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PURPOSE 



1.  HOW TO RECORD ATTENDANCE 
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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/_layouts/15/DocIdRedir.aspx?ID=TASED-1797567314-8206
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
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2. HOW TO PROCESS APPLICATIONS FOR PART-TIME 

ATTENDANCE  
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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/Documents/Part-Time-Attendance-at-School-Ministerial-Instruction-No-3.pdf
https://documentcentre.education.tas.gov.au/Documents/Part-Time-Attendance-at-School-Ministerial-Instruction-No-3.pdf
https://documentcentre.education.tas.gov.au/Documents/Application-Part-Time-Attendance-in-Approved-Learning-Ministerial-No-11.pdf
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


 

 

 

 

 

 

 

 

 



3. HOW TO EXCUSE A STUDENT FROM ATTENDANCE 
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https://documentcentre.education.tas.gov.au/Documents/Students-Excused-from-Daily-Attendance-at-School-Ministerial-No-4.pdf
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/schooladmin/Training%20Resources/Attendance.aspx
https://intranet.education.tas.gov.au/intranet/Help/schooladmin/Training%20Resources/Attendance.aspx
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4. HOW TO MANAGE UNAUTHORISED ABSENCES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://documentcentre.education.tas.gov.au/Pages/policies/Secretarys-Instructions.aspx
https://documentcentre.education.tas.gov.au/Pages/policies/Secretarys-Instructions.aspx


 

 

 

 

 

 

 

 

 



5. HOW TO MANAGE ABSENCES OF OVERSEAS STUDENTS 
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https://www.legislation.gov.au/Details/F2017L00403
https://www.legislation.gov.au/Details/F2017L00403
http://study.tas.gov.au/
mailto:info@geti.tas.gov.au


6. HOW TO APPOINT AN AUTHORISED PERSON 
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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


 

 

 

 

 

 



7. HOW TO REFER A STUDENT’S ABSENCE TO REGISTRAR, 

EDUCATION 
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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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Appendix A - EduPoint Categories and Descriptors 

 

 

 

 

 

 

 

https://documentcentre.education.tas.gov.au/Documents/Workplace-Learning-Procedure.pdf#search=workplace%20learning%20guidelines


 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

https://studentsupport.education.tas.gov.au/


 

 

 

 

 

 

 

 

 

 

 

 

 





Appendix B - Student Absence Flowchart 



Appendix C - Revocation of Part-time Attendance Arrangement 

<DATE> 

 

 

Jenny Gale 

Secretary 

Department of Education 

parttimeattendance@education.tas.gov.au  

Re: Revocation of Certificate of Part-time Attendance 

 

On (insert date) you issued a Certificate of Part-time Attendance for (insert student). 

 

This Part-time Attendance arrangement was reviewed on (insert date). As part of the review, the Principal 

and parent/guardian have discussed the part-time attendance arrangement and whether it remains in the best 

interests of the student. 

 

The undersigned agree that the part-time arrangement should be stopped. 

 

The undersigned request that you, acting in accordance with section 17 of the Education Act 2016 and in your 

capacity as delegate for the Minister for Education and Training, revoke the Certificate of Part-time 

Attendance. 

SIGNATURE:_____________________________________________________Date:______________ 

School Principal 

 

SIGNATURE:_____________________________________________________Date:______________ 

Parent/Guardian 

mailto:parttimeattendance@education.tas.gov.au


Appendix D - Infectious Diseases 





Appendix E – List of Authorised Reasons for Children to be 

Excused from Schools 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix F – Attendance Flowchart for School Business Managers 

of Administrative Staff 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix G – Part-time Attendance Application Process 

.



Appendix H – International Student Absences 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 



Appendix I – Checklist Request to the Learning Services General 

Manager to refer matter to Compulsory Conciliation Conference 
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