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Hurstville Public School Attendance Policy  
 
PURPOSE 
Regular attendance at school for every student is essential if students are to achieve their potential, 
and increase their career and life options. While parents/carers are legally responsible for the regular 
attendance of their children, the school is responsible for supporting regular attendance by: 
• creating and maintaining supportive and safe learning environments which fosters students’ 

sense of wellbeing and belonging to the community 
• creating optimal opportunities for all learners to promote student engagement  
• recognising and rewarding excellent and/or improved student attendance 
• maintaining accurate records of student attendance 
• working in partnership with parents/carers and providing clear information to students and 

parents/carers regarding attendance requirements and the consequences of unsatisfactory 
attendance 

• establishing and maintaining clear and consistent school wide attendance procedures 
 
Our school follows the Department of Education’s School Attendance Policy (2015), Student 
Attendance In Government Schools Procedures (2015) and Exemption from School Procedures 
(2015) which can be accessed via the links below: 
 
https://education.nsw.gov.au/policy-library/policies/school-attendance-policy 
 
https://education.nsw.gov.au/policy-library/policies/pd-2005-0259/student-attendance-in-
government-schools-procedures-2015--docx-3  
 
https://education.nsw.gov.au/content/dam/main-education/policy-library/associated-
documents/exempt_gui.pdf 
 
RESPONSIBILITIES 
Students will: 
• recognise the importance of regular attendance 
• be on time to school every day 
• line up in the morning when the bell goes at 9:00am and be ready to listen 
• hand in absence notes to classroom teachers 
• go to the school office if they arrive late to school, collect a late slip and give it to the classroom 

teacher 
• be supported to improve their attendance 

 
Parents/Carers will: 
• enrol their child in school when they are of compulsory school age 
• understand the legal requirements and the importance of regular school attendance 
• ensure their child attends school every day 
• ensure their child attends school on time every day  
• provide written or verbal explanations for student absences within 7 days from the first day of 

any period of absence, by means of absence notes, telephone messages, email, Seesaw or 
other methods 

• be encouraged to provide a medical certificate for their child for consecutive absences of 3 days 
or more  

• ensure their child arrives to school no earlier than 8:30am as there is no playground supervision prior 
to this time 

• utilise Hurstville Out of School Hours Care Program if they need assistance with before or after 
school care by ringing 9150 7823 or emailing hoosh@kcac.org.au 

• provide a written or verbal explanation for their child if they arrive late to school and understand 
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that this will be recorded as a Partial Absence 
• proceed to the school office to obtain an early slip for their child if they are collecting them prior 

to 3:00pm, providing a written or verbal explanation and understand that this will be recorded as 
a Partial Absence 

• ensure that any travel/leave required will be planned for in the school holidays and not during 
the school term, where possible 

• complete an Application for Extended Leave – Travel (Appendix 3) prior to your child’s leave and 
hand it into the office to be processed by the principal. This leave will only be supported for short, 
exceptional circumstances and where your child’s attendance is satisfactory (at least 85% or 
above overall attendance). If this application is supported by the principal, your child’s absences 
will be recorded as Leave. If your application is not supported by the principal, your child’s 
absences will be recorded as Unjustified 

• work in partnership with the school to improve their child’s attendance 
 
Message from Principal 

Regular attendance at school is a defining factor for students maintaining progress with learning. 
All NSW Public Schools have specific targets in student attendance they are working towards 
meeting. Part of meeting these targets is having comprehensive systems in place to monitor 
student attendance.  

The details of each Application for Extended Leave – Travel are carefully reviewed by the school 
and the circumstances included given due consideration. However, it is important all families 
understand that a student’s overall attendance percentage for the current school year and 
previous school years are also closely considered, as part of this application process. For all NSW 
Public Schools, once a student’s attendance percentage falls below 85% overall attendance, the 
school enacts a number of strategies to support the return to regular attendance for that student. 

By supporting an Application for Extended Leave – Travel where the students listed on the 
application are already at or below this 85% overall attendance, I would be consciously endorsing 
the student’s attendance to fall even further below the NSW Department of Education and school 
expectations. It is for this reason that these applications will not be supported by the school. This 
is also a consideration for families lodging an application for long term extended travel that will 
bring the student’s attendance percentage to a level well below 85% overall attendance. 

I once again urge all families to ensure due consideration is given when organising or booking 
travel during school terms. We encourage all families to limit travel where possible to school 
holiday periods so it limits the significant disruption to student learning. I thank you for your 
ongoing support with this matter. 

