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Attendance Policy
1.

2.

3.

Purpose of this policy
1.1

The Learning Co-operative is committed to ensuring the school, students and
their parents 1 comply with their legal obligations in relation to school
attendance. The school believes that high levels of school attendance are
essential for learning.

1.2

The attendance policy sets out the principles and framework governing the
school’s behaviours and activities that enact the school’s legal responsibilities
and which support students in attending school. The policy, together with the
policy implementation documents listed in section 9, should be read and
understood by all those connected to the school.

Principles
2.1

The school places a high priority on student attendance in the belief that
attendance is essential for learning.

2.2

The school understands that attendance is impacted by the partnership that is
formed between the family and the school.

2.3

The school keeps and retains accurate records of school attendance that
comply with its regulatory requirements.

2.4

The school, in discharging its duty of care, is committed to ensuring
unexplained and unexcused absence is communicated promptly and followed
up with students and parents.

Aims of the policy
3.1

To encourage and set high expectations in relation to attendance.

3.2

To eliminate unexplained or unexcused absence.

3.3

To develop strong partnerships with parents and carers in which the
importance of attendance is a shared goal.

1

The term ‘parent’ is defined in section 1.1.3(1) of the Education and Training Reform Act 2006 as ‘a guardian and every person
who has parental responsibility for the child including parental responsibility under the Family Law Act of the Commonwealth and
any person with whom a child normally or regularly resides’.
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3.4

4.

5.

To comply with the requirements of Education and Training Reform Act 2006
(Vic), to monitor attendance, to maintain an attendance register and to report
on attendance data to parents and to the authorities as required.

Legal and regulatory basis for compliance
4.1

Duty of Care

4.2

Education and Training Reform Act 2006 (Vic)

4.3

Education and Training Reform Regulations 2017 (Vic)

4.4

Victorian Registration and Qualifications Authority (VRQA) Minimum
Standards

4.5

Victorian Government Department of Education and Training’s (Vic DET)
School Attendance 2014 Guidelines – applies to all registered schools in
Victoria, including non-government schools2

4.6

Victorian Curriculum and Assessment Authority (VCAA).

Key definitions
5.1

The enrolment register records the students admitted to the school. The
school maintains an enrolment register that is accurate, up-to-date and
contains the information required by the minimum standard. The school
implements processes and procedures to ensure the register is up to date. 3
The enrolment register determines those students for whom attendance must
be registered and monitored.

5.2

Children of compulsory school age (six years and up to the age of seventeen
years) resident in Victoria are required to be in full-time attendance at school
or in registered home schooling. 4

5.3

Under certain limited conditions, for example to attend weekly external
therapy appointments, parents may request a reduced timetable. 5 Examples
for exemption to a full week timetable can be found in appendix 5. On a caseby-case basis, the Principal can provide written approval for student
attendance to be reduced to less than full time if they decide it is in the best
interest of the student involved. Approval from the Regional Director will be
sought where necessary as outlined in appendix 5.

5.4

The attendance register is the record of the attendance of all students. The
school is required to record the attendance at the school of any of all enrolled
students at least twice on each face-to-face school day and at least once during

2

These guidelines, explicitly applicable to non-government schools, go further than the VRQA minimum standards and the
Education and Training Reform Regulations (2017).
3
VRQA minimum standards.
4
Non-government schools are advised to monitor the attendance of all students enrolled in the school regardless of their age.
5
Non-government schools are advised to follow Vic DET’s procedures as set out in the School Policy and Advisory Guide
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/participation.aspx (Accessed 16 July 2019).
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remote learning, to note any reason given or apparent for the absence of the
student from the school.
5.5

In addition, the school will monitor the daily attendance 6 of each student,
identify absences of a student from school, follow up any unexplained
absences from school on the day of a student’s absence and notify parents
regarding a student’s unsatisfactory school or class attendance. The Principal
and teachers have responsibility for monitoring daily attendance and
informing Admin of any absences. The Admin Officer is responsible for
following up with unexplained absences on the day they happen and for
maintaining current contact details for parents and guardians and accurately
recording attendance on student files. The Principal is responsible for
monitoring attendance and notifying parents regarding a student’s
unsatisfactory attendance. .

5.6

Attendances and absences will be recorded on a half-day basis and the reason
given or apparent for the absence of the student from the school will be noted,
following the School Attendance Guidelines 2014.7

5.7

‘A student is present for a half day when the student has attended at least two
hours of instruction’8.

5.8

The Principal is able to ‘use their discretion to decide if the parent has a
reasonable excuse for not meeting their legal obligations (‘excused absence’)
or does not have a reasonable excuse (‘unexcused absence’)’ 9.

5.9

Vic DET’s Regional Directors act as School Attendance Officers for all Victorian
schools, including non-government schools.

5.10

A School Attendance Officer may decide to send a School Attendance Notice
to a parent if ‘the student has been absent from school on at least five full days
in the previous 12 months and the parent has not provided a reasonable
excuse for these absences’ and if ‘measures to improve the student’s
attendance have been undertaken and been unsuccessful, or are inappropriate
in the circumstances’ 10.

