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‘If a child misses as little as 8 days in a school term, by the end of 
primary school they’ll have missed over a year of school’. 
 
 
 
 
 
 
 
 
Policy Intent  
 
This policy stresses the importance of regular attendance at school as an essential factor for children 
to achieve their educational best and increase their career and life options. Bhaktivedanta Swami 
Gurukula works in partnership with parents to encourage and support regular school attendance of 
children and young persons. When children attend school every day, they benefit in both their 
learning and the development of social skills and friendships. 
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For parents: What are the legal responsibilities of parents? 
 
Education in New South Wales is compulsory for all children. Section 22 of the NSW Education Act 
(1990) notes that it is the duty of the parent of a child of compulsory school-age to cause the child  
to be enrolled at, and to attend, a government school or a registered non-government school, or  to 
be registered for home schooling under Part 7 and to receive instruction in accordance with the 
conditions to which the registration is subject. 
 
 
The NSW Education Act (1990) sets out requirements for enrolment and attendance of students at 
school. Section 21B of the Act states that a child is of compulsory school age when the child is of or 
above the age of 6 years and below the minimum school leaving age. The minimum school leaving 
age is:  
 

a) the age at which the child completes Year 10 of secondary education (subject to 
participation required by subsection (3), or  

b) the age of 17 years, whichever first occurs.  
 
(3) A child who completes Year 10 of secondary education but who is below the age of 17 years is of 
compulsory school age unless the child participates on a full-time basis in 
 

a) approved education or training, or  
b) if the child is of or above the age of 15 years --paid work or a combination of approved 

education or training and paid work.  
 
Once enrolled, children are required to attend school each day it is open for students. 
 
Children are expected to attend all school activities, on time. Regular attendance helps your child. 
 
Parents or carers are responsible for making sure that their children comply with these legal 
requirements. 
 
 
For parents: What if my child has to be away from school? 
 
On occasion, your child may need to be absent from school. You must inform the school and provide 
the reason for your child’s absence. Justified reasons may include: 
 
• Being sick 
• Having an unavoidable medical appointment during the school day 
• Being required to attend a recognised religious holiday 
• Exceptional or urgent family circumstance (e.g. attending a funeral) 
 
Parents are required to inform the school of the absence and the reasons for absence by: 
• Filling in the ‘Student Absentee Note” on the Gurukula website: 

https://www.krishnaschool.nsw.edu.au/absentee-form (or) 
• Emailing the school office at admin@krishnaschool.nsw.edu.au (or) 
• Calling the office between 9am and 3pm on 02 6672 3788 (or) 
• Sending a signed note to the Gurukula administration 
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Parents are requested to notify the school of the reasons for absence, whenever possible, prior to 
the day of absence, or on the day of absence. The school must receive the notification from the 
parents not later than 7 days past the day of absence. In order to ensure a child’s safety, the school 
will also contact the parents to discuss the absence on the day the child is not in school. If no 
information is received by the school within 7 days of the student’s absence, or the reasons for 
absence are deemed unjustified, the absence will be recorded as ‘A’ (unexplained/unjustified) in the 
Classe365 attendance rolls. 
 
Bhaktivedanta Swami Gurukula will also request medical certificates or other documentation when 
frequent or long-term absences are explained as being due to illness. The school may also see 
parental permission to speak with the medical specialist to obtain information to collaboratively 
develop a health care plan to support your child. If the request is denied, the absence will be 
recorded as unjustified (A). 
 
Parents also need to be aware of the implications of ‘habitual absence’. ‘Habitually absent’ student 
is a student who missed a minimum of 30 days within the past 100 days of school. In accordance 
with the Mandatory Reporting obligations the school will be required to report the absence to the 
NSW Community Services under the Keep Them Safe Legislation (Children Legislation Amendment 
Act 2009). 
 
 
For parents: What might happen if my child continues to have unacceptable absences? 
 
