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1. Introduction 

Iona College, in partnership with parents and caregivers, are committed to being a place 
of belonging where all students are encouraged and supported to achieve their full 
potential. Iona College places a high priority on attendance as it is vital for the 
educational and social development of children and young people.  
 
All children are to be registered for school and must participate in each school day. This 
mandate not only aligns with legal requirements but is also rooted in the Catholic faith, 
recognising the profound link between attendance and a person's future life prospects. 
Parents and caregivers bear the responsibility of guaranteeing their child's regular 
attendance, and Iona College affirms its dedication to safeguarding the welfare and well-
being of all students. The College actively collaborates with parents/caregivers to 
facilitate this commitment. Furthermore, Iona is steadfast in its commitment to ensuring 
all students experience a sense of safety, respect, and dignity. 

2. Purpose 

The purpose of this policy is to establish directives for addressing concerns related to 
student attendance, outlining procedures for monitoring attendance, engaging in 
communication with parents/caregivers, and implementing strategies to promote and 
foster consistent school attendance. 

3. Scope 

This policy applies to all students enrolled at Iona College, their parents/caregivers, and 
all staff members responsible for monitoring and supporting student attendance. 

4. School Attendance Expectations  

Students, parents/caregivers, and staff will work together to ensure all students meet 
the school expectation of 95% or above attendance and zero unexplained absences; 
95% attendance equates to approximately 5 days absence per semester and 10 days 
absence per year. 
 
The College will work together with students and parent/caregiver to support students 
identified as having unsatisfactory attendance (below 80%) and implement relevant 
intervention strategies to improve school attendance.  
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Repeated unexplained absence, or absences that do not have reasonable or approved 
explanation will be escalated to the relevant Dean of Phase to determine the next 
course of action.  

5. Guiding Principles 

Iona College recognises the importance of regular school attendance in achieving excellent 
educational outcomes. The following principles guide our approach: 
 

 Regular school attendance is essential for student learning and wellbeing. 
 Parents/caregivers of a child who is of compulsory school age (between the ages of 

6 and 17) are legally responsible for the enrolment and attendance of their child at 
school. 

 All students enrolled at Iona College are expected to attend school each day, unless 
they are unwell or unable to attend for an approved reason, or have been granted an 
exemption. 

 Iona College will take appropriate action to follow up student absences and respond 
promptly to any school attendance matter if there is a belief it threatens student 
welfare, wellbeing or safety. 

 An absence must be explained within 7 days. If it is not, the absence will be 
recorded as an unexplained absence. 

 Attendance is a shared responsibility between the school, students, and families. 
 The Better and Fairer Agreement School Improvement Measure, school attendance 

of 91.4% by 2030. 

6. Responsibilities 

Iona College acknowledges its responsibility to: 
 Develop and implement this Policy to ensure that the management of absences and 

the attendance of students is clear and consistent. 
 Communicate this Policy to students, parents/caregivers and employees. 
 Ensure the College meets all legislative attendance reporting requirements. 
 Ensure effective school processes are in place for staff to mark attendance, track 

attendance and respond appropriately to student absences. 
 Ensure that there is a system for ‘signing out’ students who need to leave the school 

premises during school hours.  
 Maintain accurate attendance records consistent with legislative obligations and 

securely retain records relating to student absences (eg. medical certificates, phone 
logs, text messages, statutory declarations, etc). 
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Teachers: 
 Ensure correct and timely marking of the roll at the beginning of each class. 
 Mark students ‘late’ if they arrive after class commences. 
 Contact the Prosper Student Office should there be a discrepancy when marking 

the roll regarding a student's whereabouts. 
 Use ‘Vero’ to register a student who needs to leave class during the lesson. 

 
Home Room Mentors: 
 Ensure correct and timely marking of the roll. 
 Responsible for reporting absence concerns (3 consecutive unexplained absences) 

to the Head of House and make initial contact with parents/caregivers. 
 
Heads of House / Wellbeing: 
 Analysis of student attendance. 
 Investigate attendance concerns. 
 Responsible for contacting parents/caregivers with any concerns of truancy or 

school refusal to develop an action plan. 
 Contacting parents/caregivers after 5 consecutive or non-consecutive days absent 

during a term and requesting documentation to explain absences.  
 Review absence statistics each term. 
 Celebrating attendance each semester (>95%). 

 
Head of Academic Wellbeing:  
 Review requests for absences of three (3) or more days in term time and 

communicating with parents/caregivers and teaching staff regarding the 
implications for assessment (missed or otherwise).  

 
Prosper Student Office: 
 Enter absences into TASS that are reported through the school absentee hotline.  
 Monitor the College SMS message or phone calls to parents for student absences 

without notification from parents/caregivers.  
 Accurately record late arrivals to school. 

