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1. Rationale
1.1 The NSW Education Act 1990 requires that children of school age (six to 17 years) are

required to be in full-time attendance at a government or registered non-government school 

unless they are receiving approved home-tuition, correspondence education, or have been 

granted an exemption by the Education Department 

1.2 The Education Act 1990 (Section 25) requires that attendance registers (rolls) be maintained 

in a form approved by the Minister. These may be either manual or electronic rolls. 

1.3 In line with the current requirement under Education Act in NSW pertaining to school 

attendance, all students enrolled at Muslim Girls Grammar School (MGGS, the ‘School’) 

are legally required to be at School on all official school days. 

1.4 At Muslim Girls Grammar School we believe that attendance at school is centrally important to 

student learning and development. Importantly, regular attendance at school: 

 Increases the opportunity for children to participate in the life of the community and to

optimise students’ learning

 Education is a sequential process. Absences often mean students miss important stages

in the development of topics, causing them to find ‘catching up’ difficult.

2. Responsibilities

2.1 The School Principal 

The Principal is responsible for the implementation of the School’s Attendance policy and will 

ensure; 

i. Attendance records are maintained in an approved format and are an

accurate record of the attendance of students

ii. Staff record accurately the attendance of each student in each lesson when

lessons are conducted in a number of locations.

iii. All attendance records including details of transfers and exemptions are

accessible to NESA inspectors, home school liaison officer and other

personnel nominated by the Minister
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iv. That strategies for encouraging good attendance be established around

structures and procedures that support teachers in addressing issues of

v. School staff are trained to implement school attendance policies and

procedures and that personnel with delegated responsibility for

maintaining attendance records are supervised

vi. Parents and students are regularly informed of attendance requirements

vii. All cases of unsatisfactory attendance and part or full day absences from

school are investigated promptly and that appropriate intervention

strategies are implemented

viii. Attendance Data is required to be reported on in the school’s Annual Report

ix. Class Rolls and notes are kept for the period prescribed by the relevant Acts

2.2 Minister’s delegation 

The Minister for Education under section 25 of the Education Act 1990 has delegated to the principal of 

a non-government school the power to grant and cancel a certificate of exemption from being enrolled 

and attending school in certain prescribed circumstances. 

2.2.2 A child may be exempt from being enrolled at and attending school if the Principal (under 

Minister’s delegation) is satisfied that conditions exist which make it necessary or desirable that a 

Certificate should be granted. A Certificate of Exemption may be given subject to conditions and 

limited to a period specified in the certificate.  

2.2.3 A Certificate of Exemption will only be granted when it has been clearly demonstrated by the 

applicant that an exemption is in the student’s best interests in the short and long term. Alternatives 

to exemption should have been fully explored. For example, it may be in the student’s best interests 

and be more appropriate to access Distance Education.  

2.2.4 In these Procedures the term ‘parent’ or ‘parents’ includes any person or persons having the 

custody or care of a child.  

2.2.5 A Certificate of Exemption will not be approved where the student has been the subject of a child 

protection report and/or there are unresolved issues concerning a risk of harm. Prior to granting a 

Certificate of Exemption a risk assessment should be completed to identify and manage risks.  
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2.2.6 If parents request authority not to enrol their child, this will be considered an application for 

exemption from enrolment. 

2.2.7 The Principal at Muslim Girls Grammar School will adopt the Department of Education’s 

guidelines and procedures pertaining to the issuance of a Certificate of Exemption. As such this policy 

should be read in conjuction 

See Appendix 4 -Exemption from School procedure 

2.3 Parental responsibility 

i. Parents have a responsibility to ensure that their children attend school regularly, and are

only absent if ill or if absolutely necessary, and to notify the school, by means of a phone

call or letter, of the absence.

ii. All enrolled students are required to attend school unless reasonable and valid grounds exist

for them to be absent such as illness

iii. The school will provide clear information to parents regarding attendance requirements and

the consequences of unsatisfactory attendance through provision of the policy, newsletter

reminds and school briefs (including at the time of enrolment, orientations)

