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ATTENDANCE POLICY

1. PURPOSE

1.1 The purpose of this Policy is to provide an overview of the systems for recording enrolments and
monitoring learner attendance at the College.
1.2 The College’s policies which are made from time to time are made pursuant to the requirements set out

in section 47 of the Education Act and of the NESA for registration of the College.

2. SCOPE

This Policy applies to all College staff and learners.

3. ACCOUNTABILITY

3.1 All Unity Grammar Staff are accountable for implementing this Policy.
3.2 The CEO (Executive Principal) has the overall responsibility for the implementation, evaluation and for

the final decisions in respect of this Policy.

4. RATIONALE

4.1 Unity Grammar (the College) is committed to ensuring the safety and wellbeing of its learners and
complying with the requirements of the Education Act 1990 to keep a register of enrolments and
monitor the daily attendances of learners at the College.

4.2 It is therefore extremely important that staff comply with the policy and procedures pertaining to the
marking of rolls as they are legal documents and may be required to be produced in court.

4.3 The aim of this Policy is to provide clear guidelines to staff involved in recording learner attendance.

S. POLICY GUIDELINES

5.1 Register of Enrolments and Attendance
The Principal and his/her delegate maintains a register, in a form approved by the Minister, of the
enrolments and daily attendances of all learners at the College, which includes information for each
learner as required by Section 3.8 of the NSW Education Standards Authority (NESA) Registered and
Accredited Individual Non-government Schools (NSW) Manual.
(a) Absences and variations to attendance will be recorded using the Minister’s codes.
(b) Monitoring of learner absence and learner attendance data will occur daily.
(c) Implementation of intervention strategies to improve unsatisfactory attendance pattern will

occur regularly and when required.
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5.2 Where the parents of a learner of compulsory school age seeks an exemption from attendance at school
or an exemption from enrolment, the Principal will process the parent’s application in accordance with
the guidelines from NSW Department of Education.

5.3 The Principal may exercise the Minister’s delegation under Section 25 of the Education Act in relation
to granting and cancelling a certificate of exemption from being enrolled and attending school in certain
prescribed circumstances.

5.4 The register of enrolments is maintained for at least 5 years before archiving and the register of

attendance is retained for at least 7 years after the last entry was made in respect of the learner.

6. BREACHES OF THIS POLICY

6.1 The Principal and his/her delegate will be informed of all suspected breaches of this policy. They are
responsible for initiating action to investigate suspected breaches and will liaise with appropriate staff
of Unity Grammar to ensure that breaches are dealt with, and appropriate corrective action taken.

6.2 All suspected breaches of this policy should, in the first instance, be reported to the relevant supervisor,
who will forward the information to the Principal.

6.3 The Chief Executive Officer will report suspected breaches that may involve corrupt conduct,
maladministration or serious or substantial waste to the Board of Directors.

6.4 Breaches of this policy may result in disciplinary action which may include, but is not limited to,
limitation or removal of access to Unity Grammar’s systems or termination of an employee’s or

contractor’s engagement with Unity Grammar.

7. ROLES AND RESPONSIBILITIES

7.1 The CEO has overall responsibility for the implementation and management of this Policy.
7.2 Teaching staff, Administration staff and Principals are required to comply with this Policy and any other

documents or procedures to which this Policy refers.

8. RELATED DOCUMENTS

See the Attendance and Exemptions Standard Operating Procedures
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