Some of the following actions may be undertaken: 
 
• A conference with the school coordinator / high school deputy 
• A Compulsory Schooling Conference with the principal with potential involvement of external 

agencies 
 
You may be asked, along with your child, to attend a Compulsory Schooling Conference. The 
conference will help to identify the strategies and supports your child may need to have in place so 
they attend school regularly. The school, parents and agencies will work together to develop an 
agreed action plan (Attendance Improvement Plan) to support your child’s regular attendance at 
school. 
• Report to the NSW Community Services 
• Report to the Youth Liaison Officer 
 
Bhaktivedanta Swami Gurukula remains committed to working in partnership with you to address 
the issues which are preventing your child’s full participation at school. 
 
Parents are encouraged to login unto ‘Classe365 for parents’ 
(https://www.krishnaschool.nsw.edu.au/classe365) to view and verify their child’s attendance 
records. The login and password for the ‘Classe365 for parents’ can be obtained from the Gurukula 
Administration. 
 
 
For parents: What about travel? 
 
Families are encouraged to travel during school holidays. A child’s educational progress can be 
significantly impacted by the disruption of the learning program. If travel during school term is 
absolutely necessary, an Application for and Extended Leave-Holiday will need to be completed prior 
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to the date of travel and approved by the school principal. An application can be obtained by 
emailing to admin@krishnaschool.nsw.edu.au . Absences related to travel will be marked as leave 
on the roll and therefore contribute to your child’s total absences for the year. 
 
 
Lateness 
 
Students need to be at school on time. 2017 arrival time for the students is between 8:45 
and 8:55am. Students need to be ready for the morning assembly/arati at 9:00am. Students 
required to attend extra tutorials and learning support sessions need to arrive at the time 
specified by the teacher and be ready with all the necessary materials. 
 
Students who arrive late are required to report to the Gurukula Administration to obtain a 
late note that must be given to a teacher. The arrival time of a student must be recorded in 
the Classe365 comment section associated with the ‘Pa’ entry in the attendance roll 
(Partially absent). The administration secretary on duty will record the arrival time and the 
reason for lateness in the Classe365 attendance roll. 
 
If lateness occurs during the school day, when the students arrive late and/or unprepared 
for the any school activities and classes, the records need to be maintained by the individual 
subject teacher and systems for ensuring punctual arrival need to be discussed with the 
relevant school coordinator (Years K-2: Mother Premavati, Years 3-6: Mother Kamalini, 
Years 7-12: Prana Prabhu). The matters of lateness during the school day are a part of the 
school’s behaviour management plan. 
 
While the school understands that lateness is sometimes unavoidable, it is important to 
develop in students the value of being punctual. Late arrival to school can disrupt the 
learning of the individual and others. Consequently, lateness may lead to the conference 
with the parents and an arrangement to make up the lost time. 
 
 
Leaving school early 
 
If a student must leave school early, they are to present a note to Gurukula Administration 
on the morning of the day requiring an early leave. This note needs to be signed by the class 
teacher/school section coordinator. Parents are required to fill in the early leave form and 
sign out their child in the Gurukula Administration at the time of pick-up. The early leave will 
trigger a Pa (Partially absent) record in the Classe365 student attendance roll with the 
recorded time of departure.  
 
 
Leave requests 
 
Applications for leave from school for five days or more must be made by email to the 
Principal (admin@krishnaschool.nsw.edu.au) . Parents/carers will subsequently be required 
to complete an application form for the period of absence. A Certificate of Extended Leave-
Holiday will then be issued by the Gurukula principal in accordance with the legislative 
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requirements. Please allow sufficient time for the Principal to consider all requests that are 
made and to provide a response. Please do not make travel arrangement prior to receiving 
the approval for an Extended Leave-Holiday from the school. 
 
Where the parents of a student of compulsory school age seek 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. 
 
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. For information about exemption, 
please see the policy document: Exemption from Attendance and Enrolment at School. 
 
The records of the exercise of the above delegation and copies of all the issued certificates 
must be maintained by the principal and stored in the individual student files (Gurukula 
Principal Office). 
 
