
Attendance Policy 2025 1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Belmont City College 
Attendance Policy 

2025 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Attendance Policy 2025 2 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Content Page 

1 Policy Statement 3 

2 Policy Rules 3 

3 Definitions 3-4 

4 Procedures 4-8 

5 Managing Student Attendance -  Staff Roles & Responsibilities 8-9 

6 Managing Student Attendance – Student & Parent Roles and 
Responsibilities. 

10 

7 Encouraging Attendance – Benefits for All 10 

8 Importance of Regular Attendance 11-12 

Appendix A DoE Attendance Intervention 1 Flow Chart 13 

Appendix B DoE Attendance Intervention 2 Flow Chart 14 

Appendix C Attendance Letter 1 15 

Appendix D Attendance Letter 2 16 

Appendix E Attendance Letter 3 Case Conference Request 17 

Appendix F Attendance Letter 4 – Letter to Parent from Principal Advising of 
Consultation with Regional Office 

18 

Appendix G Attendance Letter 5 – Letter to Parent from Principal Advising of 
Requirements of the Education Act and Request for Panel 

19-20 

Appendix H Sample Attendance Improvement Plan  21-26 

Appendix I Student Services Referral 27-28 



Attendance Policy 2025 3 

1. POLICY STATEMENT 
 

The Department of Education monitors and manages student attendance in order to 
maximise the opportunities of all students to learn. 
 
 
2. POLICY RULES 

Principals will manage student attendance in accordance with the Student Attendance 
Procedures. This includes:  
• maintaining accurate attendance records;  
• responding to Department requests for reporting and disclosure of attendance data;  
• managing alternative attendance arrangements where these are appropriate;  
• addressing student absence;  
• developing plans for students with persistent absence; and  
• retaining all relevant documentation.  
 
Regional Executive Directors will assist in the management of cases of persistent student 
absence in accordance with the Student Attendance Procedures. 
 

 
3. DEFINITIONS  

Attendance Panel  
 
Is appointed under the School Education Act 1999 (the Act) to address the persistent non-
attendance of a student. The function of the panel is to provide advice and assistance to 
students and parents in order to secure attendance and, in the event of non-compliance by a 
student or parent, to issue a certificate required prior to the commencement of a prosecution 
of a parent under the Act. 

Authorised Absence 

An absence where the reason provided by the parent is considered to be legitimate and 
deemed acceptable by the principal.  

Documented Plan 

An umbrella term used to describe a range of ways of catering for the educational needs of 
individual or smaller groups of students with identified needs. It is primarily a teaching and 
learning planning document, and it identifies short to medium term educational outcomes. 
Documented plans may take a variety of forms, including:  
• Individual Education Plans (IEP);  
• Individual Behaviour Support Plans (IBSP);  
• Individual Transition Plans (ITP); 
• Risk Management Plans (RMP); and 
• Attendance Improvement Plans (AIP).  

Parent 

In relation to a child, means a person who at law has responsibility for the long-term care, 
welfare and development of the child; or the day-to-day care, welfare and development of 
the child.  
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Students Whose Whereabouts is Unknown (SWU) List   
 
A list, usually referred to as the SWU List, containing the names of children who are missing 
from schools and educational programs in Western Australia. This list is distributed by the 
Department to administrators in non-government schools and some other agencies by 
agreement. 

 
 

4. PROCEDURES 
 
Attendance Records 

The principal will:  

• keep accurate attendance records for every student enrolled at the school (including 
attendance at both morning and afternoon sessions for Kindergarten, Pre-primary and 
Primary students, and every lesson/period for Secondary students) that are able to be 
reproduced in a written form;  

• record whether a student’s absence was authorised or unauthorised;  

• issue a leave pass to a student  who has been granted permission to leave the school 
unaccompanied by a responsible adult; and  

• record a student as:  

• present for a half day when the student has attended at least two hours of 
instruction; and  

• present if they are on a school-approved activity or attending off-site under a 
section 24 arrangement.  
 

Guidance  
• A full description of the SIS Lesson Attendance codes used to record student attendance is provided 

online.  
• For information about the use of leave passes refer to Standardised Leave Passes.  

 
Retention of Records 

The principal will:  

• retain attendance records in accordance with the School Education Regulations 2000 
and the Retention and Disposal Schedule for Department of Education School, College 
and Campus Records; and  

• retain documentation of all contact and intervention strategies implemented in 
addressing a student’s absence.  