5.11

The Annual Report to the School Community 11 will include a report on student
attendance.

6

Note: The Education and Training Reform Regulations 2017 distinguishes between the monitoring of attendance and the
attendance register. Attendance must be recorded on the register twice daily; in addition attendance must be monitored by class
for all students of compulsory age. Schools may find it helpful to have clearly separate procedures for these two functions.
7
Victorian Department of Education and Training, School Attendance Guidelines (2014) available from
https://www.education.vic.gov.au/school/principals/spag/participation/Pages/attendance.aspx (accessed 16 July 2019). Given the
propensity for confusion between the regulations and guidance, non-government schools may decide to record daily attendance
and attendance by class in an attendance register; the attendance register can then be used as both a record and as the basis
for a monitoring tool.
8
Victorian Department of Education and Training, 10, above n 7.
9
Ibid 11.
10
Ibid 26.
11
As required to meet Commonwealth and State legislative requirements.
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6.

5.12

The Australian Education Regulation 2013 (s 37) requires student enrolment
and attendance records to be retained for seven years 12 after end of school
year in which the last entry was made. Student attendance records may be
audited by either state or commonwealth authorities in order for the
authorities to monitor payments made on the basis of student numbers or on
the basis of particular categories of students.

5.13

Records of enrolment and attendance are required for annual data returns for
the Australian Government non-government schools 13 and the Victorian
school census under Australian Education Regulation 2013 (s 77).

Scope
6.1

7.

The application of the policy is relevant to the governing board, principal, to
school staff, students and parents.

Roles and responsibilities
7.1

The governing board is responsible for authorising the attendance policy.

7.2

The principal is responsible for ensuring that the school complies with the
School Attendance 2014 guidelines as set out by Vic DET and which apply to all
registered schools, including non-government schools. 14

7.3

The principal is responsible for:
a. developing strategies that ensure the culture of the school is one in which
attendance is given high priority
b. developing strong partnerships with families so that the importance of
school attendance is a shared commitment.

7.4

The principal is responsible for:
a. Ensuring that an attendance register is maintained that accurately records
student attendance twice per day
b. Defining what constitutes lateness and how that will be monitored.
c. Implementing procedures to record the reason (if any) given by a parent
for a child’s absence and for determining ‘if the excuse given was
reasonable in terms of the parent meeting their legal obligations’ 15.
d. Use their discretion whilst following the guidelines as set out in the school’s
attendance procedures to ‘decide if the parent has a reasonable excuse for

12

https://www.legislation.gov.au/Details/F2013L01476 (Accessed 16 July 2019).
https://ssphelp.education.gov.au/ (Accessed 16 July 2019).
14 https://www.education.vic.gov.au/school/principals/spag/participation/Pages/attendance.aspx (Accessed 16 July 2019).
15
Victorian Department of Education and Training, 9, above n 7.
13
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not meeting their legal obligations (‘excused absence’) or does not have a
reasonable excuse (‘unexcused absence’)’ 16.
7.5

The principal is responsible for:
a. Ensuring procedures are implemented so that parents are promptly
informed of any absence, including absence from any school-approved
activity.
b. Notifying parents if the principal’s decision is that the reason for the
student’s absence is an unexcused absence.
c. Ensuring procedures are in place to follow up all unexplained absences.
d. Ensuring accurate and comprehensive records are kept of contacts and
attempted contacts between the school and parents following an
unexplained absence.

7.6

The principal is responsible for developing strategies to respond to poor
attendance, persistent absenteeism and school refusal.

7.7

The principal is responsible for ensuring the school has clear requirements,
guidelines and procedures relating to long, frequent or repeated family
holidays.

7.8

The principal is responsible for ensuring ‘school attendance data is regularly
monitored and analysed to identify student absence patterns on a school’,
class and ‘individual basis’ 17.

7.9

The principal is responsible for:
a. Advising parents when an exemption from attendance may be required and
supporting parents to apply for the exemption 18.
b. Referring concerns about a student with persistent unexplained absence
to the School Attendance Officer.
c. Ensuring the attendance register is capable of providing ‘evidence for any
enforcement proceedings, including’ the issuing of an ‘Infringement Notice
(and any appeal) and court proceedings if it appears a parent may not have
met their legal obligations to ensure their child attends school’ 19.

7.10

The principal is responsible for ensuring the school reports student attendance
to the school community at least once a year.

16

Ibid 11.
Ibid 10.
18
Ibid 11.
19
Ibid 9.

17

Error! No text of specified style in document.

© Learning Co-operative 2021
Page 5 of 40

8.

9.

10.

7.11

Parents are responsible for ensuring their child attends school. If their child is
absent from school for all or part of a school day, parents are required to
provide an explanation for their child's absence.

7.12

Teaching staff, including Casual Relief Teaching staff, and staff leading schoolapproved activities are responsible for keeping accurate and timely attendance
records following the school’s procedures.

Attendance during remote learning
8.1

Student attendance is critical for learning and remains critical during periods
of remote and flexible learning due to coronavirus (COVID-19). Daily
attendance is still required and expected.

