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Provisions  This policy:  

o is endorsed by the School Executive and Staff  

o is available on the school’s website at: www.stmdrummoyne.catholic.edu.au 

o has been distributed to staff in the policy folder, is on Staff internet and the school 
website 

o was created in 2007 

o was revised in 2012, 2013 
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In New South Wales, all children from 6 years of age are legally required to attend school 
every school day unless there is a reasonable excuse for non-attendance. St Mark’s requires 
that all of its students attend school during normal school hours of every school day  -8.55am 
to 3.15pm. 
 
The Principal shall be responsible for: 

 Approving special leave from school 
 
Any parent requesting leave from school for their child for any period of time, more than 1 
consecutive day, for reasons other than illness, must seek approval from the Principal. This 
request should be in writing using the appropriate forms (attached to the school website) 
 
The Assistant Principal shall be responsible for: 

 Checking class rolls at the end of each fortnight and each term 
 
 Class Teachers shall be responsible for: 

 Maintaining an accurate daily record of attendance of students in their class 

 Recording reasons for absences 

 Obtaining and filing written parental explanation of any absence 

 Alerting the principal to any absences of longer than two consecutive days 
 
Refer to CEO website for full details and Parent Handbook for details of school 
requirements. 

http://www.ceosyd.catholic.edu.au/Parents/Documents/AttendFlyer.pdf 
 

ATTENDANCE (STUDENTS) PROCEDURES 
 
On arrival at school, students are to remain seated on the seats of the hall verandah until a 
teacher comes on duty at 8.30am. First bell is at 8.50am for children to line-up. Children begin 
classes at 8.55am. 
 
Class teachers take the roll at 9am. Class teachers monitor each student’s pattern of 
attendance, seek written explanations from parents and advise the Assistant Principal of any 
concerns. Teachers will contact parent/guardian(s) to discuss these concerns. If an 
unsatisfactory pattern of attendance continues, teachers will seek written explanations from 
parents and a copy placed in the student’s file. 
    
PUNCTUALITY 
 
  A role of the school is to promote in students attitudes and habits associated with 

responsible citizenship. Punctuality is one such habit. Lateness in arriving at school 
means a poor start to the day, and disrupts the class, teacher and lesson. We seek the 
support of all parents in ensuring their child arrives at school by 8.50am in time for the 
first bell. 

 
 
 
 
 

http://www.ceosyd.catholic.edu.au/Parents/Documents/AttendFlyer.pdf
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LATE ARRIVALS 
 
  Students who arrive late to school (9am or later) are to report to the office with their 

parent to fill out a late note. The student then takes a laminated card to their class 
teacher. Office staff will record a partial absence in the class roll and class teachers will 
file the note.  

   
 LEAVING SCHOOL EARLY 
 
  No student is permitted to leave the school grounds during school hours unless 

collected by a parent or other authorised person from the office. In case of students 
leaving early to attend medical or dental appointments, a leave form should be 
filled in at the school office noting date, time and purpose of the appointment. 
The student will then be called to the office. Parents are requested to make medical 
or dental appointments outside school hours where possible rather than disrupt their 
child’s school routine. 

 
ABSENCES 
   
  If a student is absent from school, it is necessary for parents to provide a written 

explanation to the class teacher on the day the student returns to school.  
If a student does not provide a written explanation from their parents on the day of their 
return, class teachers will remind the student and place a note in the student’s diary. 

 
If a note is brought in before seven days the roll is appropriately marked. However, the 

 roll is marked as an unexplained absence after seven days have elapsed. 
 

 
. 