 
Reporting and Disclosure of Attendance Data 

The principal will:  

• comply with requests from their education regional office and Central Office to provide 
information on student attendance; and  

• include the attendance data of every student enrolled in response to requests for school 
attendance data (for example, participation in the Attendance Data Collection).  
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Guidance  
Principals should seek advice from an appropriate education regional officer regarding requests for 
individual or group attendance data from an external agency. 
 
Alternative Attendance Arrangements Under Section 24 of the School Education Act 

Where it is deemed to be in the best interests of an enrolled student to undertake an 
alternative course or program, the principal of the school in which the student is enrolled will:  

• only enter into a section 24 arrangement where a student will undertake a program 
provided by another school or training organisation, and where the combination of 
arrangements equates to full-time attendance;  

• formalise an alternative attendance arrangement for the student in accordance with 
section 24 of the School Education Act 1999;  

• approve the section 24 arrangement and end date the arrangement;  

• issue a Certificate of Approval: Alternative Attendance Arrangement (Section 24 
Arrangement) outlining the details of the alternative attendance arrangements;  

• appoint a school-based case manager to monitor the arrangement and to work in 
consultation with the student, the parents of students under the age of 18 and the 
alternative school or provider;  

• confirm that the duty of care provision for the student meets Department requirements; 
and  

• record the student’s attendance using the E code and provide the student with a Leave 
Pass.  

 

Guidance  
• A section 24 arrangement is used for students who are temporarily attending another school or 

who wish to undertake an alternative attendance arrangement for short term programs provided 
by another school or training organisation away from the student’s current school. The formal 
agreement in writing between a principal and parent of a student under the age of 18, or student 
who has turned 18, allows the student to participate in an educational program delivered by a 
third party. This is not required for VET in School programs.  

• Section 24 arrangements may include courses provided by a State Training Provider, a private 
Registered Training Provider (RTO),a Community Based Course, the At-Risk-School-Aged 
Students programs, engagement with School of Special Educational Needs: Sensory and 
Medical/Mental Health or temporary attendance at another school.  

• The principal should review the alternative attendance arrangement in cases of persistent student 
absence. A formal meeting will normally be required. Refer to Restoring Attendance.  

• Vocational Education and Training Courses including VET in Schools (VETiS), School Based 
Apprenticeships (SBA), School Based Traineeships (SBT), Aboriginal School Based Training 
(ASBT), Pre-Apprenticeships in Schools (PAiS) or Workplace Learning (WPL) which are part of 
the educational program of the school and contribute to a student’s Western Australian Certificate 
of Education (WACE), do not require a section 24 arrangement.  

• Students in Years 11 or 12 are able to participate in an approved full-time option other than 
school under a Notice of Arrangements. Refer to the Participation website. 

• Refer to Guidelines for Section 24, Alternative Attendance Arrangements for further information 
on alternative attendance arrangements.  
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Access to the Curriculum for Students with Illness and/or Health Conditions  

Where a student has a mental or physical illness and/or health care needs which may impact 
on their ability to attend the usual school site, the principal will:  

• inform the parent of a student under the age of 18 and the student of the student’s right 
to an educational program and actively engage the parent and the student in negotiating 
access to a relevant program;  

• arrange access to an educational program for a student who has a physical and/or 
mental health condition and/or health care needs and who cannot attend the regular site; 
and  

• follow the procedures described in School of Special Educational Needs: Medical and 
Mental Health (SSEN:M&MH).  

 
Guidance  
• SSEN:M&MH teachers provide in-home educational support to school students in the 

metropolitan area who cannot attend school for medical reasons. The program targets students 
likely to be absent from school for more than 10 days who have a medical certificate.  

• For further details refer to School of Special Educational Needs: Medical and Mental Health.  
 
Student Absence 

The principal will:  

• request a reason for a student’s absence be provided to the principal’s satisfaction;  

• where a student is participating in a section 24 arrangement, manage the student’s 
attendance in conjunction with the alternative school or provider; and  

• where a student’s attendance is below 90% or is identified as a concern: 

o investigate the reasons for the student’s absence;  

o organise a parent/teacher meeting and/or case conference at the earliest 
opportunity to identify issues concerning the student’s absence; plan 
improvement strategies; and  

o include identified attendance improvement strategies in a documented plan.  
 