2.4 Staff responsibilities 

i. The School will inform staff of their responsibilities related to student attendance and will

articulate the expectations and responsibilities of every classroom teacher with regards to

monitoring and following up of absences.

ii. School staff are responsible for supporting the regular attendance of students by:

 providing a caring teaching and learning environment which fosters students’

learning and achievements

 recognising and rewarding excellent and improved student attendance

 maintaining accurate records of student attendance

 implementing programs and practices to address attendance issues when they arise

 providing clear information to students and parents regarding attendance

requirements and the consequences of unsatisfactory attendance

iii. The School will maintain hard copies of the school roll for relief teachers and for

emergency management purposes.
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3. Procedure

 Attendance is recorded daily in the ‘Class Roll’. The roll is taken by the class teacher (period 1)

every morning prior to the beginning of the class daily schedule.

 Attendance is recorded on the Class roll for each and every lesson of the day

 Class roll is marked electronically using Sentral in adherence to the following procedure.

3.1 Class teachers record daily absences according to guidelines at the 

commencement of each school day and during the afternoon session. 

3.2 Parents are encouraged to provide a written explanation of a student’s absence. 

3.3 If a written explanation is not forthcoming within two weeks of the student’s return to 

school, the School administration officer will issue a formal reminder. (Appendix 3) 

3.4 Families whose child has been absent for more than 3 days without explanation will be 

contacted. The roll will be marked as absent until the student returns, or until the school is 

notified that the student has enrolled in another school. 

3.5 Attendance rolls will be reviewed at the end of each term. 

3.6 If a teacher is concerned about a student’s attendance history, she informs the Principal 

who will endeavour to contact the parents by phone to discuss the child’s absences. If absences 

continue, a letter is to be sent advising the parent of the legal requirements to attend school on 

a daily basis. 

3.7 Under the guidance of the Principal / Assistant Principal- an individual case management 

plan will be implemented for students whose attendance is irregular and unexplained and 

where initial interventions have limited effect.  This will involve the provision of support 

and strategies to work closely with appropriate individuals, parents and community 

organisations having regard for social and cultural considerations associated with indigenous 

children, children from culturally and linguistically diverse backgrounds and socially 

disadvantaged children. 

3.8 In the event that all possible avenues available to the school to encourage attendance have 

been exhausted without success the Principal will make contact with the Department of 

Education School Services Officer to discuss options including continuing enrolment. 

3.9 Notification to parents 
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3.9.1 The School will immediately notify the parents/caregivers of any unexplained 

absences or suspected truancy. 

4. Information for Parents

4.1 Absence 

Any absence is to be explained in writing, upon the child’s return.  No child is allowed to leave 

the school grounds without written notification.  Parents are required to sign a register located in 

the front office before taking the student during school hours. 

4.2 Exemptions for Student Attendance 

When parents plan to exclude their children from school for reasons other than sickness or 

unforeseen events i.e. funerals, the parent or caregiver is required to complete an Application for 

Special consideration to take leave. 

5. Register of Attendance

5.1 Muslim Girls Grammar School will keep accurate records of the attendance of students in 

a format approved by the Minister; in the form of a student attendance register displaying the 

School Attendance Register Codes (see Appendix 1) 

5.2 The student administration unit at School will at all times maintain an Electronic register of 

enrolments of all students attending the School  in Sentral and keep on record information pertaining

to previously enrolled students for at least five (5) years after which a student ceases to be enrolled at 

the School.  

5.3 The register will contain such information as; 

a. Name, age and address details

b. The name and contact telephone numbers of parent(s)/guardian(s)

c. Date of enrolment and, where appropriate, the date of leaving the school and student’s

destination

d. The student previous school or pre-enrolment history
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e. Where the destination of a student under seventeen (17) years of age is unknown, evidence that a

Department of Education has been notified of

- Student’s name,

- Date of birth, and

- Last date of attendance,

- Parents’ names and contact details,

- Last known address,

- An indication of possible destination, and

- Other information that may assist officers to locate the student, as well as

any known work, health and safety risks associated with contacting the

parents or student.

