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Scope 

This policy relates to all campuses of Alesco Secondary College. 

Purpose 

The purpose of this policy is:  

 To ensure correct procedures for registering student attendance; including maintaining an attendance 

register in a form approved by the Minister of Education that must be made available for inspection 

during school hours by any authorised person. 

 To provide clear information to students and primary caregivers regarding attendance requirements 

and the consequences of unsatisfactory attendance  

 To ensure that encouraging and monitoring regular attendance is a core school responsibility 

 To ensure the school has effective measures in place to contact primary caregivers when they have 

failed to provide a satisfactory explanation for an absence 

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

students are addressed in consultation with primary caregivers. 

 To ensure that when any matter relating to school attendance where safety, welfare and wellbeing 

concerns for the student arise, all required Mandatory Reports are made. 

Definitions 

Attendance Variation – refers to types of attendance where the student may not be on school grounds but is 

engaged in agreed activity and considered engaged with the school and program of study. Attendance 

variations include exempt, flex or school business in accordance with the ACARA National Standards for Student 

Attendance Data Reporting. 

Compulsory school age – a child who is of or above the age of 6 years and below the minimum school leaving 

age. 

Minimum school leaving age - 17 years.  Until a student is 17 they have the following options:  

 full time education (school; TAFE, traineeship, apprenticeship) 

 full-time paid employment of an average of 25 hours per week, or  

 a combination of both of the above. 

School Refusal – refers to when a child or young person refuses to attend school and/or has problems 

remaining in class for an entire day and is mental health based. Parents/caregivers are aware of school refusal 

absences and no attempt by the child is made to conceal these absences.  

Truancy – refers to concealed absences by the child or young person, without parent/caregiver knowledge. 

Truancy is not mental health based and usually involves the child or young person engaging in alternate 

behaviours. 

Chronic Absenteeism – is the result of a student engaging in frequent school refusal or truancy behaviours.  It 

may present as extended absences from school, periodic absences from school, missed classes or chronic 
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tardiness.  Students with chronic absenteeism and not making sufficient progress despite reasonable 

adjustments, are at risk of withdrawal. 

Re-engagement - Attempts to re-engage students with the school will continue whilst ever the student 

continues to demonstrate efforts to improve their attendance at school, as long as extended absences do not 

create barriers deemed too challenging for any substantial engagement in the education program. 

Students with chronic absenteeism may not be able to commit to completing an HSC nor receive an ATAR, if 

this is the case Alesco will encourage students to complete a non-examinable HSC pathway, Re-engaging 

students are strongly encouraged to participate in non-ATAR courses for the duration of their senior studies. 

Alesco believes that finishing Year 12 can be a positive factor in a student’s life, regardless of final marks. 

Delegated Authority – refers to any person who has been given permission to authorise a particular action or 

process. Delegated Authority is a process where a manager may allocate duties to other staff. 

Primary Caregivers – refers to any person who has been designated as the primary parental or support role for 

the student as documented on the student’s enrolment form. 

Head of Campus (HoC) – refers to the role responsible for the day-to-day leadership and operation of their 

campus.  

Student Wellbeing Officer (SWO) – refers to the role responsible for providing the wellbeing support for 

students. 

Policy  

1. Responsibilities  

1.1. Primary Caregivers are responsible for:  
1.1.1. enrolling their children of compulsory school age in a government or registered non-

government school or registering them with the NSW Education Standards Authority (NESA) 
for home schooling.  

1.1.2. ensuring that their children attend school regularly.  
1.1.3. explaining the absences of their children from school promptly and within seven days to the 

school.  
1.1.4. 
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1.3.1. students are enrolled in accordance with the Alesco Secondary College Enrolment Policy.  
1.3.2. campus attendance records are maintained and are an accurate record of the attendance of 

students.  
1.3.3. all attendance records including details of transfers and exemptions are accessible to the 

Principal of Alesco and to any authorised person. 
1.3.4. strategies are provided to staff to assist with increased student attendance.  
1.3.5. students and interested caregivers are regularly informed of attendance requirements.  
1.3.6. all communications regarding attendance, leaving early, arriving late or absences from any 

student/ caregiver to the HT/SWO are recorded accurately and records retained appropriately 
1.3.7. all cases of unsatisfactory attendance from school are investigated promptly and appropriate 

intervention strategies are implemented 
1.3.8. primary caregivers are consulted in matters around unsatisfactory student attendance and 

appropriate intervention strategies. 
 

1.4. Data and Administration are responsible for ensuring that:  
1.4.1. student details on enrolment forms are entered into the student management system.  
1.4.2. a register of enrolments is kept up to date in the student management system. This includes 

the student’s name, age, address, parent/caregiver contact details and relevant dates (eg. 
Enrolment and date of leaving the School). 

1.4.3. records are secured until they are no longer required for current student business. They are 
then archived following the Records Management Procedure. 

2. Attendance Register 

2.1. Alesco records attendance daily on an electronic student management system. Staff of Alesco are 

required to ensure that records are current, accurate and accessible.  

2.2. Students are expected to attend school every day, including excursions and school activity days 
unless:  
2.2.1. the student is sick  
2.2.2. the student has an agreed engagement plan that impacts on their full attendance  
2.2.3. they have an unavoidable health or community support appointment  
2.2.4. they are required to attend a recognised religious holiday  
2.2.5. they are required to attend an exceptional or urgent family circumstance (such as attending a 

funeral)  
2.2.6. they have an exemption from school (either exemption of enrolment or exemption of 

attendance) 

3. School attendance record requirements  

3.1. School attendance records must include the following information for each student:  
3.1.1. 
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3.4. The appropriate Attendance Register Code symbol for suspension (Time Out) (‘E’) is to be used to 
denote the absences of students whilst on suspension. This symbol is to be used only for the duration 
of the Time Out and must not be applied to students who fail to return to school following the 
suspension period. In such cases, the student’s absence would be unjustified and recorded 
accordingly.  

3.5. The absences of students who are on Time Out are counted as absences for statistical purposes.  
3.6. Where a student has an approved attendance variation, this is not counted as absences for statistical 

purposes. 

4. Manual attendance records (rolls) 

4.1. Manual attendance records are only used on occasions where the electronic register is not available. 

4.2. Staff must inform the school of students that are deemed absent during this activity. Where a 
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https://legislation.nsw.gov.au/view/whole/html/inforce/current/act-1990-008
https://legislation.nsw.gov.au/view/whole/html/inforce/current/act-1998-133
https://www.nsw.gov.au/education-and-training/nesa/registration-and-compliance/non-government-schools/registration-accreditation-manuals/individual-non-government-schools-manual
https://lotus.atwea.edu.au/policies-and-procedures/alesco-student/alesco-student-management-and-support-policy
https://lotus.atwea.edu.au/policies-and-procedures/alesco-student/alesco-enrolment-policy
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