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SACRED HEART GIRLS’ COLLEGE  
Student Attendance Policy  
_________________________________________________________________ 

 
Context 
Sacred Heart Girls’ College is a Catholic College striving to create a culture of learning in a Christ-centred disciplined 
environment. Our Mission Statement requires that we aim to foster a community where all are treated with respect 
and dignity.  The College recognises “that education is for life, instilling a desire for truth, compassion and justice”. 
 
Rationale 
Sacred Heart Girls’ College recognises the importance of school attendance.  Practices and supports are in place to 
monitor student attendance and respond to incidences where attendance is of concern. 
 
“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. 
 
Conversely, limited school participation is associated with a greater chance of dropping out of school, disruptive and 
delinquent behaviour and may lead to a cycle of rebellion against authority. These outcomes have later implications 
for employment, a range of health risk behaviours (drug and alcohol abuse), homelessness, poverty, welfare 
dependence, and involvement in the justice system.” (“School Attendance Guidelines” [Department of Education 
and Training Victoria.  2018. Pages 3 – 4]). 
 
 
Attendance expectations 
Student attendance includes involvement in programs conducted at school, offsite curriculum programs or other 
activity organised by the school (e.g. VET course, outdoor education program, work experience, etc).   Students are 
expected to attend school during normal school hours every day of term. In specific circumstances, a student may 
have an approved exemption from school attendance (e.g. ill-health, planned absence, etc). 
 
Exemptions may be sought where a student has not reached 17 years but will leave school upon completion of Year 
12, for other education, training or employment, or otherwise in their best interests; or is absent from school 
due to employment in the entertainment industry.  An exemption from compulsory school attendance 
requirements can be sought in accordance with the Act and applicable Ministerial Orders. 
 
Attendance expectations are noted in Appendix A. 
Attendance practices and strategies are noted in Appendix B. 
Parental responsibilities are noted in Appendix C. 
Responding to attendance concerns are noted in Appendix D. 
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Resources to support student Attendance 
Every Day Counts – Secondary Schools and Parents versions (DET) 
CatholicCare School Refusal Support 
 
References 
School Policy and Advisory Guide – Attendance 
Every Day Counts (Department of Education and Training) 
Catholic Education Melbourne – Student Support 
 
 

Policy updated: February 2020 

Approval Authority:   College Leadership Team 

Delegated Responsibility:  Deputy Principal – Student Wellbeing 

Policy Review:  December 2021 
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Appendix A:   Student Attendance Expectations 
Full attendance is expected, and such expectations are clearly communicated with students and families, provision 
of a safe, supportive and engaging learning environment, application of consistent and rigorous monitoring and 
recording of student absence, access to attendance data and supportive, early intervention for students at risk of 
poor attendance. 
 
The school will report annual rates of student attendance to the school community at least once a year and in 
accordance with funding requirements.  
 
The school day is from 8:30am (Morning Homeroom) – 3:15pm (Afternoon Homeroom). The exception is 
Wednesdays – as students are dismissed at 2:45pm to facilitate the staff professional learning program. 
 

The following is taken from the Student Planner (2020):  

The building blocks of a great education begin with all students coming to school each and every day. Whether the 
day’s program is classes or special year level/College event the academic, personal and social values of school is 
diminished by student absence.  Every student has the right to fully participate in College programs. 
 
Student Responsibilities  
It is each student’s responsibility: 
• To be present in her Homeroom punctually for roll call at 8:30am and 3:05pm (2:40pm on Wednesdays) and at 

other classes and activities as timetabled or directed.  
• To attend assemblies, Masses, Liturgies, forums, College sporting carnivals and other College activities.  
• To present a note from parent or carer to Homeroom Teacher to explain late arrival, early departure and/or 

absence from school. Rear section of student planner may be used for notes; even if reason is noted via PAM.  
• To provide a doctor’s certificate explaining an illness where:  

o The student is absent from an examination or School Assessed Coursework  
o The student is absent for a prolonged period of time (i.e. 3 days+).  
o To comply with the following procedures when leaving early 

 
Early Leaving Procedure  
• To provide a note from the student’s parent/carer explaining the reason for the student’s early departure  
• To have the note referred to above signed by the student’s Homeroom Teacher prior to the student departing 

and stamped by Year Level Leader  
• To sign out via the College Front Office  
 
To complete absence form prior to any planned absence exceeding one week. Form to be submitted to Principal 
with one term’s notice wherever possible. Form is collected from student’s Year Level Leader.  
 
VCE Attendance Expectations 
The following is taken from the Senior Student Planner (2020) and is in addition to general student attendance 
expectations: 
 
Regular attendance is of the utmost importance in ensuring that students have the best possible opportunity to 
achieve a successful result. Furthermore, regular attendance is an integral component of the authentication process. 
On any given day, where a student is unable to attend classes because of genuine reasons, for example, serious 
illness, the College must be notified by a parent/carer before 9:30am. An attendance record will be kept by the 
College. Teachers will keep records of class attendance. It is the student's responsibility to obtain and complete any 
work that was missed due to her absence.  
 