5.4 The School uses Sentral to record and maintain all of the above records.

5.5 The register of enrolments will be maintained electronically through the School Management 

Software “Attendance modules” and annual hard copy for a minimum of five (5) years before 

archiving 

5.6 Such a register will be maintained for at least seven (7) years preceding its current date. 
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6. Strategies to improve Unsatisfactory Attendance

Intervention strategies designed to improve student engagement in school and learning are central to 

address unsatisfactory attendance levels for students. The following are some examples of strategies that 

will encourage and maximise student attendance: 

 Ensuring that a safe, secure environment is provided for all students

 Developing stimulating learning programs to meet the learning needs of individual students

 Developing and implementing accommodations and adjustments to suit individual needs

 Encouraging full participation by valuing each student’s contribution and ensuring individual

success

 Welcoming new students and their families into the school and making the school’s expectations

known and clear to them

 Gaining relevant knowledge about the student and factors which may affect their regular

attendance

 Providing extra or catch up work where requested, and/or address realistic renewed deadlines, if

any work, needs to be caught up

 Develop and implement strategies for students for whom bullying, or other welfare-related issues

are identified as a contributing factor to truancy

 Develop and promote a school culture of good attendance

 Provide support for students for whom attendance difficulties are under resolution

 Develop Priority Learning Plan for all targeted students, as well as students for whom classroom

learning difficulties are identified as a contributing factor to truancy and/or absenteeism

 Review the appropriateness of a student’s educational program
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Appendix 1 – Attendance register codes 

Only the following attendance register codes must be used to record the: 
 explanation of student absence, and/or
 variation in student attendance

Attendance Register Codes 

Symbols to be used for explanation of student absence 

Symbol Meaning 

A 

The student’s absence is unexplained or unjustified.  
This symbol must be used if no explanation has been provided by parents within seven (7) 
days of the occurrence of an absence or the explanation is not accepted by the principal 
It is at the principal’s discretion to accept or not accept the explanation provided 

S 

The student’s absence is due to sickness or as the result of a medical or paramedical 
appointment. In these cases: 
- a medical certificate is provided or
- the absence was due to sickness and the principal accepts this explanation
Principals may request a medical certificate in addition to explanations if the explanation
is doubted, or the student has a history of unsatisfactory attendance.

L 

An explanation of the absence is provided which has been accepted by the principal. This 
may be due to: 
- misadventure or unforeseen event
- participation in special events not related to the school
- domestic necessity such as serious illness of an immediate family
member
- attendance at funerals
- travel in Australia and overseas
- recognised religious festivals or ceremonial occasions

E The student was suspended from school 
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Attendance Register Codes 

Symbols to be used to record a variation in attendance 

(not counted as an absence for statistical purposes) 

Symbol Meaning 

M The student was exempted from attending school and a Certificate of 
Exemption has been issued by a delegated officer. 

F 
The student is participating in a flexible timetable and not present because they 
are not required to be at school. This could include participation in: 

- HSC Pathways Program
- Best Start Assessments
- Trial or HSC examinations
- VET courses

B 
The student is absent from the school on official school business. This symbol is 
recorded where the principal approves the student leaving the school site to 
undertake, for example: 

- work experience
- school sport (regional and state carnivals)
- school excursions
- student exchange

H The student is enrolled in a school and is required or approved to be attending 
an alternative educational setting on a sessional or full time basis. 

The symbol is recorded where a student accesses education settings separate to 
their mainstream school such as: 
- hospital schools
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Appendix 2- Recording the duration of an absence or variation in attendance 

In addition to recording the reason for an absence or the reason for a variation in attendance, the 

duration of the absence or variation must be recorded. 

