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Charles La Trobe College takes a zero-tolerance approach to child abuse and is fully committed 
to ensuring that its strategies, policies, procedures and practices meet all Child Safety Standards 
as specified in Ministerial Order No. 870 (2015)    

RATIONALE 

─ In accordance with the Education and Training Reform Act 2006, schooling is compulsory 
for children and young people aged from 6 – 17 years unless an exemption has been 
granted. 

─ Parents/carers must enrol a child of compulsory school-age at a school and ensure the 
child attends school at all times when the school is open for instruction or register the 
student for home schooling. 

─ Students are expected to attend the school in which they are enrolled, during normal 
school hours every day of each term, unless there is an approved exemption from school 
attendance or attendance and enrolment for the student or the student is registered for 
home schooling and has only a partial enrolment in a school for particular activities. 

─ A Principal or Regional Director (depending on the circumstances) may authorise an 
exemption and provide written approval for student attendance to be exempt or reduced 
to less than full time. 

─ For absences where there is no exemption in place, the parent/guardian must provide an 
explanation on each occasion and the school will determine if the explanation provided is 
a reasonable excuse for the purposes of the parent meeting their responsibilities under 
the Education and Training Reform Act 2006.  

─ Schools must accurately record attendance on student files and develop policies to 
support and maintain attendance.  

─ Exemptions from school attendance may be granted in some circumstances.  All 
applications for exemptions are considered on a case by case basis, with the child's best 
interests as the guiding principle for decision-making. In making a decision the potential 
benefits or negative consequences of granting the exemption to the child's educational 
progress, wellbeing and development are also considered.  

─ Additionally, schools enrolling international students are required to effectively monitor 
student attendance and implement a documented intervention strategy where 
attendance is at risk of failing to meet the minimum Student Visa requirement (attendance 
of a minimum 80% of the scheduled course contact hours during each study period). 

─ Schools should avoid practices that have the effect of restricting admission. 

PURPOSE 

─ To ensure all students of school age are enrolled and attend every day the school is open 
for instruction. 
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─ To maximise student learning opportunities and performance by ensuring that students 
required to attend school do so regularly, and without unnecessary or frivolous absences. 

─ To ensure Charles La Trobe College complies with DET policy and guidelines. 
─ To ensure the school complies with the Education and Training Reform Act 2006. 
─ To discharge the school’s duty of care for all students. 
─ To assist in the calculation of the school’s funding. 
─ To enable the school to report on attendance annually through the Annual Report. 

IMPLEMENTATION 

─ The school has developed the mandatory prerequisite Admission and Enrolment policies. 
─ Students are expected to attend school every day during normal school hours unless there 

is an approved exemption.     
─ The school will record attendance twice daily for primary students and every period for 

Years 7 – 12 and identify the persons with responsibility for monitoring daily attendance. 
─ The school will follow up unexplained absences on the day of a student’s absence and 

advise parents/carers on the same day. 
─ Using an automated messaging solution (SMS) is an efficient and effective method of 

notifying parents/carers of unexplained absences. The school can utilise the CASES21 SMS 
service or there are a range of third party software products (compatible with CASES21) 
that provide SMS functionality. 

─ The school will record in writing the reason (if any) given by the parent/carer and will 
determine if the explanation provided is reasonable. 

─ The school will develop a strategy for following up immediately when unexplained 
absences exceed a set number of days. 

─ The Principal or nominee will ensure parents/carers of students with high levels of 
unexplained or unapproved absences are contacted, with the view to developing and 
implementing strategies to minimise absences. 

─ Ongoing unexplained absences or lack of cooperation regarding student attendance may 
result in a formal attendance conference being organised.  Unresolved attendance issues 
may be reported to the Department of Human Services. 

─ For absences where there is no exemption in place, the parent/carer must provide an 
explanation on each occasion to the school.  The school will determine if the explanation 
provided is a reasonable excuse for the purposes of the parent meeting their 
responsibilities under the Education and Training Reform Act 2006. 

─ Students with excellent attendance records will receive certificates of achievement. 
─ Posters encouraging school attendance will feature prominently, as well as newsletter 

articles. 
─ Please refer also to the school’s Student Engagement Policy, Admission Policy, Enrolment, 

Promotion of Children and School Hours Policies, the Home Schooling Policy and the 
Reporting to Parents Policy. 

─ Please refer also to DET’s webpage regarding exemption from attendance. 
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─ Supporting documentation is available in the ‘Attendance Supporting Documents’ folder 
within the CLTC Policies\VRQA Required folder. 

EVALUATION 

This policy will be reviewed as part of the school’s three-year review cycle or if DET guidelines 
change (latest DET update late Jan 2019). 

Updated February 2019. 

This update was reviewed by school council in June 2019.   

RATIFICATION 

School council ratification is not required for this policy as per DET guidelines June 2019. 

