
 

  

  
  

Attendance and Lateness Policy   

Authority  College Principal  
Date of next review: February 2025 

Who does the policy 
apply to?  

All members of the Bialik College community  

When does the policy 
apply?  

For the duration of the whole school year, the dates of which are 
advertised well in advance  

Why do we have this 
policy?  

The United Nations Convention on the Rights of the Child states for 
children to have   

• the right to education, play, leisure and cultural activity.  
• the right to protection from work exploitation  
• the right to special care and social integration for children and 

young people with disabilities  
• the right to have a say in issues that affect them.  

  
Parents, students and staff all have a key role in promoting good 
attendance and punctuality. It is a parental responsibility to ensure that a 
child attends school, and to work in partnership with Bialik College to 
ensure this.  The Education and Training Reform Act 2006 states that “it is 
the duty of a parent of a child not less than 6 nor more than 17 years of 
age to enrol the child at a registered school at all times when the school is 
open for the child’s instruction”.  
  

Definitions:  Lateness - A child is deemed late if they are not in their Homeroom when 
the bell sounds at 8:30am.  
  
Absence - When a child does not come to school or leaves during the 
school day for any reason. The Education and Training Reform Act 2006 
states that it is the duty of a parent to inform the school on every occasion. 
Bialik College makes an exception for students with long-term illnesses 
where the College is in regular contact with the parents.  

Guidelines  
  

Lateness - If a child arrives at school after the 8:30am bell then they must 
immediately report to Reception where they will sign in electronically and 
receive a slip to give to the teacher of the timetabled class they are about 
to attend.  
  
There are many legitimate reasons why a child may be late such as 
appointments, traffic issues or the school buses arriving late, some of 
which will need to be supported by a note from the parent. In these cases, 
Bialik College will record the lateness based on the circumstances.  
  
‘Unexplained Absence’ will be monitored closely and once a child 
accumulates 1 hour, the following will occur:  



• Students in Years 6-11 will be required attend a 1-hour afterschool 
detention.   

• The parents of students in Prep to Year 5 will receive a courtesy 
email. 

 
Should a second hour of unexplained lateness occur within a school term 
then:  

• Students in Years 6-11 will be required to attend a further 1-hour 
afterschool detention.   

• The parents of students in Years Prep to Year 5 will receive a 
phone call from their relevant Head of School to discuss the 
reasons as to why this is occurring and to offer any advice or 
assistance in improving the situation.  

 
Should there be further occurrences within a term, this would result in the 
parents of students from Prep to Year 11 attending a meeting with the 
Assistant Principal (Pastoral Care) and the relevant Year Level Coordinator 
and/or Head of School to resolve the matter. 
  
Absence from school  
  
1. Action By Parents  

Parents are responsible for making sure that their child attends school 
on a regular basis.  

• If a student is prevented from attending school by reason of 
sickness or unavoidable cause, it is the responsibility of the 
parent to notify the school of the student’s absence either by 
telephone or email to the relevant sub-school administrator.  

• Parents should avoid, if possible, making routine 
medical/dental appointments for their children during school 
hours.  

• Parents should inform the College of any significant change or 
influence in their child’s life which may impact on attendance 
or learning.  

• Where parents elect to take holidays with their school-aged 
children during term time, the College’s teachers will, as far as 
practical and as per the practice of the relevant sub-school, 
place work on the CLE, but will not mark, provide individual 
assistance for the duration of the trip nor run “catch-up” 
sessions with students upon their return to school. 
  

2. Action by Students  
Students are responsible for making sure that punctuality and regular 
attendance is maintained at the highest level.  

• Students should attend all their lessons on time, equipped and 
ready to learn.  

• Students have a responsibility to follow school procedures: 
• Late Arrival: Following advice to the school from parents, 

students are required to sign in electronically at main 



reception. The student will collect a slip to give to the 
teacher of their timetabled class. 

• Early Departure: Following advice to the school from 
parents, students of Year 6 to 12 are required to collect a 
green ‘permission to leave school’ slip from the relevant 
school administrator at the nominated time. 

• Students who experience difficulties which may prevent them 
from attending school regularly should speak initially to their 
Homeroom Teacher or Year Level Coordinator.  They will then 
be offered prompt and sympathetic support.  

  
3. Action by the School  

• Staff at Bialik College will provide a positive and pro-active ethos 
which places high value on attendance and punctuality.  All school 
staff have a responsibility to personally model good practice in this 
area.  

• Bialik College is legally obliged to accurately record student 
attendance in the morning and afternoon for students in Prep to 
Year 12. 

• The records of attendance need to be accurate, as they may be 
used as legal evidence. 

• Bialik College will differentiate clearly between authorised and 
unauthorised absence.  It is at the Principal’s or his delegate’s 
discretion whether absence is authorised.  

  
4. Persistent Absence  

Persistent Absence is defined as students who have:  
• 64 or more half-day sessions of absence from school during one 

year’s statistical reporting period (February to December 
inclusive);    

In addition, we consider the following to constitute persistent 
absence:  

• 14 or more half-day sessions of absence in the first half of a term  
• 28 or more half-day sessions of absence in a given term  

  
5. Students participating in courses provided by another Senior  

Secondary Course (including VET)  
Teachers at other providers complete an online role system which is 
on the IMVC portal. The VET Coordinator takes a role each week to 
cross check attendance. 
  

Homeroom Teachers and Year Level Coordinators will monitor rates and 
patterns of absence and contact parents where they have concerns.  Cases 
of persistent absence may trigger the involvement of the Student Services 
Team, the Assistant Principal (Pastoral Care) and, where appropriate, the 
Department of Health and Human Services. 
 

College’s 
Commitment 

Student absences during term time significantly interrupt teaching and 
learning and may coincide with new concepts or skills that are being 
introduced. The College will undertake to:  



• Place as much material as possible on the Collaborative Learning 
Environment (CLE)  

• Provide feedback for emailed student questions and completed 
work.  

• Note: The College will not provide 1 to 1 tuition for students on their 
return to school.  

  
 
 


