[image: ][image: ]7.2 Comply with legislative, administrative and organisational requirements
Excerpts from school’s staff handbook, informing teachers about legislative administrative and organisational policies to be observed by teachers

[image: ]Attendance taken after Incursion by Diramu Aboriginal Dance and Didgeridoo 

[image: ][image: ]End of Term, Zoo Excursion tied to Geography’s topic of  ‘Special Places’ with kindergarten students, I ensured to take  roll call on a class list sent to office prior departure and regular checking of the total number during excursion.
Regular attendance taken in compliance of school’s policy to ensure wellbeing and welfare of students
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2.6 Student Attendance

2.6.1 Roll Call Procedures

The COOLSIS student information system is being
used at Amity College for attendance.

All teachers including specialist teachers are
responsible for the well-being and welfare of the
students under their care. Therefore, it is vital for all
teachers to take attendance of all students during
the period of time that they are responsible for them
in order to fulfill the requirements of the Attendance
Policy.
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2.6.5 Excursion/Incursion and Roll Call

In case of incursions, students’ attendance records
should still be taken during the period(s) that the
student participates in the activity. Therefore, the
teacher is required to enter student attendance
record on COOLSIS, either before the students are
taken to the incursion program or immediately after
attending the incursion program.

n case of excursions, the teacher is to mark the roll
on a class list and send this list, which indicates the
student attendance record for the excursion, to the
Secretary.
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