8.2

Monitoring of attendance will be done differently as all students will be at
home, and no students will be on-site.

8.3

Attendance will be marked once per day. The school will verify attendance
through the student engaging with zoom or seesaw, through direct teacher
interactions with the student, or parent/carer and through student’s
submission of work.

Links to other policies
9.1

Duty of Care

9.2

Enrolment Policy

9.3

Child Safety and Wellbeing Policy

9.4

Record Management Policy (including Archiving Policy).

Communication of the policy
10.1

From time to time, the school will make public statements to demonstrate its
commitment to the importance of high levels of attendance and the role that
parents play in supporting the school in reaching this goal.

10.2

The school will publish guidelines for parents as to the circumstances under
which the reason given for an absence from school is considered reasonable
or not and in which the principal is likely to judge the absence excused or
unexcused. 20

10.3

The school is a parent run environment in which all families have a direct
responsibility for both administrative processes and the implementation of
educational programs. The communication process is ongoing, allowing for
timely intervention for children, where attendance may be an issue. The
communication of the needs of children is through direct daily conversations,

20

The school may choose to follow Vic DET’s guidelines
https://www.education.vic.gov.au/school/teachers/studentmanagement/attendance/Pages/default.aspx (Accessed 16 July
2019).
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3-way conferences and at discussions during our compulsory fortnightly
meetings. The level of parent participation in school decisions is much higher
than that provided in schools where parents are not present.
11.

Policy implementation documents
11.1

The documents21 setting out the strategies and actions required to implement
this policy are:
a. setting out decisions as to the different types of absence and their
recording (appendix 1)
b. detailed procedures for recording attendance, absence, lateness and the
reasons given (appendix 2)
c. procedures for following up and monitoring attendance and absence
(appendix 3)
d. guidance for parents regarding attendance and absence (appendix 4)
e. exemption from school guidance and procedure (appendix 5)
f. attendance improvement strategies (appendix 6)

21

Each school must develop its own implementation strategies and associated documentation. This list is for guidance only.
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12.

Policy review
12.1

The governing board will review the Attendance Policy every 2 years.

12.2

The governing board will require the principal to report on the implementation
of the Attendance Policy as part of the board’s discussion of its Annual Report
to the School Community.

12.3

This policy was ratified by the School Board on: 11/10/2021

Chairperson’s signature:

_____________________
(MYRA THEISZ)
Version and revision control record

Date

Version

17/10/2021

2

Approver
Name: MYRA THEISZ

Next Review Date

October 2023
Position: Chairperson of the School Board

Signature:
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Appendix 1: Common reasons for absences
This table is taken directly from Vic DET’s School Attendance Guidelines22 that apply to all Victorian schools,
including non-government schools. Schools are advised to tailor this table to their needs as appropriate.
Schools should also create a methodology for staff to enter reasons quickly and easily, for example, by using
a set of abbreviations such as M = medical/dental.
Parent
approval
required

School required
to confirm
reason is
authentic

Reasonabl
e excuse
for parent

General
advice for
principals

Basis in ETR
Act for
reasonable
excuse

Follow
up
required

Illness or
accident

Yes

No

Yes

N/A

2.1.3(a)(i)

No

Medical/dental
appointment

Yes

Yes

Yes

Approve if
appointmen
t cannot be
scheduled
outside
school
hours

2.1.3(fa)

No,
unless
absences
become
excessive

Attending or
observing a
religious event
or obligation

Yes

No

Yes

N/A

2.1.3(f)

No

Suspended

No

Yes

Yes

N/A

2.1.3(d)

Yes
(suspensi
on
guideline
s)

Bereavement
such as a death
of a family
member,
attendance at a
funeral and/or
related
mourning
activities (sorry
business)

Yes

Yes

Requires
principal to
approve

Approve

2.1.3(fa)

Offer and
provide
support
as
required

22

https://www.education.vic.gov.au/Documents/school/teachers/management/schoolattendanceguidelines2018.docx (Accessed 16
July 2019).
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Parent
approval
required

School required
to confirm
reason is
authentic

Reasonabl
e excuse
for parent

General
advice for
principals

Basis in ETR
Act for
reasonable
excuse

Follow
up
required

Truancy

No

Yes

Yes

N/A

2.1.3(e)

Meetings,
Attendan
ce
Improve
ment
Plan

School refusal

Yes

Yes

Requires
principal to
approve

Approve if
parents and
school are
working on
plan to
address
cause

2.1.3(fa)

Yes –
meetings
to
identify
and
address
the cause

Family holiday

Yes

Yes

Requires
principal to
approve

Approve if
parents
notify in
advance.
School
policy
should be
developed
for long or
frequent/
repeated
holidays

2.1.3(fa)

Student
Absence
Learning
Plans
develope
d in
conjuncti
on with
classroo
m
teachers

Required to
comply with
another law

Yes

No

Yes

N/A

2.1.3(a)(ii)