1. Manual Attendance Registers

If for whatever reason the Electronic Attendance Register is not operation, and it is necessary to 

maintain a manual attendance register then staff will need to use the following symbols with the 

appropriate attendance register code for recording the reason for absence or a variation in attendance: 

a - The student was absent on that day. 

Pa - The student was late or was absent for part of a day. The time of arrival or departure must be 

recorded. 

Note: The symbol X is to be used for the first and last day that the student attended for each term. 

2. Electronic Attendance Registers

Muslim Girls Grammar School will be using Sentral to maintain student attendance, when recording

a partial absence, the precise time of arrival and/or departure must be documented. 

When information is transferred to system from other compliant electronic systems, or from manual 

attendance registers, whole day absence (a) will be shown as W and partial absence (Pa) will be 

shown as P. 
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Appendix 3: Absentee Notice – Compulsory School Attendance 

Dear {Parent’s name}

Regular attendance at school is essential if student’s name is to achieve her educational best, social and 
psychological potential, and increase her career and life options. 

The school is required to record explanations for any absences as a way of ensuring that students are absent from 
school only when they are sick or have another acceptable reason for missing school. 

If you are able to explain any absences within seven days of their occurrence we will adjust our records. 

{Student’s name} was absent from school on {dates} and no explanation has been received. If you have 
concerns that our records are incorrect please contact the school immediately. 
Please assist us by completing the details below and return it to school as soon as possible. 

Alternatively, you may wish to contact the school on telephone to discuss your child’s attendance. 

Yours sincerely 
PRINCIPAL 
Date: 
---------------------------------------------------------------------------------------------------------------- 
Please provide an explanation for the absence/s by returning this section or telephoning the school. 
Name of Student ________________________________ Year/Class ____________ 
Date/s of absence _____________________________________________________ 
Reason for absence 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 

Parent name: ___________________Signed ___________________________ 

Date: __________ 
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Appendix 4: Application for Exemption from Attendance

NOTE: PART A is to be completed by the student’s parent and returned to the school principal. 

If exemption is sought for more than one student, separate applications must be made for each student. 

PART A STUDENT DETAILS 

Family name: ___________________Given name(s): 

Age: Date of birth: (dd) / (mm) ______(year)

Student Registration Number (SRN): 

Student's address: 

Postcode:   

School name:   

Dates of exemption applied for: / / to / / 

 Number of School__________Days: 

FROM ATTENDANCE 

Exceptional circumstance 

Participation in elite sporting event for short periods of time i.e. one or two days, 
and at short notice. 

Participation in elite arts program 

Other
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Please provide more detail about the reason for the application for exemption here: 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
________________________________________________________ 

DETAILS OF PRIOR/CURRENT   EXEMPTIONS (If applicable) 

Date of prior/current exemption from: / /

to: /

/Number of 

school days: 

Copy of Certificate of Exemption attached  (Please tick  ):   Yes  No 

Family name: Given name(s) 

Address: 

 Postcode: 

Telephone number: Relationship to student: 

As the parent of the above mentioned student, I hereby apply for a Certificate of Exemption 
under the Education Act 1990. 
I understand that if the exemption is granted: 

- I am responsible for his/her supervision during the period of exemption
- the exemption is limited to the period indicated
- the exemption is subject to the conditions listed on the Certificate of Exemption
- the exemption may be cancelled at any time.

I declare the information provided in this application for a Certificate of Exemption is to 
the best of my knowledge and belief accurate and complete. I recognise that should 
statements in this application later prove to be false or misleading any decision made as 
a result of this application may be reversed. I further recognise that a failure to comply 
with any condition set out in the exemption may result in the exemption being revoked. 

Signature of applicant/s:  Date: / / 

PARENT DETAILS 
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Muslim Girls Grammar School 
 Attendance Ver 2

Revised March 2021 

Muslim Girls Grammar is subject to the Privacy and Personal Information Protection Act 1998.  The 
information that you provide will be used to process your child’s application for an exemption from the 
requirement to enrol at and/or attend school. 