 
Parents / Caregivers: 
 Parents/caregivers must ensure their child attends school daily and notify the 

school of any absences. 
 Explain the absence of a student as soon as possible (no more than 7 days) from 

the first day of absence. 
o TASS Parent Lounge 
o College absentee hotline (07) 3893 8889 

 Register any late arrivals or early departures: 
o TASS Parent Lounge 
o College absentee hotline (07) 3893 8889 
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 Apply in advance for planned student leave through the appropriate Head of 
Academic Wellbeing. 

 Work in partnership with the College to address any issues impacting upon a 
student’s attendance. 

 Cooperate with the College in relation to any action plans required to address 
school refusal or truancy. 

 
Students: 
 Are expected to be at school each day ready for Homeroom before the first bell at 

8:25am. 
 All students are expected to be punctual to class, according to their timetable, and 

to be fully prepared for work and learning.  
 When arriving late to class, they must knock and wait for permission before entering 

the room as not to disrupt the lesson. 
 Students are to remain at school during school hours unless they have permission 

from parents/carers or the school to depart early. 
 Students are responsible for liaising with their teachers to ensure all missed 

schoolwork is completed. 
 If arriving after Homeroom, after 8:37am, students must report to Prosper Student 

Office to be marked present.   

7. Types of Absence 

Not physically present at school but not considered absent from school:  
- School authorised activity (Camp, Retreat, Excursion or Co-Curricular Activity). 
- Approved remote learning. 
- Natural disaster. 
- Representing Iona College, eg. AIC, Districts or Regionals. 
- Work Experience, Traineeship or Apprenticeship. 

 
Reasonable absence from school: 

- Illness. 
- Infectious or contagious disease. 
- Medical or dental treatments of procedures. 
- Sport when they are not representing Iona College (Principal’s discretion). 
- Suspension. 
- Bereavement/ Funeral. 
- Legal. 
- Events of cultural significance (Sorry Business or Cultural Celebrations). 

 
Absences for which there is no reasonable excuse: 

- No explanation provided by the parent/caregiver. 
- Leisure activities. 
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- Truancy. 
- Helping out at home or parent’s/caregiver’s place of work. 
- Part-time or casual work (including travel to and from work). 

 
Other: 

- School Refusal. 
- Holiday (Principal’s discretion; the College strongly encourages families not to 

schedule holidays during school time to minimise disruption to learning). 

8. Managing Attendance Concerns  

When determining how to respond to a student’s absence, the following will be 
taken into consideration: 

- The student’s medical or mental health record. 
- The student has a PLP. 
- The student is experiencing personal hardship. 
- Frequency and duration of absence. 
- Other risk factors. 

 
When attendance concerns arise, the following steps will be taken: 

- Initial follow-up by the Homeroom mentor for absences up to 3 days within a 10 
day cycle. 

- Escalation to the Head of House for absences beyond 3 days: 
o Contacting parents/caregivers after 5 consecutive or non-consecutive 

days absent during a term. 
o Documentation requested to explain absences.  

- Communication with parents or caregivers to identify and address barriers to 
attendance from Head of Wellbeing. 

- Development of an attendance improvement plan if necessary. 
- Escalation to the Dean of Phase 
- Referral to internal or external support services where appropriate. 

 
Intervention strategies that may be considered to encourage and support a student 
to improve school attendance: 

- Additional wellbeing support, including referral to internal and/or external 
counselling services.  

- Case management by Head of Wellbeing.  
- Additional academic and study support.  
- Implementing an individual Return to School Plan.  

 
If assessment is impacted, the Head of Academic Wellbeing will support the student. 
Communication with the student and parent/caregiver will be made as needed.  
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Where no response is received, strategies have not been effective and/ or the student 
has not attended school for a significant period of time, the College may seek legal 
counsel regarding the ongoing enrolment of the student at the College.  
*Extended/ ongoing school refusal will be handled with care and in the best interest of 
the student. In some cases, students and parents/caregivers may need to consider 
alternative schooling arrangements that are best suited to the needs of the student and 
their educational outcomes.  

9. Implementation 

COMMUNICATION 
This policy will be communicated to all staff, students and parents/caregivers.  The 
following communication channels will be used: 

- The College website and intranet. 
- College newsletters. 
- Enrolment information. 
- Upon development and following any changes via email to parents, students and 

staff. 
 
BREACHES 
Breaches to this policy will be addressed in accordance with the Iona College Behaviour 
Management Policy and associated framework.  

10. Review and Amendment 

Issue Date August 2025 Review Date August 2028 

Doc  STU-010 Version  1.0 

Authorised By: Principal/CEO Author  

 

Deputy Principal 
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