
 
  

ATTENDANCE POLICY  

 
 

 
 
Help for non-English speakers 
If you need help to understand the information in this policy, please contact Keysborough Secondary College. 
Phone 03 9798 1877 ʹ Acacia Campus or 03 9546 4144 ʹ Banksia Campus or email at: 
keysborough.sc@education.vic.gov.au. 

 
 
 
PURPOSE 
The purpose of this policy is to 

▪ ensure all Keysborough Secondary College students of compulsory school age attend school every day 
the school is open for instruction 

▪ ensure students, staff and parents/carers have a shared understanding of the importance of attending 
school 

▪ explain to school staff and parents the key practices and procedures Keysborough Secondary College has 
in place to 

o support, monitor and maintain student attendance 
o record, monitor and follow up student absences. 
o the need to provide acceptable explanations and/or supporting evidence for non-attendance.  

 
This policy applies to all students at Keysborough Secondary College.  
 
dŚŝƐ�ƉŽůŝĐǇ�ƐŚŽƵůĚ�ďĞ�ƌĞĂĚ�ŝŶ�ĐŽŶũƵŶĐƚŝŽŶ�ǁŝƚŚ�ƚŚĞ��ĞƉĂƌƚŵĞŶƚ�ŽĨ��ĚƵĐĂƚŝŽŶ�ĂŶĚ�dƌĂŝŶŝŶŐ͛Ɛ�School Attendance 
Guidelines. It does not replace or change the obligations of Keysborough Secondary College, parents and staff under 
legislation or the School Attendance Guidelines.  
 
In accordance with the Education and Training Reform Act 2006, the Department of Education and Training (DET) 
Schools Policy Advisory Guide and the Victorian Curriculum Assessment Authority (VCAA) requirements, Keysborough 
Secondary College sets minimum class time and attendance rules.  These are aimed to allow sufficient class time for 
all students to successfully complete required tasks and set work. 
 
The Education and Training Reform Act 2006 requires that children of school age (six to seventeen years) resident in 
Victoria are required to be in full-time attendance at a government or registered non-government school (unless an 
exemption from attendance or enrolment has been granted).  It is Keysborough Secondary College responsibility to 
make every effort to maximise student learning opportunities and performance by ensuring that children required to 
attend school do so regularly, and without any unnecessary absences. The school also requires that post-compulsory 
aged students also attend school unless a valid reason exists.   
 
Daily attendance is important for all 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.   
 
Keysborough Secondary College students are therefore required to attend all scheduled classes, whether participating 
in Years 7 to 10, Victorian Certificate of Education (VCE), Vocational Education and Training (VET), Victorian Certificate 
of Education Vocational Major (VM) or any other timetabled program.  
 
SCOPE 
This policy applies to all students at Keysborough Secondary College. 
 

https://www.education.vic.gov.au/school/teachers/studentmanagement/attendance/Pages/default.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/attendance/Pages/default.aspx


dŚŝƐ�ƉŽůŝĐǇ�ƐŚŽƵůĚ�ďĞ�ƌĞĂĚ�ŝŶ�ĐŽŶũƵŶĐƚŝŽŶ�ǁŝƚŚ�ƚŚĞ��ĞƉĂƌƚŵĞŶƚ�ŽĨ��ĚƵĐĂƚŝŽŶ͛Ɛ�School Attendance Guidelines. It does not 
replace or change the obligations of Keysborough Secondary College, parents and School Attendance Officers under 
legislation or the School Attendance Guidelines. 
 
DEFINITION 

▪ 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. 

 
SUPPORTING AND PROMOTING ATTENDANCE 
Keysborough Secondary College͛Ɛ�Student Wellbeing and Engagement Policy supports student attendance. Our 
College also promotes student attendance by: 

▪ ĞŵƉůŽǇŝŶŐ�ĂŶ�͚�ƚƚĞŶĚĂŶĐĞ�KĨĨŝĐĞƌ͛�Ăƚ�ĞĂĐŚ�ĐĂŵƉƵƐ 
▪ providing a breakfast club four days each week on both campuses 
▪ contacting parents every time a student is recorded absent 
▪ providing inclusion and wellbeing support on each campus 
▪ providing uniform, books and stationery for students as needed. 

 
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 i

https://www2.education.vic.gov.au/pal/attendance/guidance


▪ Parents of students who are to be absent are required to telephone the school before 9:00am to report 
the absence.  The absence is then to be confirmed in writing by a note from parents.  

▪ Absences due to school-based extra-curricular activities will be included as an approved absence. 
▪ Written explanations from parents/guardians will be accepted to explain absences for students in Years 

7 to 10. 
▪ Attendance will be checked for each scheduled class and at all school approved activities. 
▪ School Year Level Leaders will make contact with parents/guardians if attendance falls below the 

required level of 90% * 
▪ All class teachers will mark the electronic-roll on Compass within the first ten minutes of every lesson 
▪ School Year Level Leaders will be responsible for monitoring attendance 
▪ Parents will be informed as soon as possible of a student being marked absent from class 
▪ All notes to explain non-attendance or missed Assessment Tasks must be passed to the Year Level 

Leader immediately following the absence.  
▪ Where a student has breached the attendance rules set out above, a meeting with parents/guardians 

will be scheduled at the first available instance to develop a student attendance plan 
▪ The Year Level Coordinator has responsibility for these actions 
▪ Keysborough Secondary 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. 