Guidance  
• The School Education Act 1999 requires that an explanation of a student’s absence is provided 

within three school days from the start of the absence.  
• For procedures which apply for students who cannot be contacted or located refer to Section 

3.4.1 Missing Students - Students Whose Whereabouts are Unknown.  
• Badged Attendance Officers assist in the management of student absence. For information about 

the authorisation and designation of Badged Attendance Officers refer to Badged Attendance 
Officers.  

• For further information on developing attendance improvement plans refer to Restoring 
Attendance, Consultation Phase Support.  

• Principals should request a medical certificate for prolonged absences that are due to sickness or 
injury. 

• The Attendance Intervention 1 Flowchart describes steps in the process of managing student 
absence.  
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Persistent Student Absence  
 

The principal will develop and implement an attendance improvement plan consisting of:  

• a consultation phase;  

• a formal meeting phase if attendance is not successfully restored through actions taken 
as a result of consultation; and  

• a process to monitor and review engagement with any plan or agreement developed in 
the formal meeting.  

 
The principal will document all intervention strategies used to address a student’s absence, 
so that, should it become necessary to proceed to prosecution, it can be clearly established 
that all reasonably practicable steps to restore attendance have been taken.  

Where absence persists, the principal will offer the option of an attendance panel to the 
parent, the purpose of which is to provide advice and assistance to restore regular 
attendance (refer to Guidelines for Attendance Panels). 
 

Guidance  
• The principal should consider whether the persistent absence places the child or young person at 

suspected risk of harm and/or what other elements of risk to the student’s wellbeing may be 
indicated by persistent absence from school.  

• In the formal meeting phase, the principal offers the parent the opportunity to:  
o enter into a Responsible Parenting Agreement; or  
o avail themselves of the advice and assistance which an attendance panel may provide.  

• The Regional Executive Director or Independent Public School principal should also refer the 
student’s case to the Department for Child Protection and Family Support in circumstances 
where:  

o the offer to convene an attendance panel is not accepted by the parent; or  
o an attendance panel is convened but the advice and assistance it provides is not 

successful in restoring attendance.  
• For further information about consultation and formal meeting phases, refer to Restoring 

Attendance.  
• The Attendance Intervention 1 and Attendance Intervention 2 flowcharts describe steps in the 

process of addressing persistent absence.  
• Before prosection can be considered, parents must at least have been offered the option of an 

attendance panel. For further information about the prosecution of parents refer to Guidelines for 
Prosecution.  

 
 
Missing Students – Students Whose Whereabouts are Unknown (SWU) 
 
If a student cannot be located within 15 days of the start of an absence, and their parent/s 
cannot be contacted, the principal will:  
 
• complete an SWU Request form and email it to the Student Tracking Coordinator at 

Student.Tracking@education.wa.edu.au; and  
 

• retain the student on the school’s current enrolment register until email notification is 
received from the Student Tracking Coordinator that the student has been placed on the 
SWU list 
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Guidance  
• A student can be regarded as ‘missing’ when, within 15 days of the start of an absence, they 

cannot be located, their parent/s cannot be contacted, and the school has not received advice 
that the student is being educated elsewhere.  

• The Student Tracking Coordinator processes the request and informs the school by email within 
15 school days of receiving the request.  

• For further information refer to the Students Whose Whereabouts are Unknown Guidelines.  
• The Students Whose Whereabouts are Unknown Flowchart describes steps in this process.  
 
 
5. MANAGING STUDENT ATTENDANCE – STAFF ROLES AND RESPONSIBILITIES 
 
Year Level Attendance Responsibilities  

1. Year 7 Coordinator – Trent McPhee 
2. Year 8/9 Coordinator – Luke Kealley 
3. Year 10/11/12 Coordinator – Amy Moncada 

 
 
Learning Area Teacher 

1. Record attendance roll using Academy 20 minutes into the lesson. Teachers can 
make adjustments as required until the end of the period e.g. recording lates up until 
the siren at the end of a period.  

2. Where a student arrives late to class, the lateness should be recorded in Academy 
using the ‘late’ button and the time of arrival recorded. Students are to hand any late 
notes to the attendance window prior to class (or at their earliest convenience). 

3. Follow up lateness at a classroom and learning area level by working with the 
student and parent as required to resolve the issue.  