 
 
Parents/Carers can also access additional information in the documents listed below:  
Refer to Compulsory School Attendance – Information for Parents (Appendix 4) 
Refer to Attendance Flowchart for Parents/Carers (Appendix 5) 
 
School Learning Support Officers will: 
• work in partnership with students and teachers to support student attendance 
 
Teachers will: 
• create and maintain supportive and safe learning environments to encourage and promote 

students’ regular school attendance 
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• engage with and implement the school’s attendance policy, in line with departmental attendance 
policies and procedures 

• understand the importance of accurately recording and carefully monitoring students’ attendance 
• ensure the class roll is marked promptly each morning by 9:30am  
• take all reasonable measures to follow up unexplained absences with parents/carers on the 

same day or following day of an absence where parents have not contacted the school 
• contact parents/carers by means of absence notes, telephone, email, Seesaw or other methods 
• only accept explanations for student absences from parents/carers 
• ensure absence notifications are entered accurately on Sentral, referring to the School 

Attendance Register Codes (Appendix 1) and place them in the envelope in the Class Roll folder 
after they have been signed and dated 

• encourage parents/carers to provide a medical certificate for student absences of 3 or more 
consecutive days 

• send any student who arrives late to school to the office to collect a late slip 
• send any student who is being collected early by parents/carers to the office 
• regularly look for patterns of absences and lateness 
• recognise and reward students for excellent and/or improved student attendance using Values 

in Action awards or Recognition awards 
• include accurate attendance data in Semester Reports and comment on any students of concern 
• discuss students with attendance concerns with your supervisor and refer at risk students to the 

Learning and Support Team 
• utilise the Attendance Flowchart for Teachers (Appendix 2) to support their management of 

student attendance  
• work in partnership with students and parents/carers to support student attendance  
 
Supervisors (Assistant Principal) will: 
• support teachers in monitoring student attendance 
• discuss student attendance at weekly team meetings 
• liaise with the School Attendance Supervisor and the Learning and Support Team to discuss 

students of concern 
• work in partnership with students, parents/carers and teachers to support student attendance 
 
School Attendance Supervisor (Deputy Principal) will: 
• liaise with the principal, supervisors, teachers and the Home School Liaison Officer (HSLO) to 

support student attendance 
• monitor rolls at 2 weekly intervals, obtain and analyse data and bring any concerns to the 

attention of the class teacher, supervisor, Learning and Support Team and the Principal 
• follow up on students with attendance concerns and refer to the HSLO when necessary 
• maintain attendance records so that they are easily accessible for all staff, including the HSLO  
• distribute the Compulsory School Attendance – Information for Parents (Appendix 4) regarding 

student attendance to all newly enrolled students  
• communicate attendance updates via the Hurstville Public School Belltower for parents/carers 

and the SWAY for staff 
• work in partnership with the administrative staff to ensure accurate attendance records are kept 
• facilitate attendance team meetings 
• use the Mandatory Reporter Guide (MRG) for students with significant attendance concerns to 

help decide whether a child is suspected to be at risk of significant harm and a report to the Child 
Protection Helpline should be made 

• regularly evaluate and address school attendance through the school plan  
• work in partnership with students, parents/carers, teachers and supervisors to support student 

attendance 
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Attendance Team will: 
• ensure systematic whole school processes for monitoring and managing student attendance are 

in place 
• monitor and promote regular attendance at school 
• provide professional learning to all staff on attendance  
 
Learning and Support Team will: 
• allocate time each term to discuss attendance at Learning and Support Team meetings 
• work in partnership with students, parents/carers, teachers, supervisors and the School 

Attendance Supervisor to identify and implement strategies that address the learning and 
support needs of students with attendance concerns 

 
Home School Liaision Officer (HSLO) will: 
• work in partnership with the school to support whole school attendance policies and procedures 
• assist with school-based attendance strategies 
• interview students and parents to identify contributing factors in relation to attendance concerns 

and to suggest strategies to improve attendance 
• convene Attendance Improvement Plan meetings to assist with the resolution of attendance 

concerns 
• organise Compulsory Schooling Conferences 
• conduct periodic roll checks 
• collaborate with other Department of Education personnel and external agencies to support 

student attendance 

Administrative Staff will: 
• check rolls are marked by 9:30am each day 
• accurately complete a Verbal Notification of Absence note, record on Sentral and place in 

teacher pigeon holes for the class teacher to sign, date and file in the Class Roll folder 
• enter late arrivals on Sentral and provide students with late slips 
• record early departures and place early slips in teacher pigeon holes for the class teacher to 

sign and file in the Class Roll folder 
• record any absence notes on Sentral and place in teacher pigeon holes for the class teacher 

to sign, date and file in the Class Roll folder 
• forward emails about student absences to the class teacher so they can enter absences 

accurately onto Sentral 
• distribute and collect Class Roll folders each term and file absence records 
• liaise with the Attendance Supervisor  
 
