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POLICY 

The St Rita’s College Student Attendance Policy has been developed as part of our commitment to provide a safe 
and supportive learning environment in which students are encouraged to develop a range of skills and 
approaches to their studies. The aim of the policy is to maximise student attendance in order to promote student 
achievement. The College is committed to providing a student experience of the highest possible quality.  

RATIONALE 

It is important that students, staff and parents/carers have the same understanding of the importance of regular 
student attendance. Attendance is a key component in student retention, progression, achievement and 
employability. Regular attendance and academic achievement are closely linked. Students who actively participate 
in their learning by attending classes regularly are more likely to:  

• enjoy a rewarding and collaborative experience and develop their knowledge, skills and abilities;  
• successfully complete their studies;  
• achieve higher grades; and 
• realise their full potential. 

The Education (General Provisions) Act 2006 places a legal obligation on parents/carers to ensure a child who is 
of compulsory school age is enrolled and attends school, on every school day for the educational program in 
which they are enrolled, unless the parent/carer has a reasonable excuse. 

 

OBJECTIVES 

The objectives of our Student Attendance Policy are to: 
• Raise achievement by encouraging high levels of attendance and punctuality. 
• Promote a positive and welcoming atmosphere in which students feel safe, secure, and valued. 
• Promote active student participation in their learning experiences so that they take responsibility for 

achieving their potential through successful completion of their studies.  
• Monitor student attendance to obtain an indication of student commitment, motivation and any difficulties 

which need to be addressed.  
• Achieve a 95% attendance rate. 
• Eliminate truancy and chronic absenteeism which can place a student in an unsafe situation and negatively 

impact their future prospects and education choices. 
• Ensure parents and carers understand their moral and legal responsibility to ensure that their daughter 

attends regularly and punctually.  
• Raise awareness amongst all stakeholders of the importance of good attendance and punctuality in order 

that young people can meet their potential. 
 

SCOPE 

All students enrolled at St Rita’s College.
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RESPONSIBILITIES 

 
STUDENT RESPONSIBILITIES 

• Attend College regularly and arrive on time.  
• Be punctual and appropriately prepared for the 

day.  
• Report to Student Services to sign in if arriving 

after 8:38am, or leaving before 3:05pm and sign 
in/out using the Arrival/Departure kiosk. 

• Never leave the College during school hours 
without permission from parents/carers or the 
College.  

• Catch up with work missed following an 
absence. 

 

PARENT/CARER RESPONSIBILITIES 

• Ensure their daughter attends College and 
values their own learning and the learning of 
others.  

• Ensure their daughter arrives at the College on 
time and well prepared for their learning.  

• Notify the College of their daughter’s absence, 
late arrival or early departure before 8:30am via 
the Online Absentee Form or if this is not 
accessible, telephone College Reception on 07 
3862 1615.  

• Contact the College prior to any planned 
absences to seek permission from the Principal. 

• Ensure the College is notified of the reasons for 
any absence. 

• In the case of any approved extended absence 
or medically based absence parents/carers are 
expected to contact their daughter’s Head of 
House to organise schoolwork for the period of 
absence. 

• Parents are asked not to request permission for 
their daughters to be taken out of College 
before the end of any Term, nor to commence 
a Term late for purposes such as holidays and 
celebrations. 
 

 
• Contact their daughter’s Head of House to 

discuss in confidence any problem that may 
prevent their daughter from attending College.  

• Where a student is refusing to attend College, 
contact the Head of House. Initiate or attend 
meetings to seek support and discuss their 
daughter’s attendance and participation in 
educational programs. 

• Advise the College of any changes to address, 
email or phone numbers to ensure the College 
records are accurate as this is essential in an 
emergency. 

 

COLLEGE RESPONSIBILITIES 

• Ensure efficient and accurate daily recording of 
attendance information.  

• Support parents/carers and students to 
understand their responsibilities to ensure full 
attendance at College and as required by law.  

• Notify parents/carers of any unexplained 
absences and request an explanation for their 
daughter’s absence. 