4. Refer persistent lateness to the Head of Department (HoD) and relevant Year 
Coordinator.  

5. Work the the HoD, Coordinator, student and parents/carer to resolve the issue of 
lateness. 

6. Refer any student suspected of being truant to the HoD, Attendance Officer and 
relevant Year Coordinator.  

7. Work with the HoD, Coordinator, student and parent/carer to resolve the issue of 
truancy. 

8. Follow the procedures outlined in any Documented Plans with respect to absences 
from class. 

9. Ensure all actions/plan/information regarding attendance and truancy are recorded in 
SIS. 
 

Heads of Department  
1. Ensure teaching staff are aware of their attendance roles and responsibilities. 
2. Assist Learning Area Teachers with issues of truancy (including lateness). 
3. After following up at a learning area level, refer ongoing truancy or absences to the 

relevant Year Coordinator and Year Level Manager. 
4. Ensures all actions/plans/information regarding attendance are recorded in SIS. 
5. For students with a Risk Management Plan follow the procedures outlined in the plan 

in case of absence. 
 
Year Coordinators  

1. Monitor Year Level overall attendance in consultation with the college Attendance 
Officer and relevant Year Level Manager.  

2. Liaise with AIEOs, Follow the Dream, Clontarf and Stars regarding attendance follow 
up of Aboriginal and Islander students. 

3. Send Letter 1 informing the parent/guardian that their child’s attendance has fallen 
below 90%. 

4. Issue relevant documentation to improve attendance- Period by Period Check, 
Attendance Improvement Plan, Attendance Monitoring Sheet. 
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5. For ongoing truancy or absence resulting in further decline in a student’s attendance 
percentage send Letter 2 and adjust the existing documentation or develop an 
Attendance Improvement Plan with the student and parent/guardian. 

6. Organise and conduct Case Conference (Letter 3) with key stakeholders if 
attendance issues persist.  

7. Adjust ay attendance plan in consultation with all stakeholders.  
8. Consult with Year Level Manager and Regional Office (if appropriate) if attendance 

issues are persistent. Offer attendance panel if appropriate.  
9. Organise Section 24 or Exemption forms for students in Years 10-12 who have left 

school for specific reasons. Place in appropriate Form Roll or former roll as required. 
10. Refer Year 11 and 12 students whom have left seeking work or further training to 

Participation. Place in appropriate Form Roll. 
11. Conduct a home visit to students who are not attending school, with no success 

contacting parents/carers.  
12. Begin the Students Whereabouts Unknown (SWU) referral process students whom 

have not attended for 15 Days and for whom no contact can be made with or the 
parent/guardian is unaware of their whereabouts. Complete referral within 15 days. 

13. Ensures all actions/plans/information regarding attendance are recorded in SIS. 
14. Ensures copies of any Attendance Improvement Plan or other plans/information 

relating to attendance and student wellbeing are distributed to relevant staff and a 
copy stored in their central student file. 

15. For students with a Risk Management Plan follow the procedures outlined in the plan 
in case of absence. 

 
Aboriginal and Islander Education Officers 

1. Monitor Aboriginal and Islander overall attendance. 
2. Conduct home visits to ascertain whereabouts of students as directed by the relevant 

Year Coordinator, Year Level Manager or Associate Principal. 
3. Refer students with increasingly declining or rapidly declining (e.g. non-attenders) to 

Year Coordinator and Year Level Manager. 
4. Attend Case Conferences with key stakeholders if attendance issues persist. 
5. For students with a Risk Management Plan follow the procedures outlined in the plan 

in case of absence. 
 
Attendance Officer 

1. Monitor Daily Absences. 
2. Update attendance data changes received via email from teachers. 
3. Call/text the parent/guardian of students who are absent without a reason. 
4. Refer on going consecutive absences to the relevant Year Coordinator and Year 

Level Manager. 
5. Generate, and email Late, Absence & Truancy Reports for each year group. 
6. Track teachers that do not record attendance, notifying the teacher and the HoD if a 

roll is not marked. 
7. Refer ongoing lack of data return to Year Level Manger and Associate Principal.   
8. Produce Letters 1,2 & 3, Letters of Concern, Attendance Reports etc. at the request 

of the Year Coordinator or Year Level Manager. 
9. Phone parents 
10. For students with a Risk Management Plan follow the procedures outlined in the plan 

in case of absence. 
11. Records all actions on SIS Attendance module, this includes contacts with guardians 

and attempted contact with guardians. 
12. Maintain Attendance Records in accordance with the Department of Education’s 

Attendance Policy. 
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6. MANAGING STUDENT ATTENDANCE - STUDENT AND PARENT ROLES AND 
RESPONSIBILITIES 
 
Staff can discuss these points with students and parents when contacting them with 
attendance concerns. 
 
