
 

 

 

 

 

Attendance Policy 

PURPOSE 

The Education Act requires that children of school age (six to seventeen years) and reside in Victoria are required to 
be in full-time attendance at a government or registered non-government school unless formally exempt.  Boronia 
Heights Primary School requires that post-compulsory aged students also attend school unless a valid reason exists. 

 

AIM 

To maximise student learning opportunities and performance by ensuring that children required to attend Boronia 
Heights Primary School do so regularly, and without unnecessary or frivolous absences. 
Education is a sequential process.  Absences often mean students miss important stages in the development of 
topics, causing them to find ‘catching up’ difficult. 
Absenteeism contributes significantly to student failure at school. 
All enrolled students are required to attend school unless reasonable and valid grounds exist for them to be absent. 
 

IMPLEMENTATION:  

Parents have a responsibility to ensure that their children attend school regularly, and are only absent if ill or if 
absolutely necessary.  Parents have a further responsibility to provide an explanation to the school as to why an 
absence has occurred, such as a COMPASS notification or written letter. 
Class teachers will be responsible for monitoring and investigating student absences within their grade.  They are to: 

o Mark the roll 2 times per day, first thing in the morning and after lunch. 
o Ask students to bring a parent-signed letter or remind their parents to do a COMPASS 

notification. 
o If a child has 10 unexplained absences or more, notify the Principal. 
o Pass on absence letters to the school office. 
o COMPASS will automatically send a generated text message at 10.00am to parents/carers if 

a student is absent in the morning. 
Principal will: 

o Send a letter home after 10 unexplained absences or follow up with a phone call. 
o If sending a letter does not resolve the unexplained absences, a phone call will be made, and 

if necessary, a Student Support Meeting (SSG) will be organised. 
o Ongoing unexplained absences, or lack of cooperation regarding student attendance will 

result in a formal attendance conference being organised.  Unresolved attendance issues for 
students required to attend will result in year level failure and may be reported to the 
Department of Human Services. 

o All correspondence with parents should be recorded on COMPASS.  
All student absences will be recorded 2 times per day by teachers, then aggregated on the CASES21 database and 
communicated to the Department of Education. 
Aggregated student attendance data is reported to the Department of Education.  This data will be analysed 
regularly for patterns and areas to address. 
 

EVALUATION: 

This policy was approved by School Council in March, 2019 and will be reviewed in March, 2023. 


