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Attendance Policy and Procedures
About this policy
This policy sets out the requirements for the attendance of students at St Mary & St Mina’s Coptic Orthodox College. It outlines
the responsibilities of students, parents/caregivers and staff around attendance, along with how to monitor and follow-up
attendance issues.

1. Introduction
St Mary and St Mina’s Coptic Orthodox College (SMSMCOC) understands that student achievement starts with
attendance. Regular attendance is essential for students to maximise the learning opportunities provided to them at
SMSMCOC.
Attendance is a shared responsibility between the college, parents/carers and the student. All students are expected
to attend school each day it is open for instruction. Under Section 22 of the Education Act (1990), it states that it is
the duty of the parent/guardian of a child of compulsory school-age to cause the child to be enrolled at, and to attend
school.
St Mary and St Mina’s Coptic Orthodox College is committed to providing a safe environment that encourages
positive attendance and recognises outstanding student attendance. We aim to use early intervention strategies and
communication with parents/carers to assist those students where attendance is affecting their educational goals.

2. Register of enrolments
SMSMCOC uses the cloud based education software ‘SENTRAL’ as its register for enrolments. The register is
maintained by the Head of College and must be retained for a minimum period of five (5) years before archiving.
The register contains the following information for each student:
 name, age and address;
 the name and contact telephone number of parent(s)/carer(s);
 date of enrolment and, where appropriate, the date of leaving the school and the student’s destination;
 for students older than six (6) years, previous school or pre-enrolment situation; and
 where the destination of a student below seventeen (17) years of age is unknown, evidence that the
Department of Education has been notified (using the form Student Enrolment Destination Unknown,
downloaded from RANGS, also available in the Letters and Forms section of this webpage, customised with
school letterhead and emailed to attendance@det.nsw.edu.au).

3. College responsibilities
Section 24 of the Education Act (1990) requires the Head of College to maintain an attendance register in a form
approved by the Minister. Attendance registers must be available for inspection during school hours by a NESA
Inspector or by any authorised person.
The college will also support the regular attendance of students by:
 providing clear information to students and parents regarding attendance requirements and consequences
of unsatisfactory attendance;









maintaining accurate records of student attendance using SENTRAL and implement effective roll marking
procedures when variation to normal school routine occurs;
update the Attendance Register Codes when necessary and record attendance information on the
Department’s electronic attendance register;
keeping a period by period record of student attendance (SENTRAL PxP);
recognising and rewarding excellent and improved student attendance;
providing safe and engaging learning environments that encourage student attendance;
implementing programs and practices to address attendance issues where necessary;
identifying patterns of concern and regularly communicating these with parents/carers; and
obtaining an accurate record of student attendance at alternative placements

4. Parent/carer responsibilities
It is a legal requirement that the parent/carer of a child of compulsory school-age ensures their child is enrolled at,
and attends, school up until the age of 17.
It is essential that parents/cares work in partnership with the college to ensure their child has the best possible
opportunities to succeed in their time at SMSMCOC. This can be achieved by ensuring:
 students are at the college when it is open for instruction;
 students are able to travel safely to and from the college;
 students arrive at school by 8:25 am;
 where possible inform the college prior to a known absence or on the day of the absence;
 providing a reasonable explanation of absenteeism the day the student returns to the college by sending a
note or via electronic means such as SMS text message, fax or email, or telephone the school:
*Note: the Head of College is responsible for deciding if the reason given for an absence is justified.
 they justify a student’s absence within 7 school days of the absence taking place;
 students arriving late to school can justify the lateness with a written explanation;
 they contact the college well in advance when they require their child to be on extended leave, such as, an
overseas holiday;
 they provide the college with updated contact details (forms available from the Front Office)
 they remain in constant communication with the college about any attendance concerns; and/or



they work with the college to resolve attendance issues that may arise and support any interventions that
have been put in place to support the welfare of the student.