 
Student:  

1. If a student is going to be late, they should request a late note from their parents on 
that day and give it to the attendance officer when they arrive to school, or at their 
earliest convenience. If it is not possible to get a note that day (e.g. parents at work) 
they should provide it to the attendance officer the following day. 

2. Students who are late are to proceed to their period one class.  
3. A student that is absent should provide an absentee notes or Medical Certificate 

directly to the attendance officer. 
4. Students can only leave school early if they have permission from their 

parent/guardian to do so. This may be in written form or a phone call.  
5. Students who are leaving early with permission are to ‘sign out’ with the attendance 

officer at the attendance window. The attendance officer will provide them with an 
exit pass to show staff and police if requested. 

6. Students on a transitional timetable are to sign out at the attendance window prior to 
leaving school grounds and will be given a sign out pass. 

7. Students that are late to classes during the day will be marked late by the classroom 
teacher. This can impact upon their attendance.  

 
Parent/Guardian: 

1. If your student is absent from school please provide an absentee note or Medical 
Certificate. 

2. If your student is absent please contact the school (phone, text or email) to notify the 
morning of the day of absence. 

3. If you need to sign your child out early, where possible please provide a note. 
Alternatively, a visit, phone call or text to the attendance officer. 

4. Please discuss with your student the importance of regular attendance and unsure 
that they attend school whenever fit to do so. 

5. Avoid scheduling family holidays during school terms. This is deemed by the 
Education Department to be an unacceptable reason for a student’s absences from 
school. 

 
7. ENCOURAGING ATTENDANCE - BENEFITS FOR ALL 
 
Regular attendance has significant benefits for students, educators, parents/guardians and 
the community. The following information can be used by staff with the relevant stakeholders 
to help development of shared understanding about attendance. 
 
Benefits of regular attendance for students 

• Getting the maximum benefit from school will optimise your life choices. 
• Attending school regularly will develop skills and attitudes that will help you to be 

successful in later life. These include self-discipline, punctuality, being organised 
and sticking to routines. 

• Regular attendance leads to an increased likelihood of success at school. 
• Attending regularly leads to making friends and learning to maintain relationships 

over a length of time. 
• You will learn social skills necessary to live and work successfully with others. 
• You are safer at school than on the streets. 
• People will be more positive about you if you have a good attendance record. 
• The more you attend, the more you learn, and this will probably mean you will like 

school more. 
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Benefits of regular student attendance for educators 
• You are able to fulfil your responsibilities to the students in your care. 
• There will be improved learning outcomes. 
• You will enjoy less complex management of the learning program as you will not 

need to re-teach parts of it to students who were away when you introduced 
something new. 

• There will be less complex classroom management because you will not need to 
help students re-establish relationships following periods of absence. 

• You will be able to help students develop habits such as punctuality, self-
discipline and organisation which will be of value to them in everyday situations. 

• Resources currently being spent on following up absences can be spent on the 
classroom program. 

 
Benefits of regular student attendance for parents/caregivers 

• By encouraging regular attendance you will know that you have positively 
influenced you child’s education. 

• You will know that your child is safe at school and not at risk elsewhere. 
• You will know that your child is engaged in more appropriate activities than if they 

were truanting. 
• Regular attendance by your child will ensure that you have fewer contacts with 

government agencies. 
• You will have peace of mind in knowing that children who attend school regularly 

are less likely to engage in risk taking behaviour. 
• You will enjoy more structured family routines. 
• Your child is more likely to finish year 12 and have broader opportunities. 
• You will avoid a fine or legal action due to your child’s poor attendance at school. 

 
Benefits of regular student attendance for the community 

• As a member of the community and a participant in promoting regular school 
attendance, you will have contributed to the next generation of community 
leaders. 

• Through addressing attendance issues, you have an opportunity to work in 
partnership with schools to achieve a shared goal. 

• You will be supporting young people in being less likely to be involved in crime. 
• You will be helping to ensure that young people are spending their days safely. 
• The community as a whole will experience less cost, both financially and socially. 
• Regular attendance by students will promote an increased level of safety for all. 
 

