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Student Attendance Policy 

 

Rationale 

The Education Act 1958 requires that children of school age (six-fifteen years) resident in 

Victoria are required to be in full-time attendance at a government or registered non-

government school unless they are receiving approved home tuition, correspondence 

education, or have been granted an exemption by the Regional Director. 

 

Purpose 

To maximise student learning opportunities and performance by ensuring that children 

required to attend school do so regularly, and without unnecessary or frivolous absences. 

 

• All students daily attendance reported 

• Roll taken by class teacher at 9:00am and 2:30pm 

• Class teacher responsible for taking roll, office staff responsible for contacting 

parents  

• Staff will follow up any unexplained absence of more than 3 days  

• Compass sends daily alert to notify parent of an absence  

• Contact details for parents and guardians can be found on Compass and Synergetic  

• Parents receive student absent data on school report  

Implementation 

• Education is a sequential process.  Absences often mean students miss important 

stages in the development of their learning, causing them to find ‘catching up’ 

difficult. 

• Absenteeism contributes significantly to student failure at school. 

• All enrolled students are required to attend school unless reasonable and valid 

grounds exist for them to be absent. 

• Parents have a responsibility to ensure that their children attend school regularly, 

and punctually and are only absent if ill or if absolutely necessary. 

• Parents have a further responsibility to provide a written note or return a completed 

absence form to the school explaining why an absence has occurred. 

• The principal has a responsibility to ensure that attendance records are maintained 

and monitored at school. 

• All student absences are recorded in both the morning and the afternoon by 

teachers.   



 
 

 2 

• System, Government authorities and enrolment auditors may seek student 

attendance records. 

• The principal has a further responsibility to ensure that unexplained absences are 

investigated, and that high levels of absenteeism are adequately explained.  

• The principal will contact parents of students with high levels of unexplained or 

unapproved absences, with the view to developing and implementing strategies to 

minimise absences. 

• Ongoing unexplained absences or lack of cooperation regarding student attendance 

will result in a formal attendance conference being organised.  Unresolved 

attendance issues may be reported by the principal to the Department of Human 

Services. 

• Student attendance and absence figures will appear on student half year and end of 

year reports. 

• Aggregated student attendance data is reported to System and Government 

authorities as required.  In addition it is reported to the wider community each year 

as part of the annual report. 

 

Evaluation 

This policy will be reviewed as part of the school’s five-year review cycle, or as required. 

Ratification 

 These principles were ratified February 2020 as part of the five-year review cycle.  
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Attendance Register  
 
Rationale: 
 

• School attendance is mandated under the Education Training and Reform Act 
(ETRA) 2006. In March 2014, new legislation, the Education and Training Reform 
(School Attendance) Regulations 2013 came into effect.  

• School attendance is important as it maximises life opportunities for children and 
young people by providing them with education and support networks. In Victoria, 
schooling is compulsory for children and young people aged from 6 – 17 years unless 
an exemption from attendance has been granted. It is the responsibility of 
parents/carers to ensure their child regularly attends school. Section 2.1.4 of the 
ETRA 2006 empowers a school principal or teacher to ask a parent of an enrolled 
student of compulsory school age for an explanation of the student's failure to 
attend the school at a time when the school was open for instruction. The section 
also requires the principal to ensure that a record in writing is kept of the reasons (if 
any) given by the parent.  

• Under the new legislation, if a student reaches five days of unapproved or 
unexplained absence within a school year then further action can be taken, at the 
discretion of the principal.  

 
Purpose:  
  

• Victorian schools are required to provide active support (including targeted 
responses and effective intervention strategies) for full student attendance and 
respond to individual student circumstances when regular attendance is not 
consistent.  

• This policy provides guidelines for schools to meet their responsibilities and duties 
when reviewing and developing Attendance policies and procedures that monitor 
students' attendance and follow up on unexplained or unacceptable absences 
consistent with VRQA requirements.  

• This policy supports schools and school attendance officers in meeting their 
responsibilities and duties under the Education and Training Reform Act 2006, 
Education and Training Reform Regulations 2007 and Education and Training 
Reform (School Attendance) Regulations 2013. 

 
Procedures:  
 

• Roll is taken twice daily via compass prior to 9:00am and secondly at 2:30pm  
• Teachers need to notify the principal once a student reaches three days of 

unapproved or unexplained absence, the school and principal must implement 
appropriate supports or interventions, if not already done so, to assist parents to 
have the student attend school.  
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• Parents will be contacted at 9.30am via COMPASS app if their child is absent and no 
reason has been given  

• If these interventions do not improve the student’s attendance, the Principal refers 
to the Attendance Flowchart outlined in Everyday Counts, for broad direction and 
refers to the Attendance Checklist to determine subsequent actions.,  

• If these interventions do not improve the student’s attendance, the principal is to 
decide if they need to make a referral to the school attendance officer.  

• If a referral is to be made, the principal is required to involve Catholic Education 
Melbourne. 

• Once a term reminders to be published in newsletter reminding families of the 
importance of attendance.  

 
Evaluation 

This policy will be reviewed as part of the school’s five year review cycle or as required. 

 

Ratification 

This policy was last ratified by the St Clement of Rome School Leadership Team and the 

Parents and Partnership in February 2020. 
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