5. Attendance procedures
The attendance procedures outlined below are unique to the context of SMSMCOC and developed outlining the
responsibilities of teachers, the college executive (if required), parents/caregivers and students within each instance.
Student attendance is recorded using the cloud based education software ‘SENTRAL’.

5.1 Daily attendance
In this section, the procedure for marking attendance upon arrival at the college and attendance at the beginning of
each period will be outlined.
Attendance upon arrival is marked by the classroom teacher within the primary school and by the House Advisor in
the senior school. For the purpose of this policy, the classroom teacher and House Advisor will be referred to as a
teacher. The marking of morning attendance commences at 8:30am within the primary school and at 8:25am in the
senior school. Both attendance periods conclude at 8:45am. To mark student attendance of a morning, teachers
must use the attendance module within SENTRAL (refer to Appendix I).
All teachers are expected to take attendance at the beginning of each period using SENTRAL within the PxP module
(refer to Appendix II). If SENTRAL is experiencing technical difficulties the teacher responsible for the direct
supervision of the class must take student attendance as a hard copy and transfer to SENTRAL at a later point. If
there are any discrepancies with student attendance in their class, they must follow the school’s truancy procedures
outlined in this document.

5.2 Late arrivals
A student is considered to be a late arrival once the respective morning attendance period commences in the primary
or senior school. If a student arrives after the morning attendance period commences, up until 8:45am, they are to
proceed immediately to their respective classroom teacher in the primary school or House Advisor in the senior
school.
If a student arrives at the college after 8:45am, they are to proceed immediately to the Administration Office to have
their attendance recorded.
In either instance, the student is to advise the reason for their late arrival which will also be recorded within SENTRAL.
Under exceptional circumstances, a student may be late to school, providing it is an acceptable reason for lateness
and the student is not habitually late. Students that are habitually late must be referred to the Deputy Head of College
in the primary school or the House Patron in the senior school, where an appropriate course of action will be taken
(refer to ‘Monitoring and following up attendance’ section).

5.3 Early departures
If a student is required to leave the school early, a note must be signed by a parent/carer and presented to the
Administration Officer. The Administration Officer will send an email to the classroom teacher which the student will
be leaving early from, to advise them of the time that the student will be leaving.
Alternatively, a parent/carer may come to the Administration Office to sign a student out early.
Finally, students on Flexible timetable are also permitted to depart the college early, provided that they have no
further classes/events timetabled for the remainder of the day.
In each of the instances above, the student must always ‘sign-out’ at the Administration Office prior to leaving the
college.

5.4 Truancy
Students at SMSMCOC are expected to be present and accounted for each period of the day they are at school.
There are a number of instances in which a student may be deemed to be truanting:



Partial truancy: includes any student who presents late to class or any student who leaves the class without
permission. Partial truants are to dealt with by the classroom teacher and the incident recorded on SENTRAL.
Habitual truancy: includes any student which displays a habitual pattern of truanting over a period of a term
(> than 3 incidents). Habitual truants are to be dealt with by the classroom teacher, in conjunction with the
Deputy Head of College in the primary school and the Head of Faculty in the senior school. Consequences
for habitual truancy may include an after-school detention (see Discipline Policy for more information), in
addition to strategies to monitor and follow up attendance.

6. Promoting positive attendance
Students who consistently demonstrate excellent attendance and/or make meaningful improvements in their own
attendance will be recognised accordingly by the college. Some incentives to promote positive attendance include,
but are not limited to:




Attendance achievement Letters and Awards sent at the end of each Semester from the Head of College
recognising 100% attendance;
Students who achieve 100% attendance throughout the year will be recognised at the college’s official
Presentation Day Ceremony; and/or
Various reward based incentives (such as demerits – see SMSMCOC Discipline Policy) will be used for any
student causing concern and documented in the student’s Attendance Improvement Plans.

Such rewards will be used to promote positive attendance and improve student wellbeing at SMSMCOC.

