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PROCEDURES 
 
 
 
Roll Marking (Appendix 1) 
 
 
▪ A roll is marked on the College database at the start of each day during pastoral time. In 

addition, a roll is taken during each lesson. 
▪ Students are to be in their pastoral class at 8:30am where the roll will be marked and absences 

recorded. 
▪ Teachers mark students as absent if they are not present in pastoral time. The absence 

remains as unexplained until an explanation is received by the office or pastoral advisor, at 
which point the appropriate absence code is entered by the office against this student. 

▪ Students arriving after the end of pastoral time should sign in at the office, where a note of the 
time will be made and the roll adjusted accordingly. 

▪ Parents/caregivers will be notified via SMS of any unexplained late arrivals or absences.
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Leave 
 
▪ Leave is defined as any absence from the College of greater than five days which is planned. 

Leave that is less than five days will be treated as absenteeism. 
▪ Students intending to leave the College during the course of the school day are required to 

submit a note during pastoral time to be signed by their Year Coordinator or on Tuesdays to the 
Sports Coordinator. When signing out, this note is to be given by the student to the front office 
for filing. 

▪ Family holidays and travel plans are no longer considered under the Exemption from School 
Procedures (Appendix 3). Travel outside of holiday periods is now counted as an unjustified 
absence. 

▪ If a student requires leave during the school term, parents are required to submit an Application 
for Student Leave from School (Appendix 4) to the Principal two weeks prior to the leave. 

▪ If the leave request is granted, the student will be issued with a Certificate of Leave from 
School (Appendix 5). 

▪ If the leave request is not granted, the student will be issued with a Non-Approval of 
Application for Student Leave from School (Appendix 6). 

▪ Exemptions granted by the Principal cannot be more than 100 days in a 12 month period; more 
than this must be referred to the Minister. 

▪ Procedural fairness must be accorded to an applicant for an exemption. 
▪ Records are kept to ensure that leave granted does not exceed that which is allowable. 
 
 
Students Leaving the College 
 
▪ Parents wil
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APPENDIX 2 – FOLLOW UP OF ABSENCES PROCEDURES 
 

Daily attendance sheet available on the College database for all staff to 
access 

Year Coordinators to check daily and follow up any concerns 
If the student has not returned after three days, then contact with home to 

be made by the Year Coordinator 

A list of unexplained absences are placed in the roll each fortnight for the 
pastoral advisor to follow up and any concerns passed onto the Year 

Coordinator 

Students of concern to be followed up by the Year Coordinator 
More serious cases passed onto the Principal / AP Students 

Principal / Assistant Principal Students to meet with the parents / student 
to put an action plan into 
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APPENDIX 3 – EXEMPTION FROM SCHOOL PROCEDURES 
 
Powers 
Exemption from Attendance at School 

Delegates 
(Note: Delegates cannot delegate) 

Exemption from school attendance for students 
engaged in employment in approved 
entertainment industry activities up to 100 days 
in a 12 month period for any one student. 

Principal 

Note: In large scale productions or for long term 
commitments to such a production, the 
application may be referred to the Minister’s 
delegate via the AIS Division Head, Education 
Regulations and Program Implementation. 

It is also possible for employers in such cases 
to make one direct application for all students 
to the Minister’s delegate at the Department of 
Education. 

Exemption from school attendance for students 
participating in elite arts or elite sporting 
events* up to 100 days in a 12 month period for 
any one student. 

*Refers to national/international sports events, 
elite programs run by national and international 
organisations, talent identification programs run 
by NSW Department of Sport and Recreation. 

Principal 

Exemption from school 
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APPENDIX 5 

 

CERTIFICATE OF LEAVE FROM SCHOOL 
 

School Details 
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APPENDIX 6 

 

NON-APPROVAL OF APPLICATION FOR STUDENT LEAVE FROM SCHOOL 

 
 

Student Details 

 
 
Name of student   

Homeroom  Age  Date of birth  /  /   

Address   
 
 

Requested Leave Dates 

 

 

 

//
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APPENDIX 7 

 

STUDENT ENROLMENT DESTINATION UNKNOWN NOTIFICATION 
 
This form has been prepared to provide a Department of Education Home School Liaison 
Officer (HSLO) with details where the enrolment destination of a student of compulsory 
school age is unknown. 
 
SCHOOL DETAILS 
Name of school:  St Patrick’s College 
Location of school:  4 St John’s Road, Campbelltown NSW 2560 
School contact details:  phone (02) 4629 2999 / email info@saintpatricks.nsw.edu.au 
 
STUDENT DETAILS 
Student name:   
Date of birth:   
Last known address:   
Last day attended:   
Has the student enrolment been withdrawn and parent notified (date):   
 
PARENT DETAILS 
Parent name(s):   
Contact details:   
 
FURTHER INFORMATION 
Possible destination:   
Other relevant information:   
 
Any risks associated with contacting the student or parent? 
 
 
 
 
Outline what efforts the school has taken to locate the child/children: 
 
 
 
 
 
Principal name:  Sue Lennox 
Principal signature: 
Date:   
 
 
Return to: NSW Department of Education attendance@det.nsw.edu.au 

mailto:attendance@det.nsw.edu.au