REFERENCES 

www.education.vic.gov.au/school/principals/spag/participation/pages/attendance.aspx 

www.education.vic.gov.au/school/principals/spag/participation/Pages/attendanceexemption
.aspx 

STUDENT ATTENDANCE STRATEGY 

At Charles La Trobe College excellent attendance and punctuality is our aim for every student. 
Full attendance maximises learning opportunities and parents/carers have a vital role in 
promoting good attitudes towards attendance. Evidence shows that students who attend 
school regularly make better progress both academically and socially.  We ask for support from 
parents/carers to ensure that their students are present at school every day, to arrive on time 
and to avoid allowing students to stay at home unnecessarily, or taking them out of school 
without authorisation. 

We have an attendance target of 90% as a minimum for each student.  Where a student’s 
attendance record reaches a concerning level (less than 80% which equals more than 1 day off 
school every week), we will contact parents/ carers to provide support to improve their child’s 
attendance. 

We monitor student attendance closely and will follow up unexplained absence with 
parents/carers, by telephone, by letter and sometimes we may involve the Year Level Leader 
and/or a Student Welfare Teacher. In order to promote 90% or more attendance Charles La 
Trobe College will: 

http://www.education.vic.gov.au/school/principals/spag/participation/pages/attendance.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/attendanceexemption.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/attendanceexemption.aspx
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─ Have an attendance policy which clearly lays out the responsibility of all staff and Parents/ 
Carers.  The policy requires that: 

 In primary school, student’s attendance is recorded twice a day and in secondary 
school, attendance must be recorded in every class. 

 Parents/ carers notify the school on the first day of their child’s absence and must 
provide the reason for a child’s absence in writing when the child returns.  

─ Ensure all staff are aware of their roles in recording and monitoring student attendance 
─ Notify parents/carers by 10.30am when their child is absent 
─ Notify parents/carers when their child has an unexplained absence 
─ Follow-up with parents/ carers and provide support for families 
─ Create a safe and stimulating school environment so that students feel safe at school and 

want to attend 
─ Help parents/carers develop strategies to encourage their child to attend school. 

When a student has five days of unapproved or unexplained absence in a given term (or across 
three months) the school will work with parents/carers to implement the appropriate support 
or intervention to assist them improve students’ attendance.  Support and intervention 
includes: 

─ Convening a student support group meeting 
─ Developing a school reengagement and support plan and, if appropriate, develop an  

individual learning plan and/or a behaviour support plan 
─ Possible implementation of an Absent from School Learning Plan 
─ Referrals for clinical support (where appropriate) 

Guidelines for Parents: Reporting Absences 

Parents/carers must contact us each day that their child is absent and/or for extended absences 
provide a medical certificate or letter explaining the reason for absence.  If parents/carers do 
not provide notification and reason for absence, they will be contacted by the school. 

What to do if your child is ill: 

When a student is too ill to attend school, parents/carers should contact the school on 9223 
1400 on the first day of their absence and provide your child’s name, year group and the reason 
for the absence.  

Upon the return to school following an absence, parents/carers must send in a note with their 
child.  Primary students give this to their class teachers, secondary students submit the note 
to the general office. 

What to do if your child has an appointment: 
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All routine medical and other appointments should be arranged out of school time wherever 
possible. Parents and carers should arrange appointments so that students do not miss a full 
day of learning.  In exceptional circumstances, where an urgent appointment is required or for 
hospital clinic appointments that operate during the day only, please submit a copy of the 
certificate of attendance or a medical certificate.  Primary students give this to their class 
teachers, secondary students submit the certificate to the general office 

Automated text messages to parents/carers: 

The school takes our safeguarding responsibility seriously.  Automated text messages (SMS) 
are made daily to the contact numbers of parents/carers if a student is absent and the school 
has not received parent/carer notification of the absence.  The school does not assume that a 
student is unwell: parents/carers will be contacted on a daily basis, even when a student has 
been absent due to illness on previous days, when parents/carers do not report the absence 
and reason for the absence.  Parents and carers should ensure that we have up to date contact 
numbers. 

Punctuality  

Parents and carers can help us by making sure students are at school on time so that the roll 
may be marked accurately. 

All students are expected to arrive on time at school, ready for lessons.  

─ Secondary students are expected to be moving towards their home room by 8.45am ready 
to start learning with all the necessary equipment from their locker for periods 1 & 2.  

─ Primary students are expected to be ready to line up for class at 8.54am. 
─ The bell goes at 8:54am and then the roll will be taken. After that, students must sign in 

at the front office.  Students must manage their time to ensure that they are on time to 
every lesson. 

Leave of Absence (including term-time holidays) 

In some circumstances an authorised leave of absence can be granted.  Parents/carers should 
make any request in advance and in writing. This includes requests for absence for reasons 
such as compassionate leave, family holidays, special family events, sporting or musical 
competitions and religious celebrations.  Absences will not be authorised for reasons such as 
shopping or birthday celebrations.  Where a parent/carer request is refused, and parents 
continue to take their student out of school, this absence will be recorded as unauthorised.  

