
Bruny Island District 

School 

Attendance Policy and 

Procedure 
This policy and procedure is currently under review and should 

be considered current.
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1. Purpose 

2. Policy Statement 
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3. How to Record Attendance 

3.1 Policy Objective 

• 

• 

• 

3.2 Key Information 

• 

» 

» 

• 

» 

» 

• 

• 

» 

» 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/Attendance%20Concepts.doc
https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/Attendance%20Concepts.doc
https://documentcentre.education.tas.gov.au/Documents/EduPoint%20Attendance%20Categories.docx
https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/Attendance%20Concepts.doc
https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/Late%20Arrival%20and%20Leave%20Early%20QRG.doc
https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/Attendance%20Marking%20-%20Flexible%20Learning.doc
https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/eSchool%20attendance%20marking%202015.docx
https://intranet.education.tas.gov.au/intranet/Help/schooladmin/Training%20Resources/Timetable%20Documents.aspx
https://intranet.education.tas.gov.au/intranet/EYS/EducationalPerformanceServices/Year11and12/Pages/default.aspx


Page 5  

 

3.3 FAQs 

• 

» 

» 

» 

• 

» 

• 

» 

3.4 Roles and Responsibilities 

• 

• 

• 

• 

• 

• 

• 

• 

• 

  

https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-1450
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4. How to Process Applications for Part-time Attendance 

4.1 Policy Objective 

• 

• 

• 

» 

» 

4.2 Key Information 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

  

https://documentcentre.education.tas.gov.au/_layouts/15/WopiFrame.aspx?sourcedoc=/Documents/Part-time-Attendance-Form.docx&action=default&DefaultItemOpen=1
mailto:parttimeattendance@education.tas.gov.au
mailto:parttimeattendance@education.tas.gov.au
mailto:parttimeattendance@education.tas.gov.au
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8202
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8202
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8197
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8197
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8370
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8370
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4.3 FAQs – Part-time Attendance 

• 

» 

• 

» 

» 

» 

• 

» 

» 

• 

» 

• 

» 

• 

» 

• 

» 

• 

» 

mailto:parttimeattendance@education.tas.gov.au
mailto:parttimeattendance@education.tas.gov.au
mailto:parttimeattendance@education.tas.gov.au
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• 

» 

4.4 Roles and Responsibilities 

• 

• 

• 

• 

• 

• 
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How to Excuse a Student from Attendance 

4.5 Policy Objective 

• 

• 

• 

• 

4.6 Key Information 

• 

» 

» 

» 

• 

» 

» 

• 

• 

» 

» 

» 

https://www.dhhs.tas.gov.au/
https://www.dhhs.tas.gov.au/
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• 

» 

» 

Example How schools will record the absence with the 

appropriate EduPoint Category 

A student is absent sick for less than 5 total days per 

school year and notifies the school within 5 days of each 

days’ absences. 

A student is absent sick for less than 5 total days per 

school year and does not notify the school within 5 days 

of each days absence, or at all. 

A student is absent sick for less than 5 total days per 

school year and notifies the school after 5 days of each 

day’s absence. 

A student is absent sick for 6 or more days (not 

necessarily consecutive) per school year, and the school 

does not request a medical certificate or statutory 

declaration. 

A student is absent sick for 6 or more days (not 

necessarily consecutive) per school year, and the school 

requests a medical certificate or statutory declaration, 

and the parent provides it. 

A student is away for 6 or more days (not necessarily 

consecutive) per school year, and the school requests a 

medical certificate or statutory declaration, and the 

parent does not provide it. 

4.7 Links to Other Useful Information 

• 

• 

• 

• 

• 

https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8206
https://documentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8294
https://intranet.education.tas.gov.au/intranet/Help/training/EDUpoint%20Documents/Attendance%20-%20Group%20and%20Individual/Attendance%20Concepts.doc
https://intranet.education.tas.gov.au/intranet/help/training/Shared%20Documents/EduPoint%20Training%20Video%20Files/AttendanceIndividual.wmv
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• 

4.8 FAQs 

• 

» 

• 

» 

 

– 

– 

» 

» 

• 

» 

• 

» 

• 

» 

• 

» 

» 

• 

» 

• 

https://intranet.education.tas.gov.au/intranet/help/training/Shared%20Documents/EduPoint%20Training%20Video%20Files/AttendanceIndividualUpdate.wmv


Page 12  

 

• 
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5. How to Manage Unauthorised Absences 

5.1 Policy Objectives 

• 

5.2 Key Information  

• 

• 

• 

• 

• 

• 

• 

5.3 FAQs – How to Manage Unauthorised Absences 

• 

» 

• 

» 

• 

https://publicdocumentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8195
https://publicdocumentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8195
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» 

5.4 Roles and Responsibilities 

• 

• 

• 
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6. How to Manage Absences of Overseas Students 

6.1 Policy Objectives 

• 

6.2 Key Information 

• 

» 

» 

» 

» 

• 

6.3 Links to Other Useful Information 

• 

6.4 FAQs 

• 

» 

» 

» 

