
 
 

 

Parents and Carers 
Attendance and Non Attendance Procedures 

 
 

It is a legal requirement for schools to maintain accurate attendance records. This means that any 
absentees and a reason for the absence must be communicated by a parent or carer to the school. 
 
 
ABSENTEE PROCEDURES FOR PARENTS AND CARERS 
 
Parents/Carers are to advise the school before 8.45am if children are going to be absent on any given day.  
 
An absence should be communicated by email to StEmiliesAdmin@cewa.edu.au and cc’d to the classroom              
teacher before 8.45am. 
 
Please Note: You must include a reason for the absence e.g. medical. Attendance will then be recorded and                  
the child’s absence will be understood as an ‘explained’ absence. 
  
Parents/Carers who have not let the school know that their child is absent, will receive a computer generated                  
SMS to the nominated mobile phone number, stating that their child has been marked as absent. Once you                  
receive this notification you are then required to put in writing, either via email or through the Skoolbag App, a                    
reason for the absence.  
 
If there has been an error and the parent/guardian is sure that their child is at school, then they must ring the                      
school office on 9256 9696 to confirm this.  
 
If the absentee has not been explained either via an email by the next day, and the child is still absent, a                      
phone call will be made to the parent/carer by the front office. 
 
If the absentee has not been explained either via an email or a Skoolbag App by the next day and the child is                       
present, a computer generated SEQTA note will be sent home asking for an explanation and signature. 
 
LONG TERM LEAVE 
 
Noted Leave – (Unapproved Leave)  
This is an absence that is deemed to be taken at the discretion of the family (e.g. holidays), thus there is a                      
choice in the matter. Parents therefore are required to take responsibility for the consequences of this                
absence. The timetable, learning programme and assessments will proceed as normal. Teachers may or may               
not be in a position to make arrangements to allow a student to meet assessment requirements required for                  
reporting. This is especially critical prior to holiday breaks.  
Teachers are not required to undertake additional workloads by allowing catch up assessments when children               
are on holidays during term time. The child will be unable to be assessed on that particular outcome at that                    
time.  
Families in this situation are required to give staff as much prior warning as possible.  
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Accepted Leave – (Approved Leave)  
This is leave sanctioned by the Principal for any student who is representing the School, State or nation at an                    
approved academic, sporting or cultural event. It is the responsibility of the student’s family to apply for this                  
leave prior to the absence.  
 
Sickness and Injury - (Approved Leave)  
When there is a possibility of extended absence (more than one week) the family should also liaise with the                   
Teacher who will assist in ensuring the absent student has access to as much of his/her normal work as                   
possible. Teachers will support the student’s ongoing education and to minimise the impact of the absence on                 
the students results. A medical certificate must be supplied on the students return if the absence is more than                   
3 days.  
 
LATE ARRIVALS 
 
Any student arriving at school after 8.40am must be signed in through the office by an adult, so that the time                     
of their arrival can be recorded on the sign in iPad. The student will then receive a purple ‘Late Arrival’ card to                      
deliver to their classroom teacher.  
  
EARLY PICK UP & RETURNING AFTER APPOINTMENT 
 
Any student needing to be collected prior to the end of the school day must be signed out through the office so                      
that the time and reason for their departure can be recorded. The adult will be given a blue ‘Permission to                    
Leave’ card which must be handed over to the classroom teacher before the student is released.  
 
If the student is returning to school after an appointment they will need to be signed back in at the office. The                      
adult will then receive a yellow ‘Permission to Return’ card which is handed to the classroom teacher. 
 
Please Note: Leaving school between the hours of 8.40am to 3.00pm should be the exception rather than the                  
rule. 
 
Each term a report on Student Attendance and sent to the Leadership Team. If there is a pattern of low                    
attendance for the term, (below 90% attendance), a letter to the Parent/Guardian alerting them their child’s low                 
attendance and a meeting may be required. 
 
 

 


