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In all Policies and Procedures “Atwea” should be taken to mean “Workers Educational Association – Hunter” and all its associated trading names unless otherwise specified. 

 strategies are provided to staff to assist with increased student attendance.  

 students and interested caregivers are regularly informed of attendance requirements.  

 all communications regarding attendance, leaving early, arriving late or absences from any student/ 
caregiver to the HT/SWO are recorded accurately and records retained appropriately 

 all cases of unsatisfactory attendance from school are investigated promptly and appropriate 
intervention strategies are implemented 
 

Administration and Compliance are responsible for ensuring that:  

 student details on enrolment forms are entered into the student management system.  

 a register of enrolments is kept up to date in the student management system. This includes the 
student’s name, age, address, parent contact details and relevant dates (eg. Enrolment and date of 
leaving the School). 

 records are secure until they are no longer required for current student business. They are then 
archived for 7 years. 
 

Attendance Register 

Alesco records attendance daily 
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Related documents, forms, and legislation 
The key Enrolment legislation in New South Wales are: 

 Education Act NSW (1990) 

 Privacy and Personal Information Protection Act 1998 (NSW); 

 National Goals for Schooling in the Twenty-First Century; 

Reference Documentation: 

 Education Act 1990 (NSW) 

https://www.legislation.nsw.gov.au/inforce/fc4bcf6a-d005-68af-fa91-fd9a7d10cd09/1990-8.pdf 

 AIS Parent Attendance Information Sheet 

 https://www.aisnsw.edu.au/Resources/WAL%204%20[Open%20Access]/Attendance%20Information%

20for%20Parents%20and%20Carers.pdf  

 AISNSW Attendance Resource Library(Documents 1 - 25)  

(including - Department of Education and Communities 2015 Exemption From School  - Procedures) 

https://www.aisnsw.edu.au/resource-

centre?terms=Attendance%7CAttendance%20Exemption%7CLeave%7C  

 NESA Registration Requirements for Attendance 

https://rego.nesa.nsw.edu.au/registration-systems-and-member-schools/member-

schools/registration-requirements-for-member-schools/attendance 

 NESA Information Sharing Protocols 

https://educationstandards.nsw.edu.au/wps/portal/nesa/teacher-

https://www.legislation.nsw.gov.au/inforce/fc4bcf6a-d005-68af-fa91-fd9a7d10cd09/1990-8.pdf
https://www.aisnsw.edu.au/Resources/WAL%204%20%5bOpen%20Access%5d/Attendance%20Information%20for%20Parents%20and%20Carers.pdf
https://www.aisnsw.edu.au/Resources/WAL%204%20%5bOpen%20Access%5d/Attendance%20Information%20for%20Parents%20and%20Carers.pdf
https://www.aisnsw.edu.au/resource-centre?terms=Attendance%7CAttendance%20Exemption%7CLeave%7C
https://www.aisnsw.edu.au/resource-centre?terms=Attendance%7CAttendance%20Exemption%7CLeave%7C
https://rego.nesa.nsw.edu.au/registration-systems-and-member-schools/member-schools/registration-requirements-for-member-schools/attendance
https://rego.nesa.nsw.edu.au/registration-systems-and-member-schools/member-schools/registration-requirements-for-member-schools/attendance
https://educationstandards.nsw.edu.au/wps/portal/nesa/teacher-accreditation/how-accreditation-works/higher-ed-providers-ite/higher-ed-providers-nesa-info-sharing
https://educationstandards.nsw.edu.au/wps/portal/nesa/teacher-accreditation/how-accreditation-works/higher-ed-providers-ite/higher-ed-providers-nesa-info-sharing
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Publication Log 
 [Where is this policy published (e.g. Sharepoint, our website etc] 
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Policy Owner School Principal 

Review Panel 
School Principal, Head of Welfare and Support, Head of 
Teaching and Learning 

Approval Authority Executive Director 

Date of Endorsement 16/08/2022 Next Review Date 16/08/2024 

Risk Rating Moderate Version 1 

Library Location 
X:\_POLICY & PROCEDURE\Alesco Student Policies and 
Procedures 

file://///weakserver03/Common/_POLICY%20&%20PROCEDURE/Alesco%20Student%20Policies%20and%20Procedures
file://///weakserver03/Common/_POLICY%20&%20PROCEDURE/Alesco%20Student%20Policies%20and%20Procedures








Sporadic Attendance (Process 4)
NOTE: Head Teacher to review attendance mid term and end of term

Student identified 
as having <60% 

attendance

First 
occurance

Face to face meeting with 
student, HT and SWO. Student 

provided with a written 
reminder (Template - 002 

Attendance Reminder)

Second occurance 
(with no improvements)

Face to face meeting with 
student, HT and SWO. Planned 

improvements documented 



Proactively Leaves (Process 5)

Student proactivley leaves

One week 
after - SWO 

checks in with 
Student  via 
email/text

Two weeks 
after - SWO 
calls student

Student 
confirms 

withdrawal

Refer to 
Withdrawal Process

Three weeks after - SWO 
sends letter to student 
advising they have one 

week to advise their 
intentions (Template - 004 

Window Closing letter)

Four weeks after 
no contact from 

student

Student 
returns

Student is 
re-engaged via 
Reengagement 

Process 8
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