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Attendance Policy

Purpose:

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

The purpose of Whittlesea Secondary Colleges’ Attendance policy is to:

e Ensure all children of compulsory school age and are enrolled at our College, attend every day the
College is open for instruction, during normal school hours.

e Ensure Whittlesea Secondary College students, staff and parents/carers have a shared
understanding of the importance of attending the College

e Explain to College staff and parents/carers the key practices and procedures Whittlesea Secondary
College have in place to:

1. support, monitor and maintain student attendance
2. record, monitor and follow up student absences.

Scope:

This policy applies to all students at Whittlesea Secondary College. This policy should be read in
conjunction with the Department of Education’s School Attendance Guidelines.

It does not replace or change the obligations of Whittlesea Secondary College parents/carers and College
Attendance Officers under legislation or the School Attendance Guidelines.

Definitions:

Parent — includes a guardian and every person who has parental responsibility for the child, including
parental responsibility under the Family Law Act 1975 (Cth) and any person with whom a child normally or
regularly resides.
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Policy:

Schooling is compulsory for children and young people aged from 6 to 17 years (unless an exemption from
attendance or enrolment has been granted).

Daily attendance is important for all children and young people to succeed in education and to ensure they
do not fall behind both socially and developmentally. School participation 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 that set them up for further learning and participation in
their community.

Students are expected to attend Whittlesea Secondary College during normal school hours every day of
each term unless:

e there is an approved exemption from school attendance for the student

e the student has a dual enrolment with another school and has only a partial enrolment in
Whittlesea Secondary College

e the student is registered for home schooling and has only a partial enrolment in Whittlesea
Secondary College for particular activities.

Shared Expectations and Responsibilities:
Both schools and parents have an important role to play in supporting students to attend school every day.

Whittlesea Secondary College believes all students should attend school all day, every day when the
College is open for instruction and is committed to working with its school community to encourage and
support full school attendance.

Our College will identify individual students or cohorts who are vulnerable and whose attendance is at risk
and/or declining and will work with these students and their parents to improve their attendance through
a range of interventions and supports.

Students are committed to attending Whittlesea Secondary College every day, arriving on time and are
prepared to learn. Our students are encouraged approach a teacher and seek assistance if there are any
issues that are affecting their attendance.

Whittlesea Secondary College parents are committed to ensuring their child/children attend school on
time every day when instruction is offered, to communicating openly with the school and providing valid
explanations for any absence.

Parents will communicate with the relevant staff at Whittlesea Secondary College about any issues
affecting their child’s attendance and work in partnership with the school to address any concerns.

Parents will provide a reasonable explanation for their child’s absence from the College and endeavour to
schedule family holidays, appointments and other activities outside of College hours.
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Supporting and Promoting Attendance

Whittlesea Secondary College’s, Student Wellbeing and Engagement Policy supports student attendance at the
College.

Recording Attendance
Whittlesea Secondary College must record attendance in every class. This is necessary to:

e meet legislative requirements

e discharge Whittlesea Secondary College’s duty of care for all students

e meet Victorian Curriculum and Assessment Authority requirements for VCE, VET and
VCEVM students

Attendance will be recorded by the classroom teacher at the start of each lesson/period using Compass.

If students attend a College- approved activity, the teacher in charge of the activity will record them as
being present.

Recording absences

For absences where there is no exemption in place, a parent must provide an explanation on each occasion
to the College.

Parents should notify Whittlesea Secondary College of absences by:

e Contacting reception if it is an unplanned absence, informing the classroom teacher if it is a
planned absence
e Logging the reason for the absence via COMPASS, before 10:00 am.

If a student is absent on a particular day and the College has not been previously notified by a parent, or
the absence is otherwise unexplained, Whittlesea Secondary College will notify parents by SMS. (Text
message)

Whittlesea Secondary College will attempt to contact parents as soon as practicable on the same day of
the unexplained absence, allowing time for the parent to respond.

If contact cannot be made with the parent (due to incorrect contact details), the school will attempt to
contact any emergency contact/s nominated on the student's file held by the College, where possible, on
the day of the unexplained absence.

Whittlesea Secondary College will keep a record of the reason given for each absence. The Principal will
determine if the explanation provided is a ‘reasonable excuse’ for the purposes of the parent meeting
their responsibilities under the Education Training Reform Act 2006 and the School Attendance Guidelines.

If Whittlesea Secondary College considers that the parent has provided a ‘reasonable excuse’ for their
child’s absence the absence will be marked as ‘excused absence’.
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If the school determines that no reasonable excuse has been provided, the absence will be marked as
‘unexcused absence’.