All VCE units require 50 hours of class time. The College requires all students to have a minimum attendance rate of 
85% to achieve this requirement. Failure to do so may result in a Not Satisfactory (N) result for that unit. The student 
will not be penalised for lack of attendance, for days absent that are covered by a medical certificate or other 
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supporting document regarding trauma (death or illness in the family) and days when the student is involved in an 
authorised College activity (sport or excursions).  
 
Family holidays are not considered approved absences and consent from the Principal is required. 
Any assessment task/s missed due to family holidays must be completed in order to meet a satisfactory completion 
of the Outcome but will be awarded a zero grade. When a student is absent from school for prolonged periods; or 
has been unable to complete all assessment tasks because of illness or other special circumstances, the school may, 
upon application from the student, grant special arrangements for school-based assessments.  
 
If a student is absent on a day when there is a scheduled SAC, SAT or exam for Units 1 - 4 studies, she must provide 
the College with a doctor’s certificate to support her absence. This certificate will apply to all SACs, SATs or exams 
for that school day. The absence will result in the student completing the SAC, SAT, exam or Make-Up assessment 
task at an alternative time as designated by the VCE Coordinator. If a student is also absent on the day of her Make 
Up SAC, SAT or exam, she will again require a medical certificate. Should a student be absent on assessment days, 
and she does not have a valid reason (medical certificate, attendance at College event, supporting evidence 
indicating family trauma), she will be required to sit the task at an alternative time, she will receive normal feedback 
on the task but will receive a 0% grade for reporting circumstances. The task/s may still count towards meeting the 
Outcome and the student will be awarded a satisfactory (S) result for the unit. Extended absences are of serious 
concern and may result in a Not Assessed (NA), or a fail (N).  
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Appendix B:  Practices and Strategies to Support Attendance 
Student attendance records 
• Accurate, timely and consistent roll marking 
• Class attendance recording is conducted for every class. 
• Records indicate if a student is present in class or attending a school approved activity (SAA). 
• All students have their attendance recorded, whether attending school full time or part time. 
• Students who arrive late or leave early use the sign in and out book at the Front Office 
• Students dismissed from First Aid into the care of a parent or the nominated delegate are recorded via First Aid 
• Monitoring of student attendance via SIMON  
 
Parent communication 
• Attendance expectations are detailed in Student Planner 
• SMS text sent each day for unexplained student absences as soon as is practicable (usually during Period 1 class 

time).  SMS is sent to parent/carer which includes a request for parent/carer to contact school to provide reason 
for student absence.  If no explanation is provided, the absence is noted as an unexplained absence. 

• Homeroom Teacher or Year Level Leader contacts the student’s parent/carer of attendance falls below 80% or 
the student is absent for more than 2 consecutive days without notification.  Similar parent contact is made 
when a student arrives late for school on a regular or frequent basis. 

 
Parent meetings 
• Attendance concerns may require meetings with parents and students.  The purpose of such meetings is to 

develop a shared understanding, to look at reasons for non-attendance, to consider attendance improvement 
strategies and discuss ways in which the family and school can work in partnership to improve student 
attendance. 

• Meetings are documented and records are shared with those present.  A copy is placed on the student’s 
records/SIMON student profile/student notes.  

• The focus is on support and positive, proactive strategies.  Interpreter services are available as required. 
• A Return to School meeting is held as a part of student management and support strategies and follows a 

significant absence from school (such as hospitalisation for medical or social emotional reasons). The student 
safety plan template is located on Knowledge Banks/Wellbeing for Learning. 

 
Student wellbeing concerns 
Initial concerns are managed by the Homeroom Teacher.  Parents and students are encouraged to contact the 
Homeroom Teacher in the first instance where there are concerns regarding factors impacting on student 
engagement and attendance. 
 
Matters may be referred to the Year Level Leader, College Counsellors, Deputy Principal – Student Wellbeing or 
Principal.  At times, parent contact may be directly to one of these nominated positions – this may depend upon 
severity of concern, preference or on-going management of an issue.  For more information regarding management 
of student wellbeing concerns, refer to the Student Wellbeing Policy. 
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Appendix C:   Parent Responsibilities 
Parents are required to ensure that their daughter attends school regularly and to provide a prompt explanation for 
any absence from school.  An unexplained absence is one where the parent has not provided an excuse or reason for 
the student absence. Parent notification of student absence may be via note, Student Planner, College Absence Line, 
studentattendance@shgc.vic.edu.au or Parent Access Module (PAM).  The school records all absence explanations. 
The school will determine if there is a need to follow up to ensure that the student’s education and wellbeing are 
being supported. 
 
It is expected that parents provide prompt notification and reasons for student absences.  Where possible, parents 
should notify the school in advance of an upcoming absence.  An absence form is required prior to any planned 
absence exceeding one week. Form is submitted to the Principal with one term’s notice wherever possible: form is 
collected from student’s Year Level Leader.  
 