8. IMPORTANCE OF REGULAR ATTENDANCE 
 
The likelihood of success in learning is strongly linked to regular attendance and appropriate 
participation in educational programs. It is crucial that children and students develop habits 
of regular attendance at an early age, even from the time they are enrolled in a preschool 
setting. 
Children and students who have poor patterns of attendance are at risk of not achieving their 
educational, social or psychological potential and are disadvantaged in the quality of choices 
they are able to make in later life situations. These learners may: 

• be socially isolated 
• place themselves at risk of harm during times of absence 
• be more likely to be involved in socially unacceptable and/or illegal activities 
• have gaps in their knowledge and understanding of basic concepts 
• be more likely to leave school early 
• be over-represented in the juvenile justice system 
• be the victim of bullying and harassment. 
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Early Warning Signs 
 
Early intervention for students at risk of developing irregular patterns of attendance is crucial 
in order for these patterns to be reversed. 
Indicators of students at risk of developing these patterns include the following: 

• frequent lateness 
• leaving school early missing lessons 
• being the victim of bullying and harassment 
• learning difficulties 
• many days absent, either through illness, unexplained reasons or family 

commitments 
• unresolved issues with school personnel (staff or students) 
• social or emotional issues 
• difficulties at times of transition 
• health issues experienced by the student and/or family members. 

 
 
Interventions 
 
Although there will be individual situations for particular students, Belmont City College will 
be expected to increase their level of intervention when a student’s attendance falls below 
90%. 
 
All intervention strategies are to be documented. Active involvement of students in joint 
planning to address attendance issues is central to intervention by Belmont City College. 
 
Belmont City College works broadly with their community to promote the importance of 
regular attendance so that it is valued and understood by all. An increased level of 
understanding will be reflected in improved attendance rates and academic successes. 
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Appendix A – Attendance Intervention 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix B – Attendance Intervention 2 
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Appendix B – Attendance Intervention 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix C – Letter 1 
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Appendix C – Attendance Letter 1 
 
 
 
 
DATE 
 
 
<ConSalutation1> 
<ParAdd1> 
<ParAdd1Town> 
<ParAdd1CountyState> 
<ParAdd1Postcode> 
<ParAdd1Country> 
 
Dear <ConSalutation1> 
 
This letter is to let you know that <FirstName>’s attendance has fallen below 90% for the 
year. We would like to see <FirstName> at school more often so that we can work together 
to help them achieve their potential. 
 
At the College we have a number of staff who are happy to help <FirstName> attend more 
regularly, including a Year Level Manager, Student Support Coordinator, Aboriginal and 
Islander Education Officer, School Psychologist, Youth Worker and Chaplain, as well as our 
dedicated teaching staff. 
 
You are welcome to contact us on 9473 9800 at any time if we can be of assistance.  
 
Yours sincerely, 
 
 
 
 
 
[Insert Name] 
 
Year Level Manager 
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Appendix D – Attendance Letter 2 
 
 
 
 
 
 
DATE 
 
 
<ParTitle1><ParSurname1> 
<ParAddress1> 
 
 
 
Dear <ParTitle1><ParSurname1> 
 
 
We would like to let you know that <FirstName>’s attendance continues to be below 90%, 
indicating that they may be at risk of not achieving their best possible results.  
 
You may be aware that attending school is a legal requirement until the end of the year in 
which <FirstName> is seventeen years and six months of age. Regular attendance at school 
is important to <FirstName>’s learning and achievement of short and long term goals in 
building a productive life.  
 
As you know, we have a number of staff who are happy to help <FirstName> attend more 
regularly, including a Year Level Manager, Student Support Coordinator, Aboriginal and 
Islander Education Officer, School Psychologist, Youth Worker and Chaplain, as well as our 
dedicated teaching staff. 
 
Given that <FirstName>’s attendance has continued to be below 90%, we would like you to 
contact us, to discuss how we can support <FirstName>’s attendance. We look forward to 
speaking with you and seeing improvement in <FirstName>’s attendance in the near future. 
 
Please contact me on 9473 9800 to discuss how we can work together to improve 
<FirstName>’s attendance. 
 