▪ Our school also promotes student attendance by provision of breakfast clubs and a variety of other 
school programs. 

 
Recording Attendance 
It is a legal requirement under legislation for Keysborough Secondary College to record attendance in every class every 
day. This will: 

▪ meet legislative requirements 
▪ discharge Keysborough Secondary College͛Ɛ�ĚƵƚǇ�ŽĨ�ĐĂƌĞ�ĨŽƌ�Ăůů�ƐƚƵĚĞŶƚƐ 
▪ meet Victorian Curriculum and Assessment Authority requirements for VCE students  

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

▪ dŚĞ�ĞůĞĐƚƌŽŶŝĐ�ƌŽůů�ŵĂƌŬŝŶŐ�ƌĞƉŽƌƚ�͚^ƚƵĚĞŶƚ��ƚƚĞŶĚĂŶĐĞ��ĞƚĂŝů�ZĞƉŽƌƚ͛�ǁŝůů�ďĞ�ƵƐĞĚ�ĂƐ�ƚŚĞ�ƌĞĐŽƌĚ�ŽĨ�
attendance. This attendance record will be uploaded onto CASES21. 

▪ DET and enrolment auditors may seek student attendance records.  
▪ Aggregated student attendance data is reported to the Department of Education and Training and the 

wider community each year as part of the annual report. 
▪ If students are in attendance at a school approved activity, the teacher in charge of the activity will 

record them as being present. 
 
Additional Attendance Requirements for students in VCE and VCE-VM 

▪ All students are expected to attend all classes. 
▪ A minimum of 90% * attendance of scheduled classes required for successful completion of a course of 

study or unit of work. 
▪ Attendance below 90% * may result in the unsatisfactory completion of a course of study or unit of 

work. 
▪ A Medical Certificate is required for all absences of students in either VCE or VCE-VM 
▪ Missed Outcome Tasks at Year 11 and 12 will not be able to be re-sat if a Medical Certificate is not 

provided. 
▪ Explanations of the attendance requirements will be made available to staff, students and parents. The 

policy will be set out in Information Handbooks and will be explained verbally to students.  
▪ Independent students not living with parents or guardians are also required to provide notes and/or 

Medical Certificates. 
▪ Students in Year 10 undertaking a VCE class must provide a medical certificate if absent from a 

scheduled VCE class. 
▪ 



Recording absences 
For absences where there is no exemption in place, a parent must provide an explanation on each occasion to 
Keysborough Secondary College. 
 
Parents should notify Keysborough Secondary College of absences by: 

▪ contacting the absence line if it is an unplanned absence; 
Acacia Campus 03 9549 8510  Banksia Campus 03 9549 8511 

▪ contacting the College reception; 
Acacia Campus 03 9798 1877  Banksia Campus 03 9561 4144 

▪ informing the Year Level Coordinator if it is a planned absence 
 
If a student is absent on a particular day and the school has not been previously notified by a parent, or the absence is 
otherwise unexplained, Keysborough Secondary College will notify parents by SMS/push notification message. 
 
Keysborough 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 make contact 
with any emergency contact/s nominated on the student's file held by the school, where possible, on the day of the 
unexplained absence.  

▪ Keysborough Secondary College will keep a record of the reason given for each absence.  The College 
Principal or Campus Assistant 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 Keysborough Secondary College considers that the parent has provided a reasonable excuse for their 
ĐŚŝůĚ͛Ɛ�ĂďƐĞŶĐĞ�ƚŚĞ�ĂďƐĞŶĐĞ�ǁŝůů�ďĞ�ŵĂƌŬĞĚ�ĂƐ�͚excused absence͛͘� 

▪ If the school determines that no reasonable excuse has been provided, the absence will be marked as 
͚unexcused absence͛͘� 

 
The College Principal 



 
If Keysborough Secondary College ĚĞĐŝĚĞƐ�ƚŚĂƚ�ŝƚ�ŚĂƐ�ĞǆŚĂƵƐƚĞĚ�ƐƚƌĂƚĞŐŝĞƐ�ĨŽƌ�ĂĚĚƌĞƐƐŝŶŐ�Ă�ƐƚƵĚĞŶƚ͛Ɛ�ƵŶƐĂƚŝƐĨĂĐƚŽƌǇ�
attendance, we may, in accordance with the School Attendance Guidelines refer the non-attendance to a School 
Attendance Officer in the South East Victoria Regional Office for further action. 
 
If, from multiple attempts to contact with a parent, it becomes apparent that a student will not be returning to the 
school, the College Principal may make a referral to a School Attendance Officer if: 

▪ 

https://www2.education.vic.gov.au/pal/attendance/guidance
https://www2.education.vic.gov.au/pal/attendance/policy
https://www2.education.vic.gov.au/pal/re-engagement-programs/policy
https://www2.education.vic.gov.au/pal/attendance/guidance
https://services.dhhs.vic.gov.au/homelessness-and-family-violence
https://www.distance.vic.edu.au/
https://www2.education.vic.gov.au/pal/home-schooling-and-partial-enrolments/policy
https://www.vic.gov.au/marrung