 
School procedures for recording and following up on student attendance 
 

1. The school attendance roll is a legal document 
2. The school maintains the attendance rolls using Class365 cloud platform. 
3. The Class365 attendance rolls are backed up as a comprehensive report at the end of 

each school term and stored on the BSGServer/Gurukla Policies and Procedures/BSG 
Attendance/Rolls Back up. The Gurukula administration is responsible for the back-
up of the attendance rolls. 

4. The class teachers in the primary section and the appointed roll markers for the 
secondary section (2017 Maddy Prabhu and Leonardo Prabhu) are responsible for 
recording daily attendance of the students. The rolls must be completed by 10:30am 
each day. The rolls are completed through the online portal of Classe365. Any 
internet enabled device can provide access to Classe365. The responsible primary 
class teachers and appointed secondary teachers must obtain from the Gurukula 
Administration and keep secure their login details for Classe365. 

5. The teachers are required to use the following codes for marking attendance: 
 

Code Meaning 
a Absent 
Pa Late (partially absent). Time of arrival must be recorded in the comment 
P Present 
PXU Present without uniform 

 
 

6. The Gurukula Administration will review the daily attendance roll by 11:00am and 
will contact the parents of students who are marked ‘a’ (absent) and ‘Pa’ (late) if the 
reasons for the above are not provided by the parents or have the principal 
approval/instruction or the notification from the school coordinator beforehand. 
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7. Based upon the advice received from the parents or after verifying the principal 
approvals/instructions and school coordinators notifications the Gurukula 
Administration will record the following codes into the Classe365 attendance rolls: 
 

 
The following attendance register codes are to be used to record the explanation of 

student absence and are counted for statistical purposes. 

 

Code Meaning 

A The student’s absence is unexplained or unjustified. This symbol must be used if no explanation has 
been provided by parents within seven days of the occurrence of an absence or the explanation is not 
accepted by the principal 

It is at the principal’s discretion to accept or not accept the explanation provided. 
 
To be also used if the principal does not accept that an absence (e.g. for extended leave/travel during 
school term) is in the student’s best interests and that the reason is unjustified. 
 
 

S The student’s absence is due to sickness or as the result of a medical or paramedical appointment. In 
these cases: 

- a medical certificate is provided or 

- the absence was due to sickness and the principal accepts this explanation. Principals may 
request a medical certificate in addition to explanations if the explanation is doubted, or the student has a 
history of unsatisfactory attendance. 
 
 

L An explanation of the absence is provided which has been accepted by the principal. This may be due 
to: 

- misadventure or unforeseen event 

- participation in special events not related to the school 

- domestic necessity such as serious illness of an immediate family member 

- attendance at funerals 

- travel in Australia and overseas 

- recognised religious festivals or ceremonial occasions 
 

Note that this code is to be used if the reason for the absence (e.g. extended leave/travel) is 
accepted by the principal.  

The principal may consider an Application for Extended Leave/Travel from parents, and provide a 
Certificate for Extended Leave/Travel, if approved 
 
 

E The student was suspended from school 
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Only the following attendance register codes must be used to record a variation in 
attendance – they are not counted as an absence for statistical purposes. In 

addition to recording the reason for a variation in attendance, the duration of the 
variation must be recorded. 

 

Code Meaning 

M The student was exempted from attending school and a Certificate of Exemption has been issued by a 
delegated officer 

F The student is participating in a flexible timetable and not present because they are not required to 
be at school. This could include participation in: 

- HSC Pathways Program 

- Best Start Assessments 

- Trial or HSC examinations 

- VET courses 
 

The “F” code is no longer only for senior students participating in a flexible timetable.  

The code should also be used in independent schools for students attending external tutorial centres and 
other programs that are school authorised. 

B The student is absent from the school on official school business. This symbol is recorded where 
the principal approves the student leaving the school site to undertake, for example: 

- work experience 

- school sport (state and national events) 

- school excursions 

- student exchange 
 
Note that where the “B” code is used for sport, it is only when the student is representing the school at 
state and national events. If this is not the case, then an Exemption from Enrolment should be considered. 

H The student is enrolled in a school and is required or approved to be attending an alternative 
educational setting on a sessional or full time basis. 

