records for the appropriate period of time under the School Education 
Regulations 2000. 

  Managing alternate attendance arrangements. 
 Implementing plans and strategies to encourage regular attendance. 

Records must include: 

 If the student was physically present or not. 
 If the student was attending a different approved activity (the teacher running that 

activity must also record attendance). 
  Any reasons given for an absence. 
 If the reason for the absence is reasonable (see examples). 
 A flag for unexplained absences (removed if a reason is given later). 
 Information about any unsatisfactory attendance at school or classes. 
 A mark for half-day attendance if the student is present for at least two hours of 

instruction. 

Authorised absence (EXPLAINED): 

A principal can record an absence as ‘Authorised’ if there has been a reasonable 
explanation for a student’s absence. 

A reasonable excuse for the purposes of explaining a school absence can include: 



 
 

 

 Medical, dental or allied health provider appointments (Speech Therapy, 
Occupational Therapy or similar) 

 Bereavement or attendance at a funeral, including Sorry Business 
 Illnesses and accidents 
 Unforeseen and unexplained circumstances 
 Compliance with another law that results in the child’s absence 
 The child is receiving distance education through a registered school 
 The child has been suspended or expelled 
 The child is attending or observing a religious event, culture observance or obligation. 

Unauthorised absence (UNEXPLAINED): 

A principal can record an absence as ‘Unauthorised’ when there has been no reasonable 
explanation provided for the absence. If a reason is given to the principal and it is not 
approved, then the school will notify the parent/carer in writing. 

In general, it is expected that these absences would not be excused: 

 The parent did not seek approval beforehand, or in accordance with school policy. 
 The student was absent due to leisure or social activities without approval. 
 The conditions of an authorised absence were not met (for example, a student 

absence learning plan during a family holiday was not completed). 
 The parent has provided no explanation for the absences. 

Principals should make sure attendance data is regularly monitored and analysed to look 
for attendance patterns. Patterns of absences can be across the school, a class or at the 
individual student level. 

Having accurate data, including the reasons for absences, is important for: 

 developing improvement strategies for students 
 reporting for funding requirements 
 using as evidence when there are attendance concerns. 

PARENT INFORMATION 
 
It is a legal requirement that any absences must be covered by a WRITTEN explanation 
from the students’ parent or carer. The signed note, or email from a parent email address 
stored on school records, must include the students name, their year group, the date of the 
absence and a reason for absence. This should be provided to the school within three days 
of the absence.  



 
 

 

 On the day of the absence, a phone call to the school office should be made to advise 
staff that the student will be away.  

 Students needing to leave the school early must be signed out at reception by the 
student’s parent/carer. They will then be called to the office to exit with their 
parent/carer.  

 Any student who arrives on the school premises late (after the school bell has rung 
at 8.30am), must sign in at the administration, and take a late slip to their class 
teacher.  
  

SICKNESS AND INJURY – (Approved Leave)  
 When there is a possibility of extended absence (more than one week) the 

parent/carer should liaise with the class teacher who will assist in ensuring the absent 
student has access to as much of his/her normal work as possible.  Teachers will 
support the student’s ongoing education in an attempt to minimise the impact of the 
absence on the students’ academic performance.  A medical certificate must be 
supplied upon the student’s return if the absence is more than five (5) days in length.  
 

ACCEPTED LEAVE – (Approved Leave)  
 This is leave sanctioned by the principal for any student who is representing 

the School, state or Nation at an approved academic, sporting, cultural or 
religious/faith event.  It is the responsibility of the student’s family to apply for this 
leave at least two weeks prior to the absence.  

  
NOTED LEAVE – (Unapproved Leave)  

 This is an absence that is deemed to be taken at the discretion of the family (e.g.: 
family holidays), thus, there is choice in the matter.  Whilst we recognise that time 
spent as a family on holiday is important, we ask that parents do their best to ensure 
that this does not happen during term time, due to the educational and social impact 
it has on students.  

 Parents are required to take responsibility for the consequences of this absence.  The 
timetable, learning programme and assessments will proceed as normal in the 
student’s absence.  Teachers may or may not be able to make arrangements to allow 
a student to meet assessments required for reporting purposes.  Teachers are not 
required to undertake additional workloads to allow catch-up assessments when 
children are on holidays during term time. The child will be unable to be assessed on 
that particular outcome at that time.   

 
LATE ARRIVAL TO SCHOOL  

 It is the parents’ responsibility to ensure that all students arrive at school on time and 
prepared to learn.  School commences each morning for all students at 8.30am and 
finishes at 2.45pm. Students who arrive after the morning bell at 8.30am must report 
to the administration office and sign in. A late pass will be issued, which must be 



 
 

 

passed to the classroom teacher. No student is permitted to leave the school grounds 
without a note or sign-out pass from the office.  Persistent late attendance for 
unsatisfactory reasons or with no reason given will result in a ‘Letter of Concern’ sent 
out.  It is important for students to arrive in class on time, to maximise their learning 
opportunities.  Repeated lateness will be viewed as a serious issue and referred to 
the principal.  
 

STUDENTS AT EDUCATIONAL RISK  
 Any student who falls below a 90% attendance level (the equivalent of five (5) days 

per school term) are deemed to be at educational risk. Attendance is closely 
monitored by the school, and once per term, the principal will send a letter to parents 
of those children who have less than 90% attendance, in order to bring the 
parent/carers attention to the matter.  These letters will be sent even if the school has 
received an explanation of the absences.  If the school has concerns about the 
reasons for an attendance rate of less than 90%, a case management process 
involving the parents may be used to encourage the student to attend more regularly. 
The school will provide whatever support it can in an attempt to improve student 
attendance and outcomes.   

 

See below the Student Non-Attendance Flow Chart: 

 

 



 
 

 

 