7. Monitoring and following up attendance
The monitoring and following up of attendance takes place at SMSMCOC, not just as it is a legislative requirement,
but to ensure that students maximise the learning opportunities provided to them.
The monitoring of attendance is primarily the responsibility of the teacher. There are a series of trigger events which
will require the teacher to begin to follow up attendance. The following are considered trigger events:






a student has been absent for two (2) consecutive days without explanation;
a student has not explained a period of absence within seven (7) days of the occurrence of an absence
period;
the explanation of an absence provided by a student is not accepted by the Head of College;
a student has failed to achieve >90% attendance for the term; and
a student has displayed a pattern of habitual truancy (see definition above).

If a trigger event occurs, the teacher is to:
i) phone the parent/caregiver and inform them of the occurrence of the trigger event;
ii) record the contents of the communication with the parent/caregiver on SENTRAL, including if the teacher is
unable to reach the parent/caregiver;
iii) issue the parent/caregiver a letter advising of the occurrence of the trigger event;
iv) parent/caregiver has three (3) business days to acknowledge and return letter. If letter is not returned within
time period, attendance concern is to be referred to the Deputy Head of College in the primary school or
House Patron in the senior school;
v) archive returned letter into SENTRAL.
There may be instances where a student’s attendance fails to improve, promoting positive attendance does not work
or parents/caregivers fail to acknowledge communication about attendance concerns that have been issued by the
college. In these instances, the Deputy Head of College in the primary or the House Patron in the senior school is
to:
i) set-up a meeting with the student’s parent/caregiver to understand the student’s situation;
ii) implement a ‘Student Attendance Improvement Plan’ (SAIP) (see Appendix III) which includes strategies
designed to improve attendance;
iii) file the SAIP in SENTRAL and evaluate the student’s attendance at the conclusion of the review period. If
attendance improves, student is removed off the SAIP and the parent/caregiver is notified. SAIP’s can be
extended if deemed appropriate.
If a student’s attendance still fails to improve after a SAIP has been implemented or the college cannot make contact
with a parent/caregiver for a protracted period of time regarding an attendance concern, the matter should be made
known to the Head of College. The Head of College may seek the advice of the AISNSW Regulations and Programs
or Child Protection team on (02) 9299 2845 to deal with the matter. Alternatively, the Head of College can contact
the Department of Education’s Student Attendance and Educational Neglect Advisor on (02) 7814 2937.

8. Staff roles and responsibilities
8.1 Teacher
As the teacher is the generally the immediate point of contact for a student, the teacher’s responsibilities include:
 monitor student attendance on SENTRAL;
 interview any students that have attendance concerns;
 raise any concerns at Junior or Senior Welfare meetings;
 contact parents and follow-up Attendance Concern Letters sent home via SENTRAL;
 if needed refer matter to the Deputy Head of College in the primary or the House Patron in the senior school
to arrange for an interview with the parent/caregiver to take place;
 determine appropriate course of action and interventions to be put in place;




follow up any future absences and monitor student progress;
ensure all information is documented on SENTRAL; and
promote positive attendance amongst students.

8.2 Head of Faculty
In addition to the responsibilities of a teacher, the Head of Faculty is to support teachers in their department by:
 following up any attendance discrepancies within their subject area such as truancy and habitual lateness.
Ensure appropriate measures are taken according to the procedures outlined under ‘Truancy’.

8.3 House Patron
Within the senior school, the House Patron is to support teachers in ensuring that student attendance adheres to the
high standard to which SMSMCOC wishes to achieve. The House Patron’s responsibilities include:
 refer to SENTRAL Attendance Data;
 ensure that Attendance Concern Letters sent home via SENTRAL by the Teacher are followed up;
 contact parent/caregiver to arrange an interview at the college should attendance fail to improve or become
a concern;
 place student on School Attendance Improvement Program;
 determine appropriate course of action and interventions to be put in place;
 liaise with relevant outside agencies;
 access online mandatory reporter guide (Keep them Safe) to determine risk of harm and report any
suspicions of significant harm to Community Services Child Protection Helpline on 13 3627; and
 report any students who do not meet the threshold of significant risk but are at risk of harm to the Child
Wellbeing Unit at the Department of Education on (02) 9269 9400.