No,
unless
absences
become
excessive
. Offer
and
provide
support
as
required

Cultural
observance

Yes

Yes

Requires
principal to
approve

Approve if
parent
notifies in
advance

2.1.3(fa)

No
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Parent
approval
required

School required
to confirm
reason is
authentic

Reasonabl
e excuse
for parent

General
advice for
principals

Basis in ETR
Act for
reasonable
excuse

Follow
up
required

Leisure
(shopping,
visiting
relatives)

Yes

Yes

Requires
principal to
approve

Do not
approve

2.1.3(fa)

No

Unforeseen
event

Yes

Yes

Yes

Approve if
satisfied
event was
unforeseen
and
prevented
attendance

2.1.3(a)(i)

No

Unavoidable
cause

Yes

Yes

Yes

Approve if
satisfied
event was
unforeseen
and
prevented
attendance

2.1.3(a)(i)

No

Other – special
event or
participation in
elite sporting
events/training

Yes

Yes

Requires
principal to
approve

Case-bycase basis

2.1.3(fa)

No

Exemption

No

No

Yes

N/A

2.1.3(g)

Ensure
any
condition
s of
exemptio
n are
met.
Monitor
attendan
ce at
other
provider
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Employment in
the
entertainment
industry

Parent
approval
required

School required
to confirm
reason is
authentic

Reasonabl
e excuse
for parent

General
advice for
principals

Basis in ETR
Act for
reasonable
excuse

Follow
up
required

Yes

Yes (through
approving
exemption)

Yes

N/A

2.1.3(g)

Yes, to
ensure
condition
s of
exemptio
n are
complied
with

Appendix 2: Procedures for recording attendance, absence, lateness and the reasons given
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Staff Guidance for Recording Attendance, Absence, Lateness and the Reasons Given

Accurate attendance records are essential to meet legislative guidance, guard child safety and well-being
and fulfil our duty of care. All staff must follow these guidelines:

1. Student attendance must be recorded by teachers twice a day, using a pen, in the Day Book. Staff
must also ensure checks/headcounts against the class list occur regularly (every 30minutes)
during unstructured free play time.
2. Student attendance must be recorded in the Day Book register within 30 minutes of the start of
each session (once between 9-9.30am and again between12.30 -1pm)
3. A student that is present should be marked as (‘/’ code). Absences should be marked as Unnotified Absence (‘U’ code) until a reason is provided. If a student arrives late to school (after
9.30am) the un-notified absence must be changed to Late (‘L’ code).
4. If a parent/carer has provided an authorised reason for absence either by phone, text, Slack
(#absences) or email- the register must be marked with a explained absence (‘O’ code) and the
reason must be recorded in the Day Book
5. The register must be handed to admin staff by 9.45am in the morning and 1pm in the afternoon
to enable follow up any unexplained absences the same day they occur.
6. Admin staff must contact parents of any Unnotified Absences as soon as practicable in the
morning on the same day they occur. Admin staff must log all attempts to contact parents until
they successfully make contact and establish a reason for absence. This code can then be entered
into the Day Book.
7. At times the parent/carer may not be able to be reached (i.e.: disconnected number,
SMS/email failure notification received etc.). In this instance, admin staff should attempt to
make contact with any emergency contact/s nominated on the child’s file held by the school,
where possible, on the same day of the unexplained absence.
8. For unexplained absences of 2 days in a row where a parent or their emergency contact has not
been able to be contacted, the school will require an explanation from parents in writing within
3 days of the absence occurring. The procedure for following up unexplained attendance will be
followed.
9. If there are more than 5 unexplained absences in a year the school will set up a meeting with
parents and the child and the Principal will draw up an Attendance Plan. If this fails, the School
Attendance Officer may be notified.
10. For explained illnesses longer than 5 days in a row, admin staff must contact the family to see if
the family/child need any support. For absences longer than 15 days, a Return to School Plan will
be developed by the Principal and teacher with the family to ease the transition back to school.
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Appendix 3: Procedures for Following Up and Monitoring Student Absences
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Appendix 4:Guidance for Parents Regarding Attendance and Absence
(In Enrolment pack for new parents)
Attendance fact sheet for parents/carers
If your child is sick or absent, you are required to notify their school as soon as possible on the day of
absence using one of the following methods:
1. Telephone: the school office (o3 9718 1481) and provide your child’s name, date of absences and
reason.
2. Email: the school (info@learningcooperative.vic.edu.au) and provide your child’s name, date of
absences and reason.
3. SLACK: use the #absences channel to let the school know the date and reason for absence
Notifying the school of your child’s absence either prior to, or on the day that they will be away, helps ensure
the safety and wellbeing of children and will fulfil your legal responsibility.
Why do I need to notify the school if my child is absent?
Schools need to know when and why a child is absent and you need to know if your child isn’t at school.
From the end of Term 2 2018, all Victorian government schools are required to contact parents/carers as
soon as practicable on the same day of an unexplained student absence. If your child is absent on a
particular day and you have not contacted the school to explain why, the absence will be marked as
unexplained.
Going to school every day is the single most important part of your child’s education, they learn new things
every day – missing school can make it more difficult for them to integrate socially.
What is your responsibility?
You are legally required to ensure your child attends school every day or you must provide an
explanation for their absence. You should let the school know in advance of any upcoming absences or
let them know in the morning if your child won’t be at school. In order for schools to implement the same
day notification requirement, it’s essential that you provide the school with your most up-to-date contact
details.
Generally one notification will be sent per family. Should there be circumstances that require both parents
and carers to be notified, please contact the school to make the necessary arrangements.
What is the school’s responsibility?
The school must notify you of an unexplained absence in relation to your child as soon as practicable on
the same day.
Schools will let you know either by phone call or email. If you can’t be reached because the school does
not have your correct contact details (i.e. changed phone number, SMS/email failure notification
received etc.),or they can’t get through because of turned off phone/bad reception, the school will
attempt to make contact with any emergency contact/s nominated on your child’s file held by the
school. Where possible, this contact will be made on the same day of the unexplained absence.
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Where can I learn more about the process for managing student absences?
Ask your school for a copy of the Attendance Policy which outlines the school’s processes and procedures
for monitoring, recording and following-up of student absences.

