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2015 Attendance Register Codes 
Definitions 

 
Only the following attendance register codes must be used to record the: 

• explanation of student absence, and/or 
• variation in student attendance.  

 

Attendance Register Codes 
Symbols to be used for explanation of student absence 

Symbol 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.  

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 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 

- recognised religious festivals or ceremonial occasions. 

E  The student was suspended from school  
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1 Note: In most cases this code will only be used by Department of Education and 
Communities schools, with the exception of students from non-government schools 
attending hospital schools.  
 
2. Note: For Catholic Schools use “F” not “H” for students attending external 
tutorial centres and programs that are school authorised. 

Attendance Register Codes 
Symbols to be used to record a variation in attendance  

(not counted as an absence for statistical purposes) 

Symbol 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 

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 (regional and state carnivals)  
- school excursions 
- student exchange 

H1, 2 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 
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Recording the duration of an absence or variation in attendance  
 

In addition to recording the reason for an absence or the reason for a variation in 
attendance, the duration of the absence or variation must be recorded.   
 
Manual Attendance Registers  
 
Department of Education and Communities schools that maintain manual attendance 
registers and do not use electronic means for maintaining student attendance must use the 
following symbols with the appropriate attendance register code for recording the reason for 
absence or a variation in attendance: 
 
a -  The student was absent on that day. 
Pa -  The student was late or was absent for part of a day. The time of arrival or 
  departure must be recorded. 
 
Note: The symbol X is to be used for the first and last day that the student attended for each 
term. 

 
Electronic Attendance Registers2 
 
For Department of Education and Communities schools using electronic means for 
maintaining student attendance (OASIS, EBS4 or compliant third party systems), when 
recording a partial absence, the precise time of arrival and/or departure must be 
documented.  
 
When information is transferred to OASIS from other compliant electronic systems, or from 
manual attendance registers, whole day absence (a) will be shown as W and partial absence 
(Pa) will be shown as P.  
 

                                           
2 Note: This only applies to Department of Education and Communities Schools. 
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