The Principal has the discretion to accept a reason given by a parent for a student’s absence. The Principal
will generally excuse:

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

e Bereavement or attendance at the funeral of a relative or friend of the student, including a student
required to attend Sorry Business

e School refusal, if a planis in place with the parent to address causes and support the student’s
return to the College

e Cultural observance if the parent/carer notifies the school in advance

e Family holidays where the parent notifies the school in advance

If no explanation is provided by the parent within 10 school days of an absence, it will be recorded as an
‘unexplained absence’ and recorded on the student’s file.

Parents will be notified if an absence has not been excused.
Managing Non- Attendance and Supporting Student Engagement and Wellbeing

Where absences are of concern due to their nature or frequency, or where a student has been absent for
more than five days, Whittlesea Secondary College will work collaboratively with parents, the student, and
other professionals, where appropriate, to develop strategies to improve attendance, including:

e Implementing a Return to School Plan

e Implementing an Individual Education Plan

e Assessing if a modified timetable is required

e Implementing a Student Absence Learning Plan for students who will be absent for an extended
period

e Arranging for assistance from relevant College staff and support services

Whittlesea Secondary College understand from time to time that some students will need additional supports
and assistance, and in collaboration with the student and their family, we will endeavour to provide this
support when it is required.

Whittlesea Secondary College Attendance Process: Refer to Appendix 1.
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Referral to School Attendance Officer

If Whittlesea Secondary College decides that it has exhausted strategies for addressing a student’s
unsatisfactory attendance, we may, in accordance with the School Attendance Guidelines refer the
non-attendance to a School Attendance Officer in the North-Western Regional Office for further action.

If, from multiple attempts to contact a parent, it becomes apparent that a student will not be returning to
the College, the Principal may make a referral to a School Attendance Officer if:

e the student has been absent from school on at least five full days in the previous 12 months where:
= the parent has not provided a reasonable excuse for these absences; and
= measures to improve the student's attendance have been undertaken and have been
unsuccessful
e the student’s whereabouts are unknown and:
= the student has been absent for 10 consecutive school days; or

= no alternative education destination can be found for the student.

Communication:

This policy will be communicated to our school community in the following ways:

e Included in staff induction processes and staff training

e Available publicly on our school’s website and/or via COMPASS
e Included in staff handbook/manual

e Discussed at staff briefings/meetings

e Included in transition and enrolment packs

e Discussed at parent information nights/sessions

e Discussed at student forums

e Hard copy available from school administration upon request

Related Policies and Resources:

e The Department’s Policy and Advisory Library :https://www2.education.vic.gov.au/pal/attendance/policy

e The Department’s Attendance Guidance: https://www?2.education.vic.gov.au/pal/attendance/guidance

e School Exemption: https://www?2.education.vic.gov.au/pal/exemption-school-attendance-and-
enrolment/policy

e Education and Training Reform Act 2006 (Vic)

e WSC Student Wellbeing and Engagement Policy: Student Wellbeing and Engagement Policy

Page | 5


https://www2.education.vic.gov.au/pal/attendance/policy
https://www2.education.vic.gov.au/pal/attendance/guidance
https://www2.education.vic.gov.au/pal/exemption-school-attendance-and-enrolment/policy
https://www2.education.vic.gov.au/pal/exemption-school-attendance-and-enrolment/policy
https://whittleseasc.vic.edu.au/wp-content/uploads/2025/05/Student-Wellbeing-and-Engagement-Policy-May-2025.pdf

College Policy

Whittlesea
Secondary College

)

Appendix 1:

B0 BIURPUSR &g 1oeu00 fousbiews oyupiendusied o) spRw 198100 STy
‘ .Aa_u BIUGROE uo:_ﬂ._n_xn:: L BEY USRS B USWAY

SSRAWDD UT FUTIE N8 oISy

. suRwSAnba 5. eouas ed amug&whﬂmﬁgn—ﬁg

B0 BOUERUSIIY 100G B o IEAejoy 885 aaye 1euaBal 243 0) SRIEMIO) BUE U USWINI0E [BLajE L o edipug
UOENNEUDD AIEpUDI8S pUR s3aspe 550Ul pue Sorod Jo) wea) Juswabetug u.!awﬁmn._._wg.nnfﬂ W 130 12Ejuoa o) jed|oupd

BT BOUERUSIY [004TS UBLILECE] SU) O PRIRIEIES USAG B8N IS11BW aY) 18U sueipient; slussed Bursinpe ediound sul A0 Juss seye) g efiels
isbiEuB|y 856D AUL A0 1830 SIUEPUENY JUBLLEDAE SY) O] SPEW 5] JBUSIEI Y