Newsletter/email reminders for current parents:
1. Contact details
There are times when we will need to contact you, including on the day if your child is absent and you
haven’t informed the school as to why. Do we have your most up to date contact details? If not, please
contact the school on info@learningcooperative.vic.edu.au so we can update our records. Please include
parent/carers’ name, address, phone numbers, email address and emergency contact details. Please
remember to contact the school if any of these details or your circumstances change.
2. Notify the school of your child’s absence
Protecting the safety and well-being of children through the reporting and monitoring of absenteeism is
the responsibility of both parents/carers and schools.
If your child is sick or absent, you are required to notify the school as soon as possible on the day of
absence. Please remember to call the school on (03) 9718 1481 or email at
info@learningcooperative.vic.edu.au or log your child’s absence using #absences on SLACK early in the
morning if your child is going to be away or late for school so your child’s absence can be recorded
correctly.
For further information on the processes and procedures our school uses to record, monitor and follow-up
student attendance and absence please read our Attendance Policy <insert link to Attendance Policy>.
3. Same-day notification of unexplained student absences
Our school will text/call you as soon as practicable on the day if a student is not at school and you haven’t
notified the school as to why. If you are notified by the school that your child is away without a reason,
please contact us as soon as possible by calling (03) 9718 1481 to let us know where your child is. If we
cannot reach you because we don’t have your correct contact details (i.e.: message notification fail,
disconnected number), then we will make contact with any emergency contact/s nominated on your
child’s file held by the school, where possible, on the same day of the unexplained absence.
Please remember it is your responsibility to contact us to provide an explanation for your child's absence
from school, and where possible, please inform us in advance of upcoming absences.
For further information on the processes and procedures our school uses to record, monitor and follow-up
student attendance and absence please read our Attendance Policy <insert link to Attendance Policy>
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Appendix 5: Exemption from School Attendance
Attending school every school day for the whole day enables students to participate in the school’s
program as well as develop their social skills. Regular attendance enables the school to:
•
•
•
•

plan an organised educational program that is delivered in a consistent way and has continuity
facilitate shared student learning experiences that support the educational program
monitor student progress and adjust the educational program to meet student needs
facilitate integration into social groups and facilitate free play

The Education and Training Reform Act 2006 (Vic) allows exemptions from full time school attendance and
enrolment to be granted in certain circumstances, where the student:
•
•
•

is a child who turns 6 (compulsory school age) while attending kindergarten
will be participating in approved education or training, or employment, or both, on a full time basis
is employed or seeking employment during school hours in the entertainment industry

An exemption from school attendance and enrolment may also be granted where leaving school is in the
best interests of the student.
All applications for exemptions are considered on a case by case basis, with the student's best interests as
the guiding principle for decision-making. In making a decision, the potential benefits or negative
consequences of granting the exemption to the student's educational progress, wellbeing and
development are also considered.
Note: No exemption is required if a student is not of compulsory school age (6 to 17 years of age)
Authorisation of Exemption
Circumstance: Child turns 6 (compulsory school age) while attending kindergarten
Who authorises: Regional Director. For process, see Participation and Engagement — Children of School
Age Attending a Kindergarten Program (based on Ministerial Order 713).
Circumstance: Student has not completed Year 10 of schooling and will participate in approved education
or training, or employment, or both, on a full time basis
Who authorises: Regional Director following consideration by the Principal. For process, refer to Chapter
3 — Students who have not completed year 10 and will participate in approved education, training or
employment.
Circumstance: Student is employed or seeking employment during school hours in the entertainment
industry
Who authorises: Principal. For process, refer to Chapter 4 — Short-term Entertainment Industry
Employment.
Circumstance: If leaving school is in best interests of the student.
Who authorises: Regional Director following consideration by the Principal. For process, refer to Chapter
5 — If leaving school is in student's best interests
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Exemptions are not included in school absence data or in the department’s February and August census
collection.