• Offer support and help to parents/carers when 
attendance has become a problem. 

• Provide student with schoolwork when they are 
absent for legitimate extended periods of time. 

• Regularly inform students, staff and 
parents/carers about the Student Attendance 
Policy and make this publicly available through 
the College’s website. 

• Notify the relevant authorities if non-
attendance persists. 
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TRUANCY AND CHRONIC ABSENTEEISM 

TRUANCY 

Truancy is the absence from College of a school aged student, without the consent of parents/carers, during school 
hours. Truancy can compound the problems of students who are already behind in class as a result of behavioural, 
emotional or learning difficulties. Students gradually fall further behind in their studies and jeopardise their 
chances of completing their education. 

Students found to be truant from class will be managed in accordance with our Behaviour Management in 
Action plan.  

CHRONIC ABSENTEEISM 

Chronic Absenteeism is when a student is absent from College for more than 10 per cent of the academic year for 
any reason. Reasons for chronic absenteeism are as varied as the challenges students and families face. Chronic 
absenteeism is complex and covers a range of behaviours.  

It is important the College investigates the patterns and underlying causes of non-attendance to ensure students 
with attendance problems are identified as early as possible and to provide appropriate interventions and support 
services. 

Chronic absenteeism is managed by Heads of House and the Deputy Principal – Students. Together they will 
communicate with students and liaise with parents/carers and all necessary stakeholders to develop the 
appropriate strategies to ensure the student attends College on a regular basis.  

There is no quick or simple solution to address absenteeism as each student’s situation will be different. The 
College will seek to create partnerships with parents and the local community to assist in reducing chronic 
absenteeism. The College will use restorative processes when dealing with absenteeism and may connect with 
outside agencies to assist students to return to College. The College can insist the parents/carers engage 
appropriate external providers to assist with the reintegration of the student back to school.   

If a student’s attendance remains a concern or the College is unable to work collaboratively with families to resolve 
the attendance issues, the Principal may contact the Department of Education for assistance which, in serious 
cases, can result in prosecution against the parents/carers. The Principal may also terminate the student’s 
enrolment at the College. 

ATTENDANCE PROCEDURES 

DAILY ATTENDANCE 

• Students are expected to be at College by 8.30am until finish at 3:05pm. Student roll is taken for the first time 
by the House Group teacher at 8:40am.

• A roll is to be taken at the start of each class.
• Students continually late to class are referred to the Head of House.
• Unexplained absences will be investigated and parents/carers will be notified by the Head of House.
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• Leave from College (for example to attend a medical appointment) can only be given via parental request. 
• In the case of illness, the student, under teacher direction, is to report to Student Services. Staff there will 

phone parents if the student is unfit to return to class after thirty minutes. A parent/carer will be required to 
collect the student as soon as possible. The College will record absence. 
 

LATE ARRIVAL TO COLLEGE/CLASS 

• Parent/Carer provide an explanation for any late arrival prior to 8:30am via the Online Absentee Form or if 
this is not accessible, telephone College Reception on 07 3862 1615.  

• Any student who arrives late must report to Student Services and sign in using the Arrival/Departure kiosk 
and receive a late slip. This slip is to be noted by the class teacher upon their arrival to class. 

• Any student who is late for classes will be given a suitable consequence by their classroom teacher.  
• Persistent lateness to class will be referred to the Head of House. 

 
EARLY DEPARTURE FROM THE COLLEGE/CLASS 

• Parent/Carer provide the reason, prior to departure, if their daughter will be leaving the College early via 
the Online Absentee Form or if this is not accessible, telephone College Reception on 07 3862 1615.  

• Any student who leaves early must report to Student Services and sign in using the Arrival/Departure kiosk. 

 

ASSOCIATED DOCUMENTS 

 
Description Document Type 
Student Code of Behaviour Policy 
Behaviour Management in Action Policy 
Procedure for Managing Continued Student Non Attendance  Internal Procedure 
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