1321J0 @2UBpUANY 100YDS JuaWIedaq ay) 01 1e113)3Y -SAVA 0F

SEROLI0T LD SUCHIR R PIDISY -
wies) Bumanan, #4148 SisL 00U ST Suayd/suonensuns ARAUGISEE Uik SNUQUDT -
ys0d pausisiia) B uss 80 0) SF SARP £ Uk puadsa) 0] pRInbad sie SRR -
Y0 FIUEPURIY 90435 0] PALEIE) A AR STRW sy) URwesus 51 siay) ssaln Busipe Buessw dnos to.m_n_zm WERMS FUMALHY U I0j 00135
S i EEw of furpaddo Buay o aye 1ediaupg A juss pue peabls aq o) pees)o eesdng pue ususasil e Busueuswns ueipenEuaied o] g spe .
PRIEHE oddne OIS 10 555 =
spoddns [Fusps puE umpienBiusied uespns JUERE HOH Busgay duyseees Busow papnpuca dnou poddng ssuepusiy -
5ARP A2uRsOR pasouddeun OF SR JUSEAIS F URLM 5IN390 SI4] -

2unasy dnoig 1oddns souepuany -SAYA 0Z

spqeandde j) voissafiod femyed Bupebas wea) smaeg woy peo avoyd dpaapy =

Ama) auen -g dag, -n._iu.._nn_la-i_.ﬁn::nanHnO LT PRROIEH

sayaea) Bupea A peaiduwos 8 o paaya .

liedizug pumsissy 1eyses | Bupea ‘ssnoy jo peeH) AIRY 90 ©f Bugeap RauepuERy .

soayas sEues sappwapesauste demyged | ECRSWETET I

paiaya pawstebug Busqia pur pocdng ewapg -

umpend juaied § juapngs (Fqeandde )| e 'HOH ‘Busanas ‘dysepes Busoa Bunssw wea ) sed punasy deiyy e
shep aouasqe pascuddeun g PRy SEUY JUSEN]S B USLM SIN030 SIY) =

syoddns punose deipy/3unasiy wea) aled) -SAYA ST

[BEN0H jo pRa -G O3S, 88 SIUBRPUaRY, Japun ssedwos un papicaay

SEN0H |0 PEEH 4G pREIdWIND B0 0] € J8RET

apmadde || sH0UsER BRSO (RS SN

AENHdR || wUSR SAEMYE 5I8aIED

wawsbebua aseaiau o) parEdwes R4 JUaWaacshu| SIURpURLY ARPUDDAS,

P8y &0 O} Jaquisul

wies) BUSanEa, § #5N0H j0 PEaH Wi Bunssy OS5 URPIRnEuaIed o] BpFW 192 SUDUY
SARP 39UaEAR pancddeun § Ry 58U LUSENIE B USUM SINGI0 SI4L

s12a1eD) B 3ulaq))aM ‘@SNOH JO peaH -SAYd 6

LHYHI MOTd
JONVANILLY
AN3IANLS

Mgy -E dagg, 5B SIURpUSNY, JEDUN SERCWeS VO BERA ISy

Anug apusaD Jad e pagelducs &g o) Bues [ROD asepUEEY

13yaes] w428y g uepeent fuaied o) BpRW PRI BUOL

T IBPAT 551S1WI0D JRING BUEPLESY BEN0H JO PRAH SR PR S5IUSSGR SHIR SBIHID SIUEPLESIY
SARP SIUASGR pRAcIOdRUn § DR SR JUSEN]S B USLIA SIN330 SILL

Jayoea] ul-y2ayd -sAvas

FENOH |9 PERH -F 4315, 57 SOURPUSNY, J5PUN SERHW0T U0 BPRRIISH
m—-a.&:m JBE0-R 10 0 IS0 SEEFI)|

SOURpUARE aERaI 0] 2aiBawns apwoud 'FoussqR Jo) unsea) ajRBEas|
aEnod o peal Ag uepmnt juaied oy apew 3 SUoLY

ShEp 201350 RRAcsddREN ¢ DRY SEY JUBRNIS B SN 5IN23S SILL

asNoH Jo peaH -SAVA £

CECEE R

ARDURD FMEPUAY -Z HRIS, SF SIUBPUSIIY, IFPUN SRGELLDD 1D PIDDSY
aqiseod )| paumEaun

SARR J0 UDNEIYNDA) PUE USHEDYLETD "URIpIENEjusied 0] SpEw 80 0] J9RN0TD
SAFp S0USS0E PRAoICRUN £ PRy SRY JUBPNE B USYM 5000 581

1821}JQ =2JuEepually -SAVA £

SERCLAT UD PP DY
SOUSRR PAUMECAUN SERIPRT O]

.

.

1331}J0 SJUBpUSNY -AYA T

Page | 6



‘ Whittlesea

Secondary College

College Policy

Policy Review and Approval:

Policy last reviewed

May 2025

Consultation Group

Student Wellbeing
Principal Executive

Approved by

Principal

Next scheduled review date

May 2028
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