Exemption From School Application
This Form is to be used by all Victorian schools for all students of compulsory school age where, in accordance
with Ministerial Order 715, leaving school is in the child’s best interests.
Ministerial Order 715 – Best interests
Student Name:
School Name:
School Location:
Principal’s Name:
School Contact:

Name:

(This should be the
details of the staff
member who is
supporting this
application)

Position:

Email:

Phone:

Purpose
Under the Education and Training Reform Act 2006 schooling is compulsory for students aged 6 to 17 years.
Students are expected to attend the school in which they are enrolled, during normal school hours every day
of each term, unless an exemption is in place or if they are registered for home schooling. Exemptions are
only available in certain circumstances and must be applied for by written application, made by at least one
parent/carer of the student. Students must continue attending school until an exemption is granted.
Ministerial Order 715 allows exemptions in certain circumstances where leaving school is in the child’s best
interests. Due to the possible long-term negative impact of leaving school early, this should only be used in
very exceptional circumstances (where it is determined that an exemption under Ministerial Order 705 is
not appropriate) and must be approved by the relevant Department of Education Regional Director.
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For further information on Exemptions, see Exemption from School Attendance and Enrolment. This form
needs to be completed by the school and must be signed by the student, parent/carer and Principal.
Once an exemption has been granted, Victorian Government schools must maintain contact with the student
while they are of compulsory school age (see Section D below). Should the student’s circumstances change,
the school will be the first point of contact to either re-engage the student in school or explore alternative
pathway options.

Procedure for all Victorian schools (government, Catholic and Independent)
Applications must be submitted to the school Principal for consideration and endorsement. The Principal
must then lodge the application with the Department of Education and Training (DET) Regional Office for
decision.
In granting an exemption, the DET Regional Director may make the exemption limited to a specified time
and/or subject to compliance with any conditions that the DET Regional Director deems necessary.
The DET Regional Director must advise the Principal, in writing, whether the exemption is approved, with or
without specified time limits or subject to conditions, or not approved.
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Overview and instructions
This form MUST NOT be used to:
•
•
•
•

Un-enrol a student
Manage non-attendance or challenging behaviour issues
Exit a student whose whereabouts are unknown
Transfer a student to another school (including Virtual School Victoria), or register a student for home
schooling.

Section A - Student Details
Surname:

First given name:
Second given name:

Preferred name (if applicable):

Date of Birth:

Age:

________/________/________

Years________ Months________

Gender:

VSN:

c Male

c Female c Other

Street Number and Name:

Suburb:

State:

Landline or Mobile:

Email:

Current Year Level:

Highest Year Level Completed:

Postcode:

Country of Birth:
If not born in Australia, is the student an Australian Citizen or Permanent Resident? c Yes
Parent/Carer Details
This section must be completed by all parents/carers with legal guardianship of the student.
Parent/Carer 1

Parent/Carer 2

Title: e.g. Mr, Mrs, Ms, Dr

Title: e.g. Mr, Mrs, Ms, Dr

Surname:

Surname:
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c No

Given names:

Given names:

Contact phone no. business hours:

Contact phone no. business hours:

Email:

Email:

Section B: Student Context
Please indicate whether any of the below applies to the student listed in Section A.
Is the student Aboriginal or Torres Strait Islander?

c Yes

c No

Does the student have a diagnosed disability and/or receive Program for
Student with Disabilities funding?

c Yes

c No

Is the student currently in Out of Home Care?

c Yes

c No

Has the student had less than 80% attendance in the last year?

c Yes

c No

Has the student required any additional support or interventions in relation to
their behaviour?

c Yes

c No

Has the student participated in any re-engagement programs run by your
school or other organisations?

c Yes

c No

Has a Navigator referral ever been submitted for this student?

c Yes

c No

Optional: Has this student been expelled from your school, or are they in the
process of being expelled?

c Yes

c No

Optional: Is the student currently involved with Youth Justice, or has been
involved with Youth Justice in the past 12 months?

c Yes

c No

Section C: Reasons leaving school is in the student’s best interests
To support an application for exemption under ‘best interests’, the school must attach supporting
documents to this form outlining: the child’s aspirations and reason for leaving school, views of the
family on the student leaving school, why it is considered in the best interests of the student to leave
school, and any alternative arrangements that have been explored.
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Career Action Plan attached:

c Yes c No

Individual Education Plan attached (if applicable):

c Yes c No

Relevant documents to support the exemption attached:

c Yes c No

Section D: Transition Monitoring
All Victorian government schools are required to complete this section to ensure that the student has
the appropriate supports in place, and will be actively re-engaged by their school should their
circumstances change, prior to the student turning 17.
c Yes

1. Have the student and parent/carer been advised that contact will be made
within one month, and again at three and six months, to support any change in
circumstances?

c No

Please provide details of the school staff member who will be contacting the
student at these intervals:
Contact person:_______________________________ Phone:________________
Email:______________________________________________________________
2. Have the student and parent/carer been advised that if their circumstances
change, they are invited to seek advice and support from the above staff member
at the school to re-engage with the school or consider alternative pathway
options?