 
Yours sincerely, 
 
 
 
 
 
[Insert name] 
 
Year Coordinator  
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Appendix E – Attendance Letter 3 
 

 
 
 
 
DATE 
 
 
<ConSalutation1> 
<ParAdd1> 
<ParAdd1Town> 
<ParAdd1CountyState> 
<ParAdd1Postcode> 
<ParAdd1Country> 
 
 
 
Dear <ConSalutation1>  
  
We have contacted you previously regarding <FirstName>’s attendance at Belmont City 
College. Unfortunately, <FirstName>’s current rate of attendance continues to be of great 
concern. 
 
A meeting has been scheduled for (insert date) at (insert time) to discuss how we can work 
together to improve <FirstName>’s attendance. If you are unavailable at this time, please 
contact the College by (insert date) to make alternative arrangements.  
 
Please remember that school is a legal requirement until the end of the year in which 
<FirstName> is seventeen years and six months of age. The College is required to refer 
non-attendance to the Department of Education if it is not resolved. This can allow more 
intensive supports to be put in place for <FirstName>. 
 
Please also remember that we have a number of staff who are happy to help <FirstName> 
attend more regularly, including a Year Level Manager, Student Support Coordinator, 
Aboriginal and Islander Education Officer, School Psychologist, Youth Worker and Chaplain, 
as well as our dedicated teaching staff.  
 
Please contact me on 9473 9800 if you have any questions in relation to this matter. 
 
 
 
Yours sincerely, 
 
 
 
 
[Insert name] 
 
Year Coordinator  
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Appendix F – Attendance Letter 4 
 
 
 
 
DATE 
 
<ConSalutation1> 
<ParAdd1> 
<ParAdd1Town> 
<ParAdd1CountyState> 
<ParAdd1Postcode> 
<ParAdd1Country> 
 
 
Dear <ConSalutation1>  
 
The College continues to have ongoing concerns regarding <FirstName>’s attendance. We 
have attempted to work with you to improve <FirstName>’s engagement and attendance at 
school, however limited progress has been achieved to date. We have therefore referred this 
matter to the Department of Education (DoE) in order to obtain additional support.  
 
We have arranged for a meeting to take place on (insert date) at (insert time). If you are 
unavailable at this time, please contact the College by (insert date) to make alternative 
arrangements.  
 
Please note, if you do not attend the meeting, contact the College to make alternative 
arrangements or if <FirstName>’s attendance does not improve, this matter may be referred 
to an Attendance Panel, in line with Department of Education policy. An Attendance Panel is 
an independent process designed to identify the reasons for non-attendance and to support 
<FirstName>’s engagement with school. The College may also be required to consult with 
the Department of Child Protection and Family Support, as ongoing non-attendance raises 
concerns about a student’s welfare. 
 
You are reminded that attendance at school is a legal requirement until the end of the year in 
which <FirstName> is seventeen years and six months of age. 
 
 
Yours sincerely, 
 
 
 
 
 
[Insert name] 
 
Year Coordinator 
 
CC Steve Smethurst, Principal 
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Appendix G – Attendance Letter 5  
 
 
 
 
 
<ConSalutation1> 
<ParAdd1> 
<ParAdd1Town> 
<ParAdd1CountyState> 
<ParAdd1Postcode> 
<ParAdd1Country>  
 
 
Dear <ConSalutation1>  
 
 
RE: <FirstName> <LegalSurname>  
 
This letter is a further attempt to gain your assistance in engaging your 
<son/daughter>, <FirstName> in full time attendance at school. 
 
To date the College has attempted the following strategies to assist you to resolve 
<FirstName>’s attendance issues: 
 

• Phone calls • Case conferences 
• Letters • Home visits 
• Attempts to arrange meetings • Attendance plans 
• Reward plans  
• Consultation with the Department of Education and/or other agencies 

 
The School Education Act 1999 (excerpt attached) requires that all students of 
compulsory school age regularly attend a registered school or an approved 
alternative educational programme.  It is also expected that the school and 
parents/caregivers will work together to resolve issues affecting the student’s 
attendance and participation in education. 
 
The role and responsibility of parents/caregivers in relation to attendance is to: 
 

• Ensure that a child in their care who is of compulsory school age regularly 
attends an authorised school or educational programme. 

• Inform the Principal as to the reason for the absence, within three school days 
from which the non-attendance commenced (School Education Act 1999: 
Clause 25b). 

• Provide a medical certificate in the case of student illness. 
 
