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RATIONALE 
 
Schooling is compulsory for children and young people aged from 6 – 17 years unless an 
exemption from attendance or enrolment has been granted. 
 
Daily school attendance is important for all children and young people to succeed in 
education and to ensure they don’t fall behind both socially and developmentally. Children 
and young people who regularly attend school and complete Year 12 or an equivalent 
qualification have better health outcomes, better employment outcomes, and higher incomes 
across their lives. It is important that children develop habits of regular attendance at an 
early age. 
 
School participation is important as it maximises life opportunities for children and young 
people by providing them with education and support networks. School helps people to 
develop important skills, knowledge and values which set them up for further learning and 
participation in their community 
 

GUIDELINES 

 

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 for the student, or 
 the student is registered for home schooling and has only a partial enrolment in a 

school for particular activities. 

A student is considered to be in attendance at school when involved in an offsite curriculum 
program or other activity organised by the school (for example an excursion or camp), or 
where the student is engaged in a re-engagement program or another school part time to 
make up full time attendance and the schools or settings have agreed the time fractions, 
allocation of Student Resource Package (or other funding) and the educational plan for the 
student. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



IMPLEMENTATION 

 

 The roll will be marked by supervising teachers twice a day. At Pembroke Primary 
School this is at the start of the day and immediately after lunch. 

 The rolls will be electronically sent to the Office where they will be recorded on the 
Sentral System. 

 Where children are absent, contact will be made in order to identify the reason for the 
absence. This may be through phone calls, texts or direct contact with the parent or 
care giver. 

 Regular information will be provided through the newsletter to remind parents of their 
obligation in terms of student attendance 

 Where a child is late or departing early, the adult must come to the Office to record 
the attendance. A printed notification slip is to be taken to the classroom teacher or 
put in the class tub. This record will be automatically entered into Sentral. 

 Where parents are aware that their child will be absent, the have a responsibility to 
notify the school.  

 The Principal will consider the reason given for an absence and use their discretion 
to decide if the parent choice is school approved or unapproved.  

 
In exercising their discretion, the principal should take the following considerations 
into account: 

 whether the absence is explicitly covered in section 2.1.3 of the Education and 
Training Reform Act 2006  

 whether the student should do some learning activities during the absence (see: 
Student Absence Learning Plan) 

 if this kind of absence is covered in the school’s policy (e.g. shopping, birthday, 
visiting relatives) 

 whether or not the length of absence will affect the student’s learning 
 whether the parent has requested this kind of absence before, and if so how recently 

and how many times 
 whether or not the principal has approved this kind of absence before 
 cultural factors or details of the student and family’s circumstances  
 the implications for not approving the absence 
 whether an exemption would be appropriate, whereby the school should assist the 

parent apply for an exemption.  

In general, it is expected that principals would reason absences for: 

 medical and dental appointments, where out of hours appointments are not possible 
or not appropriate  

 bereavement or attendance at the funeral of a relative or friend of the student,  
 school refusal, if a plan is in place with the parent to address causes 
 cultural observance, if the parent notifies the school in advance 
 family holidays, where the parent notifies the school in advance and the student 

completes any Student Absence Learning Plan agreed by the school, student and 
parent. 

 

 

http://www.education.vic.gov.au/school/principals/participation/Pages/improvementstrategies.aspx#link51


In general, principals would not be expected to reason absences, where: 

 approval had not been sought in advance or in accordance with school policy 
 the student was absent due to participating in leisure or social activities without 

approval 
 the conditions of approval have not been met (e.g. Student Absence Learning Plan 

for a family holiday not completed) 
 the parent has provided no explanation for the absences 

 

Teachers will work with the Office staff and Principal to monitor attendance and follow up 
absences. They will also ensure that Absence Plans are completed and signed off. These 
will then be stored in the student files in the Office. 

At the end of each term, students zero unexplained absences in the term and also in the 
year ( needs to be starting from the beginning of the year) are recognized of their efforts. 
Where medical certificates are provided these days will be not be counted as absence for 
the purposes of the recognition as the school does not wish for sick children to attend 
school. 