c Yes

3. Has the student been advised that if they do not participate in education,
training and/or employment on a full-time basis until 17 years of age, this may
impact on their eligibility to receive financial support from Centrelink?

c Yes

c No

c No

Note: Government schools receiving funding through the Careers Education Funding (Reference 91)
are to comply with the relevant accountabilities, including formal interview, reporting and follow up
requirements.
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Section E: Endorsement
Note: This section is to be completed and signed by the student, parent/carer and Principal.
Student’s
Name
(BLOCK
____________________________________________________

LETTERS):

I hereby acknowledge that the information about me contained in this form is true and
correct.
Signature:

Date: ___/___/___

Parent/Carer’s Name(s) (BLOCK LETTERS):
__________________________________________________________________________
_______________
__________________________________________________________________________
_______________
(this section must be completed by person(s) who has legal guardianship of the student)
Relationship
to
__________________________________________________________________

student:

As the Parent/Carer 23 of the abovementioned young person:
•

I request that my child be exempted from school for the reasons stipulated in this
application form and that these details are true and correct.

•

I understand that this document will be forwarded to the appropriate Regional
Office of the Department of Education and Training for the purpose of requesting an
exemption from school, and/or to provide further support.

Signature Parent/Carer 1:
___/___/___

Date:

Signature Parent/Carer 2:
___/___/___

Date:

Principal
Name
(BLOCK
_____________________________________________________

LETTERS):

23

Parent/Carer signature is not required where a student has been legally classified as a mature minor. More information about Mature Minor status
can be found at: https://www2.education.vic.gov.au/pal/mature-minors-and-decision-making/policy. In this instance, ‘Parent/Carer’ should be
crossed out and the student should sign this section also.
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School
Name:
_________________________________________________________________________
As the Principal of a school:
 I have determined that an exemption under Ministerial Order No. 705 is not
appropriate in the circumstances.
 I have considered the best interests of the student and endorse this application.
 I have completed the Exemption from School Application under Ministerial Order
715 form and lodged it with the DET Regional Director for decision.
 I commit that the school will actively support this student to re-engage with education,
training or employment when and if appropriate.
 I understand that the DET Regional Director may make the exemption time-limited
and/or subject to compliance with any conditions that the Regional Director deems
necessary.
Principal Signature:

Date:
___/___/_
__

All Victorian school principals must sign.
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Section F: Details of supports and strategies
What supports or strategies have been implemented to assist the student to remain in school?
Attendance Support

Wellbeing

Careers

External Agencies
Other (including
correspondence with
relevant Catholic Diocesan
education
office/Independent Schools
Victoria)
If applicable:
Student Support Services
(SSS) Support
CALD Support
Out of Home Care Support
Disability Support
Koorie Education Support
Officer
Has the student:
•

had a formal exit interview?

•

received counselling of post-school options?

c Yes c No
c Yes c No

•

been referred to appropriate external
agencies?
(e.g. Head Space, Child & Youth Mental Health
Service)
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•

received a copy of their Career Action Plan?
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To lodge this Exemption From School Application under Ministerial Order 715 form, please email:
North Eastern Victoria Region:

Email: pathways.transitions.nev@education.vic.gov.au

North Western Victoria Region:

Email: pathways.transitions.nwv@education.vic.gov.au

South Eastern Victoria Region:

Email: pathways.transitions.sev@education.vic.gov.au

South Western Victoria Region:

Email: pathways.transitions.swv@education.vic.gov.au
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Appendix 6: Attendance improvement strategies
Taken from https://www2.education.vic.gov.au/pal/attendance/guidance/7-attendance-improvementstrategies accessed Sep 21
Through regular monitoring of attendance and absence patterns, and reviewing the excuses given for
absences, schools may identify that a student is at risk of poor attendance or becoming disengaged.
Schools should consider follow up and improvement strategies when a student has been absent more than
five days in a term for any reason (indicating attendance falling below 90%), even for parent approved
health-related absences. They should also follow up and implement improvement strategies where:
•
•
•
•
•

the absence is having a significant impact on a student's educational attainment, achievement and
development
a student has been truanting (absent without parental consent)
a parent reports that a student refuses to attend school
there ha s been no explanation for the student's absence
a parent repeatedly fails to provide a reasonable excuse for their child's absence.

This follow up is recommended as an early intervention approach that may possibly identify an underlying
issue affecting attendance which may differ from the explanation originally reported by the parent, or
identify support the school can offer to assist the student's ability to attend school.
The impact of absences on a student's educational attainment, achievement and development will depend
on the:
•
•
•
•
•
•

number of days of absence
number of consecutive days
reason for the absence
time of year
age of the student
type of learning that will occur outside school.

All these factors need to be considered in choosing appropriate follow up or intervention strategies. When
following up absences, schools should:
•
•
•

further investigate the reasons for the student's absence (the actual reason may differ to the
explanation initially provided)
organise a meeting with the parent and a relevant teacher or other staff member at the earliest
opportunity to identify the issues related to the non-attendance and to plan for improvement
ensure they notify a parent in writing each time the school considers they have not provided a
reasonable excuse for the absence.