It will only be used or disclosed for the following purposes. 

• General student administration relating to the education and welfare of the student

• Communication with students and parents

• To ensure the health, safety and welfare of students, staff and visitors to the school

• State and National reporting purposes

• For any other purpose required by law.
The information will be stored securely. You may access or correct any personal information by 
contacting the school. If you have a concern or complaint about the way your personal information has 
been collected, used, or disclosed, you should contact the school. 

PART B: PARTICIPATION IN ACCREDITED ELITE ARTS OR ELITE 
SPORTS 

To be completed by the applicant 

Name of accredited elite arts, or elite sport program: 

A Dates of exemption applied for: / / to: / / (if block) 

Number of school days:   

B Individual dates applied for:  

Number of school days:   

C Hours of exemption (if partial exemption, e.g. 9:00am – 11:30am) 

 From / / to: / / 

REASON FOR APPLICATION FOR EXEMPTION (Please tick ): 
Training for elite sport Elite sport event   or tour Elite arts program 
Please provide more detail about the reason for the application for exemption 

here: 
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Muslim Girls Grammar School 
 Attendance Ver 2 

Revised March 2021

Note: A schedule of participation, training or tour itinerary from the organiser, arts 

or sporting body (E.g. Australian Institute of Sport) must be attached with contact 

names and numbers. 

PART C: PRINCIPAL’S RECOMMENDATION 

To be completed by the principal (If the Principal elects to set tuition 

requirements as a condition of absence from school) 

The tutor has consulted the school in the planning and development of this 

student's educational program. (Please tick ): Yes No 

COMMENT: 

I recommend/do not recommend that a Certificate of Exemption be granted (Delete 

which does not apply) 

To  for the  period _________ to _________ 

(Name of student) 

Principal's name: Telephone number: 

Signature: 

Date: / / 
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Muslim Girls Grammar School 
 Attendance Ver 2 

Revised March 2021

Appendix 5: Certificate of Exemption 

Certificate of Exemption from Attendance/Enrolment at School 
under Section 25 of the Education Act 199 

The student whose details appear below has been granted an exemption from school for the 
period indicated. 

exemption from attendance 
or 

exemption from enrolment 

STUDENT DETAILS 

Family name: Given name(s):   

Student Registration Number (SRN) (if applicable):   

Date of birth:    (dd) /          (mm) /  (year)  

Address:       Postcode:  

School name: MUSLIM GIRLS GRAMMAR SCHOOL. School telephone

Date of exemption from: / / to: / /  

Reason for the exemption: 

Conditions of the exemption (note: for a part day exemption the hours of program participation 
must be specified by attaching the Principal’s approved transition plan to have the student 
attend school full time).  

Name and position of delegate:   

Signature of delegate: _________________ Date: / / 

This certificate has been issued without alteration and must be produced when requested by 

police or other authorised attendance officer 
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Appendix 6 

Recording the Attendance of Students 

Muslim Girls Grammar School is responsible for maintaining a register of enrolments 

that includes the following information about the student: 

o Name, age and address

o Name and contact telephone number of parent(s)/guardian(s)

o Date of enrolment and, where appropriate, the date of leaving the school and

the student’s destination

o For students older than six years, previous school or pre-enrolment situation

Alongside a physical copy during the enrolment period, an online copy is kept on 

Sentral.   

Roll Call 

At Muslim Girls Grammar School, the roll is marked on Sentral at 7.50AM during 

Morning Assembly Roll Call. Attendance is also recorded at the commencement of 

each lesson and at school sport. 

The teacher on duty must call the students’ name to mark her present. If the teacher 

on duty does not hear or see the student present, the teacher must mark the student 

absent.  

In the event the school is offline, teachers record attendance manually. 

If a student is absent for more than three days without explanation, the student’s 

parents or caregiver is contacted.  