You are advised that the School Education Act 1999, Clause 24/26 allows for 
students to be absent from a school or educational program for reasons such as 
illness, religious/cultural ceremonies and any other excuse considered acceptable by 
the Principal. Furthermore, the School Education Act 1999 states that any 
parent/guardian of a child of compulsory school age must ensure that a child’s 
attendance meets the requirements stipulated.  Failure to comply with the above 
may lead to legal action. 
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<FirstName>’s attendance has been an ongoing issue for some time. At this time, 
the College would like to extend to you the opportunity to participate in an 
Attendance Advisory Panel. The Panel is an opportunity to develop a support plan 
for your child in consultation with independent community representatives. Choosing 
not to participate in the Attendance Advisory Panel process may lead to legal action 
by the Department of Education. 
 
If we can assist in any way please phone the College on 9473 9800 or make an 
appointment to meet with the relevant school personnel. 
 
Yours sincerely,  
 
 
Steve Smethurst 
Principal 
Belmont City College 
(DATE) 
 
23. Attendance – 
 
(1) A student must on the days on which the school is open for instruction – 
 
(a) either – 
  (i) attend the school at which he or she is enrolled; or 
  (ii) otherwise participate in an educational program of the school  
    whether at the school or elsewhere, as required by the          
principal; or 
(b) comply with an arrangement under section 24. 
  (1a) a student who is enrolled as mentioned in section 10(2)   
     may attend or participate for the purposes of subsection (1) or    
                         section 24 on a part-time basis, and the principal is to facilitate 
     the student doing so. 
 
(2) Subsection (1) has effect subject to – 
 
  (a) section 25 (which relates to non-attendance for reasonable                 
cause); 
  (b) section 27 (which enables a principal to require non-  
      attendance for health reasons); and 
  (c) section 30 (which allows non-attendance at a government  
      school for a recognized religious or cultural observance). 
 
(3) Subsection (1) is enforceable under Division 5. 
 
Pages 30-31, School Education Act 1999 
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Concerns (attendance and others identified) 

General consequences of non attendance (school and life) 

Possible postive reinforcement (school and home) 
in aim to improve attendance 

 
Effective strategies already in place 
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MINUTES OF THE MEETING 
 Belmont City College - Case conference actions  

 
 

Attendees 
 

Action Whom When 
   

   

   

   

   

   

   

   

   

   

Review meeting: 
 
 

SCHOOL REPRESENTATIVE OTHER OTHER 

 
Parent/ guardian consent 

 
I   WITH  AGREE TO THE ACTIONS 

(Parent/ guardian) (child’s name) 

DESCRIBED IN THE CASE CONFERENCE ACTION PLAN AND GIVE MY PERMISSION FOR THE 

SCHOOL REPRESENTATIVE/S TO WORK WITH MY CHILD AND/OR SHARE INFORMATION WITH 

RELEVANT AGENCIES AS APPROPRIATE. 

 

SIGNED: PARENT/ GUARDIAN   
 

STUDENT:   

DATE:   

 
DATE:   
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Student: 

 
1. If a student is going to be late, they should request a late note 

from their parents on that day and give it to the attendance 
officer when they arrive to school, or at their earliest 
convenience. If it is not possible to get a note that day (e.g. 
parents at work) they should provide it to the attendance officer 
the following day. 

2. Students who are late are to proceed to their period one class. 
3. A student that is absent should provide an absentee notes or 

Medical Certificate directly to the attendance officer. 
4. Students can only leave school early if they have permission from 

their parent/guardian to do so. This may be in written form or a 
phone call. 

5. Students who are leaving early with permission are to ‘sign out’ 
with the attendance officer at the attendance window. The 
attendance officer will provide them with an exit pass to show 
staff and police if requested. 

6. Students on a transitional timetable are to sign out at the 
attendance window prior to leaving school grounds and will 
be given a sign out pass. 

7. Students that are late to classes during the day will be 
marked late by the classroom teacher. This can impact 
upon their attendance. 

 
Parent/Guardian: 

 
1. If your student is absent from school please provide an 

absentee note or Medical Certificate. 
2. If your student is absent please contact the school (phone, 

text or email) to notify the morning of the day of absence. 
3. If you need to sign your child out early, where possible please 

provide a note. 
Alternatively, a visit, phone call or text to the attendance officer. 

4. Please discuss with your student the importance of regular 
attendance and unsure that they attend school whenever fit to 
do so. 

5. Avoid scheduling family holidays during school terms. This is 
deemed by the Education Department to be an unacceptable 
reason for a student’s absences from school. 
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