Principal will: 
• ensure the school’s attendance policy is implemented 
• follow departmental attendance policies and procedures 
• ensure that accurate student attendance records are maintained 
• process applications for Extended Leave – Travel (Appendix 3) and communicate outcome with 

parents/carers 
• regularly evaluate and address school attendance through the school plan  
 
Roll Marking Procedures: 
• teachers are to mark rolls accurately on Sentral each day by 9:30am, referring to the School 

Attendance Register Codes (Appendix 1) 
• during an in-school activity at 9:00am, such as a library lesson, where teachers are not in their 

usual classroom, the roll will need to be marked electronically or using a paper roll. If a paper roll 
is marked, the office will need to ensure the information is transferred onto Sentral in a timely 
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manner 
• community language teachers mark paper roll for 9:00am classes and send to the office for 

recording on Sentral 
• casual teachers mark paper roll in the Class Roll folder, only indicating student absences and 

sign at the bottom. Send to the office for recording on Sentral 
• if classes are split, alternative arrangements will be made to ensure student absences are 

recorded 
 
Defined Tiers of Intervention and Strategies to Support Improved Attendance 
 
Universal Preventions: Proactive (90-100% Attendance Rate) 
 
The school will: 

• promote the importance and benefits of regular attendance in school communications, 
such as the school website, Hurstville Public School Belltower for parents/carers and the 
SWAY for staff 

• create and maintain supportive and safe learning environments to encourage and promote 
students’ regular school attendance 

• engage with and implement the school’s attendance policy, in line with departmental 
attendance policies and procedures 

• understand the importance of accurately recording and carefully monitoring students’ 
attendance 

• recognise and reward students for excellent and/or improved student attendance using 
Values in Action awards or Recognition awards 

• discuss student attendance at weekly team meetings 
• provide professional learning to all staff on attendance  

Targeted Interventions: Tier 1 (80-89% Attendance Rate) 
 
The school will: 

• allocate time each term to discuss attendance at Learning and Support Team meetings 
• identify students with attendance concerns and support them to participate in wellbeing 

programs at school, such as the One Beat Drumming program, Extra-Curricular lunch time 
activities and Peaceful Kids 

• implement the Peer Support program where students are buddied with other students 
across K-6 to form connections and to develop a sense of belonging 

• hold parent/carer meetings to discuss attendance concerns and identify strategies to 
support improved attendance 

• provide parents/carers with information about relevant assistance, such as financial 
assistance, school counselling or local community support services 

• recognise and reward targeted students for excellent and/or improved student attendance 
using Values in Action awards or Recognition awards 

Individual Interventions: Tier 2 (50-79% Attendance Rate) / Tier 3 (0-49% Attendance Rate) 
 
The school will: 

• create individualised attendance plans to support improved student attendance 
• support students with attendance concerns to participate in wellbeing programs at school, 

such as the One Beat Drumming program, Extra-Curricular lunch time activities and 
Peaceful Kids 

• interview students and parents/carers, with support from the HSLO to identify contributing 
factors in relation to attendance concerns and to suggest strategies to improve attendance 

• work with parents/carers of students with attendance concerns to participate and be 
included in decision-making 
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• assist students to develop explicit learning goals, with clear and consistent expectations 
about what the students are to do and how they are to do it 

• recognise and reward targeted students for excellent and/or improved student attendance 
using Values in Action awards or Recognition awards 

• create individualised reward charts/incentives to support improved student attendance 
• provide parents/carers with information about relevant assistance, such as financial 

assistance, school counselling or local community support services 
• engage with external support services to improve individual student attendance 

 
Appendices 
 
• Appendix 1: School Attendance Register Codes 
• Appendix 2: Attendance Flowchart for Teachers 
• Appendix 3: Application for Extended Leave - Travel 
• Appendix 4: Compulsory School Attendance – Information for Parents 
• Appendix 5: Attendance Flowchart for Parents/Carers 
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Appendix 1 
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Appendix 2 
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Appendix 3 
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Appendix 4 
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Appendix 5 
 

 