6.5 Roles and Responsibilities 

• 

» 

» 

» 

• 

• 

  

http://study.tas.gov.au/
mailto:info@geti.tas.gov.au
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7. How to Appoint an Authorised Person 

7.1 Policy Objective 

• 

7.2 Key Information 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

» 

» 

» 

» 

https://authorisedpersons.education.tas.gov.au/#/home
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» 

• 

• 

» 

» 

7.3 Links to Other Useful Information 

• 

• 

• 

7.4 FAQs 

• 

» 

• 

» 

• 

» 

• 

» 

• 

» 

https://documentcentre.education.tas.gov.au/Documents/Authorising-an-Authorised-Person-for-Sections40(2)-40(3)-Ministerial-No-5.pdf
https://documentcentre.education.tas.gov.au/Documents/Authorising-an-Authorised-Person-for-Sections40(2)-40(3)-Ministerial-No-5.pdf
https://authorisedpersons.education.tas.gov.au/#/home
https://www.education.tas.gov.au/parents-carers/parent-fact-sheets/authorised-persons/
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7.5 Roles and Responsibilities 

• 

• 

• 

• 

• 
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8. How to Refer a Student’s Absence to the Education Registrar 

8.1 Policy Objective 

• 

8.2 Key Information 

• 

• 

• 

• 

• 

» 

» 

• 

• 

• 

8.3 FAQs 

• 

» 

» 

• 

https://oer.tas.gov.au/wp-content/uploads/2017/06/CCC-Application-Form-Schools.pdf
https://oer.tas.gov.au/wp-content/uploads/2017/06/CCC-Application-Form-Schools.pdf
https://documentcentre.education.tas.gov.au/Documents/Relating-to-School-Student-Absences-Ministerial-Instruction-No-6.pdf
https://oer.tas.gov.au/
https://oer.tas.gov.au/compulsory-conciliation/information-for-schools/
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» 

• 

» 

• 

» 

• 

» 

• 

» 

» 

8.4 Roles and Responsibilities 

• 

• 

• 

• 

• 

• 

» 

» 
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» 

• 

• 

• 

• 

• 
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9. Related policies 

• 

10. Related procedures 

• 

11. Supporting information/websites 

• 

12. Legislation 

• 

• 

» 

• 

» 

• 

» 

• 

» 

• 

» 

13. Definitions 

 

https://publicdocumentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-10886
https://publicdocumentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-10886
https://publicdocumentcentre.education.tas.gov.au/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8501
https://www.education.tas.gov.au/parents-carers/parent-fact-sheets/attendance/
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Appendix A - EduPoint Categories 

 

EduPoint 

Code 
EduPoint Category Name 

Attendance 

Status 

Contributes to 

Attendance  

% 

Absence 

Alerts 

I In Class Present ✓  

W Workplace Learning Present ✓  

L Alternative Learning Activity Present ✓  

C Out of Class - Medical Present ✓  

B Out of Class - Behaviour Present ✓  

P Out of Class - Other Present ✓  

E Explained - Sickness/Incapacity Absent ✓  

O Explained - Other Absent ✓  

T Unauthorised - Truant Absent ✓ ✓ 

X Unauthorised – Not an excusable circumstance (M14) Absent ✓ ✓ 

U Unauthorised - Unexplained by parent/carer Absent ✓ ✓ 

S Discipline - Suspension or Exclusion Absent ✓  

D Shared Enrolment Absent   

N Approved for part-time attendance Absent   

V Absence pending course change Absent   

Y Not Required (Not Scheduled) Absent   

A Alternative Learning Activity (Off-Campus)  Absent   

G Absent at Online Lesson (VLT only) Absent   

H No evidence of engagement (VLT only) Absent   

Q Present at Online Lesson (VLT only) Present   

R Evidence of Engagement (VLT only) Present   

Z ASBA-Approved School-based Apprenticeship Absence   

D Shared Enrolment Absence   

https://tasedu.sharepoint.com/:w:/r/sites/intranet/_layouts/15/Doc.aspx?sourcedoc=%7b6ab01c69-ba20-4377-b636-c9993d4ba102%7d&action=default&mobileredirect=true
https://tasedu.sharepoint.com/:w:/r/sites/intranet/_layouts/15/Doc.aspx?sourcedoc=%7b6ab01c69-ba20-4377-b636-c9993d4ba102%7d&action=default&mobileredirect=true
https://intranet.education.tas.gov.au/intranet/Help/schooladmin/Training%20Resources/Attendance.aspx
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Appendix B - Student Absence Flowchart 



Page 26  

 

Appendix C - List Of Authorised Reasons for Children to be Excused 

from Schools 
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Appendix D - Attendance Flowchart for School Business Managers 

and Administrative Staff 

•

•

•

•

•

•

•

•

•

•

•

•

•
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Appendix E - Part-Time Attendance Application Process 
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Appendix F - International Student Absences 

• 

o 

o 

o 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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Appendix G - Compulsory Conciliation Conference Referral 

Checklist 

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐
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☐

☐

☐

☐

☐

☐

☐


