
 
 
 
  
 

INFORMATION FOR PARENTS 

Student Absences 
from School 

 
 
 
 

This leaflet contains information for parents/caregivers about 
the requirements and processes involved when a student is 
absent from Newcastle School. 
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School Attendance Requirements 
Regular attendance at Newcastle School is important and essential to assist students’ to 
maximise their potential. Newcastle School, in partnership with parents and carers, is responsible 
for promoting the regular attendance of students. 
 
Under the Education Act (1990), parents and caregivers are required to: 

• ensure that children attend school every day that instruction is provided; 
• provide an explanation for absences (including late arrivals) promptly and within seven school 

days of the unexplained absence occurring; and 
• take measures to resolve attendance issues involving their children. 

 
Newcastle School has a duty of care, and will contact parents and caregivers about unexplained 
absences as follows: 

• giving students an Absentee Slip to take home (usually on the first day the student attends 
school following the absence); 

• sending home an Compulsory School Attendance Notice no later than five days after a students’ 
return to school. 

• telephoning home to discuss attendance concerns. 
 
Please contact the school if you are concerned about your child’s attendance at school. School 
staff will work with you to address any issues and attempt to improve unsatisfactory attendance. 
 
Telephone Advice 
Newcastle School welcomes parents calling to advise staff of their child’s absence. This 
information is recorded and passed on to the class teacher. On the basis of the information 
provided an appropriate notation will be made on the class roll. The phone register becomes part of 
the official school attendance documentation and is kept on file for two years. 
 
Absence Types 
The following absent types are generally used for recording absences at Newcastle School. 
 
Sick 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. 
 

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

 misadventure or unforseen 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 that cannot be arranged outside school times 
 recognised religious festivals or ceremonial occasions. 

 
Suspended The student was suspended from school 

 
Unexplained 
or 
Unjustified 

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 

Exempt The student was exempted from attending school and a Certificate of Exemption has been issued 
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Part Day Absences 
Any Part Day attendances, for example arriving at school late, or leaving the school early to attend 
an appointment is managed by the Office Staff. 
 
Parents and carers are requested to report to the Office to complete a “late arrival/early leaver slip. 
Adjustments will be made to each student’s attendance record accordingly. 

 
Examples of Notes to Explain Absences 
 
 

Note is 
unacceptable 
as student’s 
full name is 

missing, there 
are no dates 
and no valid 
reason for 
absence 

Note is 
acceptable as 

it has full 
student name, 
dates and a 
valid reason 

for the 
absence 

Note is 
unacceptable 
as student’s 
full name is 

missing, there 
is no date 

Note is valid 
but the 

reason for the 
absence may 

be 
questionable. 
Please speak 

to your 
Principal 
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Absentee Notice 1 – Compulsory School Attendance 
 

NEWCASTLE SCHOOL 
 
 
 
 
 
 
 
 
 
Dear Parent 
 
Regular attendance at school is essential if student’s name is to achieve his/her educational best, 
social and psychological potential, and increase his/her career and life options. 
 
The school is required to record explanations for any absences as a way of ensuring that students are 
absent from school only when they are sick or have another acceptable reason for missing school. 
 
If you are able to explain any absences within seven days of their occurrence we will adjust our 
records. 
 
Student’s name was absent from school on dates and no explanation has been received. If you have 
concerns that our records are incorrect please contact the school immediately. 
 
Please assist us by completing the details below and return it to school as soon as possible. 
Alternatively, you may wish to contact the school on telephone to discuss your child’s attendance. 
 
 
Yours sincerely 
PRINCIPAL 
Date: 
 

Please detach and return to your child’s class teacher. 
 
 
Please provide an explanation for the absence/s by returning this section or telephoning the 
school. 
 
Name of Student ________________________________ Year/Class ____________ 

Date/s of absence _____________________________________________________ 

Reason for absence 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

 

Parent name: _____________________Signed ___________________________ Date: __________ 
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Absentee Notice 2 – Compulsory School Attendance (final request) 
 

                 NEWCASTLE SCHOOL 
 
 
 
 
 
 
 

 
Dear Parent  
 
Student’s name, was absent from school on dates and no satisfactory explanation has been 
received. 
 
The Education Act 1990 requires you to ensure your child attends school each day that 
instruction is provided unless they are prevented from doing so by sickness or other 
acceptable reason and for you to provide an explanation for any absence.  
 
The Act requires you to explain your child’s absences within seven days of their occurrence.  
Failure to do so will result in an unjustified absence being recorded. 
 
Please provide an explanation in the space below and return this form to the school as soon 
as possible. 
 
 If you have concerns that our records are incorrect please contact the school immediately. 
Alternatively, you may wish to contact the school on school telephone number to discuss 
your child’s attendance. 
 
Yours sincerely 
PRINCIPAL 
Date: 
 
------------------------------------------------------------------------------------------------------------------------- 

Please detach and return to your child’s class teacher  
 
Please provide an explanation for the absence/s by returning this section or telephoning the school. 
 
Name of Student ________________________________ Year/Class ____________ 

Date/s of absence _____________________________________________________ 

Reason for absence 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Parent name: _____________________Signed ___________________________ Date: __________



 

 

Pro forma Notes – for your convenience 
 
 

NEWCASTLE SCHOOL ABSENTEE NOTE 
Email: Newcastle-s.school@det.nsw.edu.au 

 
This note should be completed by parents or carers to inform when a child is absent for one whole 
or more school days. 
 
Name of Student: _______________________________       Class: ___________________ 
 
Date of absence/s: _____________________________ 
 
Reason for absence: the reason for the absence must be shown below. (Please circle the 
appropriate reason and give details). 
Note if you prefer, you may telephone the school and explain your child’s absence. 
 
Sickness (please give reason eg flu) ________________________________________________ 
 
___________________________________________________________________________________ 
 
Other (please give reason eg family, appt) ___________________________________________ 
 
___________________________________________________________________________________ 
       
 
Signature of Parent/Carer ________________________________  Date ________ 
 

NEWCASTLE SCHOOL ABSENTEE NOTE 
Email: Newcastle-s.school@det.nsw.edu.au 

 
This note should be completed by parents or carers to inform when a child is absent for one whole 
or more school days. 
 
Name of Student: _______________________________       Class: ___________________ 
 
Date of absence/s: _____________________________ 
 
Reason for absence: the reason for the absence must be shown below. (Please circle the 
appropriate reason and give details). 
Note if you prefer, you may telephone the school and explain your child’s absence. 
 
Sickness (please give reason eg flu) ________________________________________________ 
 
___________________________________________________________________________________ 
 
Other (please give reason eg family, appt) ___________________________________________ 
 
___________________________________________________________________________________ 
       
 
Signature of Parent/Carer ________________________________  Date ________ 
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