8.4 Deputy Head of College
The Deputy Head of College is to provide support to the House Patron’s in the senior school as well as act as the
escalation/referral point for teacher’s in the primary school. The Deputy Head of College’s responsibilities include:







regularly liaise with House Patron’s to monitor student attendance and absentee notes;
monitor attendance procedures to ensure accurate records are being maintained;
support staff when dealing with parents/caregivers regarding student attendance;
provide clear expectations and consequences to parents/caregivers and students in regards to attendance;
and
ensure staff are updated with attendance requirements and their obligations to monitor and promote
regular/positive attendance.

8.5 Head of College
The Head of College is to provide support to the Deputy Head of College, as well refer serious matters regarding
student attendance to the relevant authorities. The Head of College’s responsibilities include:



provide exemptions where necessary to students seeking extended leave through illness or overseas travel;
and
coordinate the reporting of students at risk to the relevant authorities.

9. Attendance exemptions
Under section 25 of the Education Act students may be eligible for an exemption from enrolment or attendance in
accordance with the Exemptions from Attendance and Enrolment – Guidelines for Independent Schools. Grounds
for exemptions may include:
 exemption from enrolment:
- age (in certain circumstances for children turning 6, but not exceeding 6 months after the child’s 6th
birthday); or
- students who have completed Year 9 but not yet completed Year 10 and who have secured a fulltime apprenticeship or traineeship.


exemption from attendance:
- exceptional circumstances;
- direction under the Public Health Act 2010;
- employment in the entertainment industry; or
- participation in elite arts or elite sporting events.

A child may be exempt from attending school if the Minister for Education (or delegate) is satisfied that conditions
exist which make it necessary or desirable. The Head of College has been delegated authority by the Minister for
Education to grant exemptions in some circumstances. Parents/carers are required to make an application for
exemption to the school in advance of the period being sought, with the exception of an exemption under the Public
Health Act where no application is required.

Appendix I
Step by Step Guide to roll marking in SENTRAL Attendance
1. Log into the SENTRAL dashboard and click on Attendance icon.
2. Click on the Mark Today’s Roll icon.

3. The correct day will be highlighted in a light peach colour
4. All students will be signified as present indicated by a green dot. Only interfere with the
dot if a student is ABSENT from roll call. Absent means the student is not sitting in front
of you or has not reported to you in person during roll call.

5. To mark a student as ABSENT. Double click on the green dot.

6. Clicking once will present this dropdown menu.

7. Click Ok in green to mark a student as absent. There is no need to interfere with any of
the available options. This will only be changed by office staff.
8. If a student arrives late to roll call then you will need to remove the absence. DO
NOT under any circumstances mark the student as late during roll call.
9. If a student arrives late to school or needs to leave early, the office staff will be
responsible for altering the roll accordingly. They will check in/out with the office and be
provided with a slip as required.
10. Once all students have been marked correctly for absences, complete one last final
count and then click on the submit button at the bottom of the day’s column to officially
submit the roll as being marked.

11. After submitting the roll the tally at the bottom of the days column will show a list of that
days explained and unexplained absences and the total number of students present.
(Note that the office staff may enter students explained absences prior to the day, if

there are any discrepancies then see the office staff immediately )

12. Once a roll is submitted the icon changes from a red cross to a tick and a locked
padlock.
13. Click on the padlock icon to unlock the roll and make any changes as necessary. For
example a student arrives late to school after being marked absent. When complete
click on the unlock icon to submit the roll again.
14. Unexplained absences in the past 7 days will be highlighted by a number next to the
student. It is the responsibility SASS follow up unexplained absences. Hovering the
mouse pointer on this number will show the specific days for the absences.