The symbol is recorded where a student accesses education settings separate to their mainstream 
school such as: 

- tutorial centre and programs 

- behaviour schools 

- juvenile justice 

- hospital schools 

- distance education 
 
 

In most cases this code will only be used by government schools, with the exception of students 
from non-government schools attending hospital schools. 

 

The “F” code, not the “H” code is to be used by independent schools for students attending external 
tutorial centres and programs that are school authorised. 

NSD No School Day – the days the school remains closed (e.g. Vaisnava and Public holidays, school 
holidays, flood days) 
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8. The principal is required to provide to the Gurukula administration all the student 

names for the following codes (A, L, E, M, H). The school coordinators are required to 
provide the Gurukula Administration the names of the students for the following 
codes (F, B). The instructions issued by the principal and school coordinators need to 
contain the code letter, the reason and the starting and ending date for the absence. 
The records of the reasons and approvals for the above codes need to be stored in 
the individual student files (School Principal Office). 

9. The Gurukula Administration needs to inform the principal by email if the parents 
did not provide a reason for absence within 7 days of the absence. The principal will 
then instruct the Administration to record the absence as ‘A’ and make an 
arrangement for a conference with the parents. 

10. The Gurukula Administration will inform the school coordinator of any continuous 
absences, or patterns of absences (e.g. one or more days a week) which persist for a 
school term for the coordinator/deputy principal to make an arrangement for the 
parents’ conference according to the following criteria. 

 
Period Number of absences Action 
One week Five days Parents’ conference with 

the school 
coordinator/deputy 
principal 

Four weeks Average of one day per 
week 

Parents’ conference with 
the school 
coordinator/deputy 
principal 

 
 
Should the conference with the school coordinator fail to improve the attendance, a 
Compulsory Schooling Conference will be scheduled with the school principal. The 
student absence of 20 days within any 100 days of school will trigger a visit by the 
school officer to the absentee’s home. 

11. At the end of each term we will recognise all students with an attendance rate of 
97% and above. 

12. The register of attendance must be retained for at least 7 years after the last entry 
was made in respect of the student. 

 
 
Student Enrolment Register 
 
From 2018, the school maintains a register of enrolments and attendance using an online 
student management platform Sentral, provided by Sentral Education Australia Pty Ltd. 
Between August 2016 and December 2017, the school maintained a register of enrolments 
and attendance using an electronic and cloud based application Classe365 (provider: 
Classe365, Level 13, 135 King Street, Sydney, NSW 2000). From January 2014 to July 2016, 
the school maintained the enrolment and attendance registers using a local server based 
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application PCSchool (PO Box 322, Yeppoon, QLD 4703). Prior to January 2014, the school 
maintained paper registers for both the enrolment and attendance. 
 

The Sentral enrolment register includes the following information for each student: 
 
1. Name, age and address of a student 
2. The name, contact telephone number, email and address for parents/carers 
3. Date of enrolment and where appropriate the date of leaving the school and the 

student’s destination 
4. For students older than six years, previous school or pre-enrolment situation 
5. Where a destination of a student below seventeen years of age is unknown, school 

will contact that a Department of Education officer with home school liaison 
responsibilities has been notified of the students’ full name, date of birth, last known 
address, last date of attendance, parents’ names and contact details, an indication of 
possible destination, other information that may assist officers to locate the student, 
and any known work health and safety risks associated with contacting the parent or 
student. 

 
The maintenance of the enrolment register must be monitored by the school principal (2020 
Vinod Bihari das) who is required to conduct an annual review (first week of term 1 of each 
school year). The Gurukula Administration team (2020 Ratipriya dd) are responsible for 
processing the student enrolment and inputting the enrolment information (points 1-5) into 
Sentral and consequent maintenance of the enrolment register (updates to the information, 
destination after leaving the school) 
 
The register of enrolments will be retained by the school for a minimum of five years since 
before archiving. The back-up of the enrolment register needs to be conducted at the end of 
each term by the Gurukula Administration in the form of digital report to be stored on 
BSGServer. The same register is also backed up real-time into a GoogleDrive cloud 
application of the school in real time. 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 