 

Repeated Absence 
Through regular monitoring of attendance and absence patterns, and reviewing the reasons 
given for absences, schools may identify that a student is at risk of poor attendance or 
becoming disengaged.  
Schools should consider follow up and improvement strategies when a student has been 
absent more than five days in a term for any reason (indicating attendance falling below 90 
per cent), even for parent approved health-related absences. They should also follow up and 
implement improvement strategies where:  

 the absence is having a significant impact on a student’s educational attainment, 
achievement and development 

 a student has been truanting (absent without parental consent) 
 a parent reports that a student refuses to attend school 
 there has been no explanation for the student’s absence 
 a parent repeatedly fails to provide a reasonable reason for their child’s absence. 

This follow up is recommended as an early intervention approach that may possibly identify 
an underlying issue affecting attendance which may differ from the explanation originally 
reported by the parent, or identify support the school can offer to assist the student’s ability 
to attend school. 
 
The impact of absences on a student’s educational attainment, achievement and 
development will depend on the: 

 number of days of absence 
 number of consecutive days 
 reason for the absence  
 time of year 
 age of the student 
 type of learning that will occur outside school. 



All these factors need to be considered in choosing appropriate follow up or intervention 
strategies. 
When following up absences, schools should: 

 further investigate the reasons for the student’s absence (the actual reason may 
differ to the explanation initially provided) 

 organise a meeting with the parent and a relevant teacher or other staff member at 
the earliest opportunity to identify the issues related to the non-attendance and to 
plan for improvement 

 ensure they notify a parent in writing each time the school considers they have not 
provided a reasonable reason for the absence.  

Attendance Support Group 

When student attendance issues are identified and it becomes apparent that a student may 
require ongoing intensive support in order to remain engaged in school, an Attendance 
Student Support Group should be convened by the principal (or nominee). The Attendance 
Student Support Group should be attended by: 

 the parent of the student 
 a parent’ advocate (if required) 
 a teacher (primary) or teacher(s) nominated as having responsibility for the student 

(secondary) 
 the principal or nominee (to act as chairperson)  
 the student (where appropriate) 
 relevant school based welfare staff (where appropriate). 

The Attendance Student Support Group may invite input from any other person with 
knowledge of the student or with information relevant to the educational or social needs of 
the student. Appropriate professionals from other agencies (such as youth workers or 
counsellors) may also attend with permission of the parent. 
 
All students in receipt of Program for Students with a Disability funding and students living in 
out-of-home care should already have a Student Support Group established. The existing 
Student Support Group should be used for attendance issues. 
 
The Attendance Student Support Group meetings should focus on: 

 Ensuring the parent is aware of the absences and understands the educational 
implications for the student 

 Identifying the reasons for the student absences 
 Working collaboratively to develop a Student Attendance Improvement Plan, and/or 

an Individual Education Plan 

 

 

           Reference 

Student attendance Guidelines 2014 DEECD 
http://www.education.vic.gov.au/school/principals/participation/Pages/attendance.aspx 



Student Absence Learning Plan  
Student Absence Learning Plans are implemented to support the education of students who are 
absent from school for an extended period.  Student Absence Learning Plans should be developed 
collaboratively by teachers, students and their parent.    
Student Absence Learning Plan must be developed for: 
 students who are planning extended absences from school, for example for a family holiday 
 students suspended for more than 3 days (refer to suspension guidelines for more information) 
 students subject to an expulsion appeal process (refer to expulsion guidelines for more 

information).   
 

Student name:  

Year level:    Date:     

Reason for absence: 
 
 

Date of last day of school: 
 
 
 

Date of return to school: 
 
 
 
 

Description of the educational program: 

 

Activities for the student to undertake while away from school: 

 

Outcomes for the student to achieve: 

 

 

Resources the student may find useful: 

 

 

Agreed role of parents/carers in supporting the absence learning program: 

Contact details for the student to stay in touch: 

School contact person: 

Signature of parent/carer: 

School phone number: 

 

Signature of principal: 

 
 