Where there is a medical condition or mental health issue impacting upon student attendance, parents are 
encouraged to work collaboratively with relevant College staff to facilitate student learning and wellbeing. 
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Appendix D:    Responding to Attendance Concerns (School Attendance Guidelines) 
Schools have limited influence over many of the factors that impact student attendance.  Having an understanding 
of the cause of absences is critical to identifying the appropriate intervention. Responding in a timely manner and 
working in partnership with students and their families is the most effective way to manage absences and 
disengagement and reduce the chances of long-term issues. 
 
Sacred Heart Girls’ College will implement strategies to improve individual student attendance where: 
• Attendance record is having a negative impact on learning, wellbeing and social development 
• There is repeated late arrival  
• A student is 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 excuse. 
Source: Enrolment, Attendance and Behaviour. Department of Education and Training website. 2018. 
 
Strategies to support attendance will vary according to individual student’s circumstances, age and educational 
experience.  School staff will work in partnership with the student, family and community agencies.  The focus to 
support attendance may be on re-engagement or creating pathways – again, depending upon the student’s age and 
situation.  
 
Students may be referred to a school or community mental health or wellbeing agency if there are behavioural, 
health or social issues impacting on attendance. 
 
Orange Door or DHHS Child Protection 
If absence indicates a concern for student safety, the response may focus on Child Safe considerations. 
 
Prolonged absence from school, patterns of absence from school, or the level of parental support for a student’s 
attendance at school may raise concerns about cumulative harm to a young person, or concerns that the young 
person and their family need the assistance of family services.  An initial response may be to refer the family to 
Orange Door.  A report to DHHS Child Protection is made when a belief has been formed that the student has 
suffered or is at risk of suffering significant harm or is in need of protection (processes are in line with PROTECT 
protocols and Child Safe Standards).  
 
School Refusal 
It is important to respond to early warning signs to reduce the chances of reluctance to attend school developing 
into student disengagement, school refusal and long-term mental health problems. 
 
Individual attendance issues can be underpinned by more complex and ingrained social and emotional social and 
emotional factors.  These may be associated with other behaviours and falling attendance may be an early warning 
sign.  School refusal support is case managed by the College Counsellor working in collaboration with the student 
and her parents, Deputy Principal – Student Wellbeing, Year Level Leader, Homeroom Teacher and external mental 
health agency or practitioner. 
 
Support for students at risk of, or demonstrating poor attendance is provided by: 
• Monitoring attendance  
• Responding to attendance concerns (patterns of non-attendance or late arrival/early departure, parent contact, 

contact from agencies).  Responses will vary according to the student and needs presented and may include, but 
not limited to, school meeting, learning support, referral to mental health or social support agency, 
individualised approaches to learning, negotiated attendance expectations). 

• Working with students and their families, with mental health and/or social support agencies (such as mental 
health services and practitioners, CatholicCare, youth and family support agencies and hospitals). 

• School return program (meeting, setting of individual attendance and learning goals, monitoring, ongoing 
mental health/social support) 
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Excusing and Not Excusing Absences 
“Principals can consider the excuse given for an absence and use their discretion to decide if the parent has a 
reasonable excuse for not meeting their legal obligations ('excused absence') or does not have a reasonable excuse 
('unexcused absence'). 
 
The process for making a decision about student absences involves the Principal: 
• considering a request from a parent to approve an absence 
• exercising their discretion as to whether or not to excuse or not excuse the absence 
• notifying the parent if the absences have not been excused. 
 
In exercising discretion, the Principal may take the following considerations into account: 
• whether the absence has a reasonable excuse, or is entitled to an exemption, under the Education and Training 

Reform Act 2006 
• whether the student should do some learning activities during the absence  
• 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 to apply for an 

exemption. 
 
In general, it is expected that the Principal may excuse 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, including a student required to 

attend Sorry Business 
• 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  

 
In general, the Principal would not be expected to excuse 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.”  
Source: School Attendance Guidelines. 2018. Pages 11 – 12 
 
Truancy 
Truancy is where a student is absent from school due to their disobedience or non-compliance and not due to any 
fault of the parent.  It is an indicator of disengagement and requires a collaborative response from the school and 
family. Truancy is considered a reasonable excuse for a parent. In deciding to accept this explanation the Principal 
must consider the age of the student, previous attendance record of the student and the parent's capacity to 
influence and control the student's behaviour.  If the Principal is not satisfied that the student has not solely 
decided to be absent, the absence is regards as an unexcused absence.   
 
School Attendance Officers 
Amendments to the Education and Training Reform Act 2006 (ETRA) allow Government and non-government 
principals to refer a student to a DET School Attendance Officer if there is an issue of non-attendance which results 
in an Infringement Notice being issued.  Such actions are in accordance with the DET and CECV agreed processes and 
are considered to be a very last resort option and principals have the capacity to use their discretion in deciding 
whether or not to escalate school non-attendance to this level as absences may be managed at the school level. 
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The overall attendance and absence management may be summarised as follows: 
 

 
Source: “2015 Flowchart – Role of Catholic School Principal and DET Attendance Officer.”  
 
 