Late Arrivals 

Students arriving past 7.50AM are required to sign in on the Late Arrivals Register at 

the administration office of the South Street and Lumley Street buildings.  

The students’ attendance must also be amended on Sentral with the relevant 

attendance register codes. A partial absent note is printed and sent with the student 

to give to her class teacher.  

Late arrivals must be explained by the students’ parent or caregiver through email or 

letter.  

Early Leave 

A parent or caregiver must notify Muslim Girls Grammar School in the event that 

their child is leaving early from school. Communication with the school is made 

through email, letter or call.  
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At the time of leave, the student is to sign out on the Early Leave Register at the 

administration office of the South Street and Lumley Street buildings. The parent or 

caregiver must be present to sign their child out of school.  

The students’ attendance must be amended on Sentral with the relevant attendance 

register codes and supporting documents uploaded. 

Unexplained absences 

Muslim Girls Grammar School notifies parents of their child’s absence (partial or all-

day) within the morning rolls are marked for the day. Parents are required to justify 

their child’s absence.  

In the event a student’s absence (partial or all day) is unexplained within two weeks, 

Muslim Girls Grammar School will send a letter to parents requesting an explanation 

for the day/s their child was absent.  

Parents are to communicate their child’s absence in writing through email or letter. 

Written explanations are stored in the student’s file and uploaded on Sentral.  

Exemption from School 

In the case a parent plans to exclude their child from school for reasons other than 

sickness or unforeseen events, the parent or caregiver is required to complete an 

Application for Special consideration.  

This is approved by the principal prior to the student’s leave. 

Unsatisfactory Attendance 

For students whose attendance is irregular or unsatisfactory, an individual case 

management plan is strategised and implemented by the Principal.  

Information about the student’s absence is transferred into her file. 

Data Maintenance 

Enrolments (both physical and soft copy) are kept for five years at Muslim Girls 
Grammar School.  

Register for daily attendance will be retained for seven years after last entry was 
made.
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1 2 3 4 5

Recording
Late Arrivals

Students arriving
past 7.50AM must

sign in on the 'Late
Arrivals Register'

at reception. 

Register document
is kept in the last

drawer of the filing
cabinet. 

On Sentral, navigate
to Attendance > Roll
Status. Hover down
to 'Absent' and click

the number of
absent students that

appears. 

Cross reference the
absent names on Sentral

to the 'Late Arrivals
Register'. 

For any late students
marked absent, click 'All

Day (W) ' and change
student details to 

> 'Late',
> 'Unexplained ' and
> 'A - Unjustified'.
Click OK to save.

*Before making any
changes, click the padlock

under the selected day.
Click the padlock again to

finalise changes.

Return to Attendance
on Sentral, click

'SMS and Email' and
select:

> Late Arrivals
> Unexplained (all

codes) 
> Current
> Today

at each dropdown
criteria. Click

'Search' and 'Send
All' to notify parents
of their child's partial

absence. 

When parent notifies
the school of reason,
return to the webpage

outlined in step 2. 

Change student
details from

'Unexplained' to
'Explained' and add

comments of
supporting evidence.

Use 'Attendance
Register Codes' at

Reception to assist. 

ON SENTRAL 
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Recording
Early Leavers

3

Hover down to student's
name and click the green
dot to change her details

to
> 'Early'

> 'Explained'.
Add leave time and

comments of supporting
evidence. Click OK to

save.

*Before making any changes, click the
padlock under the selected day. Click
the padlock again to finalise changes.

1

Student and/or parent
must notify school
through call and in

writing before
processing Early

Leavers. 

Store written notes in
the 'Absences' folder
in the Miscellaneous
drawer of the filing

cabinet. 

4

Ensure student signs
out on the 'Early Leave

Register' located at
reception. 

Register document is
kept in the last drawer
of the filing cabinet. 

ON SENTRAL 

2

On Sentral, navigate
to Attendance > Roll
Status and click the
student's roll class. 
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