Celebrating Excellent Attendance 
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Excellent and improvement in attendance is celebrated each term during whole school 
assemblies.  Students with excellent attendance are acknowledged and presented with 
certificates.  They are also entered into a prize draw for various rewards.   

Excellent – 100% 
Good – 90%+ 
Concerning – 80%+ 
At risk – below 79% 

Support for Attendance 

We monitor students’ attendance and punctuality very closely. Parents and carers must 
contact the school to inform them of the length of absence and reason for the absence.  When 
parents/carers do not contact the school this is an ‘unexplained’ absence. 

1. On the first day of unexplained absence parents/carers will receive an SMS from the 
school.  When the SMS is received, parents/carers should call the school to explain the 
reason for the absence. If a reason for the absence is not provided a letter will be emailed 
home to be completed and returned to school to ensure parents/carers provide the 
reason for the absence. 

2. On the second day of unexplained absence (consecutive or intermittent within a 
fortnightly period) the student attendance officer will call parents/carers.  If a reason for 
the absence is not provided, a letter will be emailed home to be completed and returned 
to school to ensure parents/carers provide the reason for the absence. 

3. On the third day of absence the Year Level Leader (secondary) or the class teacher 
(primary) will be notified and that teacher will contact parents/carers. If a reason for the 
absence is not provided, a letter will be emailed home to be completed and returned to 
school to ensure parents/carers provide the reason for the absence. 

Where a student’s attendance drops to 80% or below the Year Level Leaders (Secondary 
School) or class teacher (primary school) will contact parents/carers to identify what support/ 
interventions are required.  If there is no improvement in attendance a meeting with a student 
wellbeing team member will be arranged to discuss ways in which the school can support 
parents/carers to improve their child’s attendance. 

 

Late to School 

─ Students who are late to school must sign in at the Compass Kiosk.  This automatically 
updates the roll. 

─ Students who have a note for being late must give this to the administration staff. 
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Late to Class 

─ Unauthorised – class teachers should use the ‘chronical’ button in the class roll to make 
notes about unauthorised absences (students who return late from recess, lunch or other 
classes) 

─ Authorised - if students are with leadership, wellbeing or other staff and the lateness to 
class is authorised, the teacher who has the student with them must make a note on 
Compass chronical – more information to come. 

─ Sick bay – if students are in sick bay the staff member providing first aid must make a note 
in Compass Chronical. 

─ If students are NOT in class teachers must check previous rolls on the same day to ensure 
the student is not truanting from the class. 

Leaving School Early 

Students may not leave early without parent permission.  All staff must ask for a note or call 
home to ensure Duty of Care is exercised. 
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Attendance 
Flow Chart 

Stage 1 Stage 2 Stage 3 Stage 4 

Who’s 
Responsible? 
(Primary) 

Student 
Attendance 
Officer 

Student 
Attendance 
Officer 

Class Teacher 
Student Attendance 
Officer  

Primary Wellbeing 
Teacher 

Who’s 
Responsible? 
(Secondary) 

Student 
Attendance 
Officer 

Student 
Attendance 
Officer 

Year Level Leader 
Student Attendance 
Officer 

Referral to Well 
Being Team 

When? First day of 
absence, when 
parent has not 
contacted the 
school to provide 
a reason for the 
absence/made an 
absence 
notification to the 
school 

Second day of 
absence 
(continuously or 
intermittently 
across a two 
week period). 
 

Third day of 
unauthorised 
absence OR when 
attendance falls 
below 80%, 
(authorised or 
unauthorised) the 
Student Attendance 
Officer notifies the 
Year Level Leader 
(Secondary) Class 
Teacher (Primary) 
about the frequent 
absences 

When referral is 
received 

Action Automated SMS – 
stating the 
absence will be 
marked as parent 
approved 
(authorised) 
unless 
parent/carer 
contacts school 
If parents inform 
us the student 
should be at 
school a member 
of the leadership 
team should be 
notified 
immediately 

Phone call home 
to identify the 
reason for 
absence 
Monitor 
attendance. 

1. Discussion with 
the student 
about their 
absences 

2. Student support 
group meeting 
with 
parents/carers 

3. Provide Student 
Absent from 
Learning Plan  

4. Monitor 
attendance and 
if no 
improvement 
move to next 
stage 

1. Student support 
group meeting 
with 
parents/carers 

2. Devise a 
reengagement 
plan 

3. Refer to other 
agencies as 
appropriate 

4. Provide Student 
Absent from 
Learning Plan 

─ ALL teachers required to pass ALL information about ALL absences for ALL students to the Student 
Attendance Officer  

─ ALL medical certificates and letters are to be sent to the student attendance officer for safe keeping 
─ Letters are sent home for parents to provide reason for any unexplained absence 
─ All information about parent/carer change in address, email, phone number must be provided to 

the Student Attendance Officer so central files can be updated 
─ For VCE students: the Student Attendance Officer will email a copy of the medical certificate to the 

VCE Leader. 

 