Important Codes
Unexplained Whole Day Absence
Absence Explained Sick
Absence Explained Leave
Early Departure or Late Arrival
Explained = (L) or (S) Unexplained = (W)
All Day Absent Suspended
All Day Absent on School Business
All Day Absent Exemption
All Day Absent Shared Enrolment

Appendix II
Step by Step Guide to Period by Period marking in SENTRAL PXP
1. Log into the SENTRAL dashboard and click on the PxP icon (roll marking for period by
period classes.

2. Alternatively click on the current class you have that period in the top right corner of the
SENTRAL dashboard. Clicking the arrows will scroll through your classes for the present
day.

3. Search for the appropriate roll class list by either Teacher, Student or Class Name.

4. To mark the class roll, click on the appropriate period in the period structure view.

5. The roll will have ALL students marked as present indicated by the green dot. Only adjust
the dot if a student:
a. arrives LATE to class
b. is absent for the whole period
c. is leaving class EARLY
note: this screen can be quickly accessed from the SENTRAL dashboard by clicking on the
current class in the top right corner.
6. To mark a student as any of the three above, click on the Present dot, and then select the
reason from the available dropdown. You also have the ability to make any comments
necessary within the available field. (Full period absence can also be achieved by doubleclicking on the green dot.

Note: The comment field should be used to enter information such as ‘Late unexplained’,
‘Attending CAPA showcase rehearsal’ &/or ‘Early Departure’.
Appropriate explanation must be provided if adjusting the comment bar otherwise the
student should be considered truanting and the appropriate consequence provided.
7. The ‘Notes’ and ‘Uniform’ icons can be used to record appropriate information for the
specific faculty area. Examples include notes for injury and unable to participate in sport,
not correct uniform for practical activities &/or no book for classwork.

8. Once students have been marked in the roll, you’ll need to then scroll down to the bottom of
the Period roll, and click on the Submit button. This does two things:

1. Submits any absences towards the Students’ official attendance record within
Attendance; and
2. Allows teachers for subsequent periods of the day to be able to track whether a
student has been present within previous periods.

9. To amend a submitted roll click on the padlock icon at the top of the corresponding column.

10. If you ARE NOT satisfied that the results within the Roll you have submitted are true and
correct for historical and legal purposes, you can choose to Unsubmit the roll, by clicking on
the Unsubmit button at the bottom of the column.

11. When viewing your Period Class roll, you’ll notice a grey read-only view of the Official
Attendance record (roll class view) for each student. This is to enable all staff members to
have access to official absences that are already marked, accounting for Students’
whereabouts on any given day.

12. Hovering the mouse over each student’s name in the class list will display their photo and
DOB. This is particularly useful for marking another staff member’s class.
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13. A class percentage report can be accessed by clicking on the button in the top
right hand corner of your screen. Additionally a roll sheet can be printed from this
screen for manual roll marking.

Note: if marking a roll manually, it is the class teacher’s responsibility to ensure
that the roll is submitted on-line as soon as the opportunity arises.

stmary.nsw.edu.au
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Appendix III
Student Attendance Improvement Plan
Student Name:

School:

Class:

DOB:

/

/

Strategies:
Barrier

Family/Student Responsibilities

School Responsibilities

Intended Outcomes

Agreement:
___________________________________ ___________________________________ ___________________________________ ___________________________________ ____/____/____

Deputy Head of College/House Patron Parent/Carer 1

Parent/Carer 2

Student

Date

Review Date: ____ / ____ / ____

Parent/Carer has meaningfully engaged with the plan: ☐ Yes ☐ No

Plan is to be extended: ☐ Yes ☐ No

Student has meaningfully engaged with the plan: ☐ Yes ☐ No

Recommendations:
Deputy Head of College/House Patron signature: ________________________ Date: ____ / ____ / ____
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