Addressing individual student needs
Identifying risks of student disengagement from education needs to happen early so that actions can be
taken to reduce or avoid these risks. In order to effectively address these risks, schools should work in
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partnership with the significant adults in the students' lives, including families, as well as with community
agencies and services.
When identifying risks, schools can use the Child Information Sharing Scheme and Family Violence
Information Sharing Scheme to request and share information with authorised organisations to promote
the wellbeing or safety of children or to assess or manage family violence risk. Authorised organisations
include Victorian government and non-government schools, Child FIRST, Child Protection, Victoria Police,
Youth Justice, community health and family violence services. For a list of organisations and services
authorised under the schemes, refer to: Information Sharing Entity List. For policy and guidance on using
the schemes refer to: Child and Family Violence Information Sharing Schemes
Attendance improvement strategies and interventions must be consistent with other supports and
frameworks in place for the student and family (e.g. students in out-of-home care, experiencing
homelessness, Aboriginal families, international students, students with disabilities, students with cultural
and linguistically diverse backgrounds and newly arrived communities).
Schools should be careful if using more than one improvement strategy at a time. For example, if an
Attendance Improvement Plan has been developed, do not initiate further act ions until the act ions and
timelines outlined in the plan have been completed and evaluated and attendance patterns remain of
concern.
Referrals to community services or agencies may be appropriate if an immediate need is identified, and
these can occur in conjunction with attendance improvement strategies if necessary.
Appropriate attendance improvement strategies for an individual student will vary according to their
circumstances, age and education level and aspirations.
The main focus of attendance improvement strategies at a primary and lower secondary school level
should be to support improved attendance or a return to a mainstream school setting.
At middle secondary level, the main focus of attendance improvement strategies should be on re-engaging
children and young people at risk of leaving the education system, creating pathways back into school, or
into accredited training or employment if that better suits their aspirations.
At senior secondary level, attendance improvement strategies should focus on supporting children and
young people to complete their senior secondary certificate or accredited VET qualification at Certificate II
or above, with the view of linking them into their preferred pathway of further education, training or
employment.
Engaging with the family
Managing issues of non-attendance can be difficult, particularly in circumstances where there are apparent
stress factors within families. Working with a family in a way that can prevent attendance issues is critical.

Error! No text of specified style in document.

© Learning Co-operative 2021
Page 30 of 40

Successful school-family relationships will be underpinned by open and effective communication. Keys to
successful partnerships with parents and families include:
•
•
•
•
•
•

conducting effective school-to-home and home-to-school communications
providing volunteer opportunities to enable parents and student to contribute
involving families with homework and other curriculum-related activities
involving families as participants in school decision-making
coordinating resources and services from the community for families, students and the school
providing opportunities to enhance parenting knowledge and skills.

In analysing patterns of non-attendance and following up with parents, schools should consider cultural
factors and details of student and family circumstances.
Contact should be made with the view to developing and implementing strategies that minimise absences
and build positive family-school relationships.
Meetings with parents
Attendance meetings with parents and students should be convened following initial contact with the
parents when a student's attendance is of concern to the school. The purpose of the meeting is to develop
attendance improvement strategies to support the student and to examine why non-attendance continues
to be a problem.
At the first meeting, the principal or nominee should focus on:
•
•
•
•
•
•
•
•

establishing a shared understanding of accountability and strategies for improving attendance
ensuring parents are aware of the absences and fully appreciate the educational implications for
the student
identifying the reasons for the absences
exploring any factors preventing attendance or participation
requesting parents engage with alternative strategies to improve attendance
identifying appropriate attendance improvement strategies
documenting which improvement strategy has been selected, with clear discussion about the ways
in which it will be monitored and when it will be reviewed
explaining the possible consequences of repeated non-attendance, including referral to a School
Attendance Officer.

Meetings with parents of students with attendance issues should feel supportive rather than disciplinary,
with a focus on positive and proactive solutions.
Principals need to ensure that appropriate supports are provided at the meetings (for example,
interpreters, advocates) in order to facilitate the involvement of parents.
Consideration should be given to cultural and language differences, and translated material or an
interpreter should be provided if required. The family should be given the opportunity to discuss cultural
practices, or to invite a cultural leader to discuss cultural practices on their behalf if relevant to the
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meeting. Meeting times should also be negotiated in order to ensure a mutually agreeable time is decided
on with necessary support provided.
Schools may need to enact a combination of strategies in responding to the needs and circumstances of
individual students. More targeted approaches may be needed for individual students facing multiple
issues.
Attendance student support group
When student attendance issues are identified and it becomes apparent that a student may require
ongoing intensive support in order to remain engaged in school, an Attendance Student Support Group
should be convened by the principal (or nominee). The Attendance Student Support Group should be
attended by:
•
•
•
•
•
•

the parent of the student
a parent's advocate (if required)
a teacher (primary) or teacher(s) nominated as having responsibility for the student (secondary )
the principal or nominee (to act as chairperson)
the student (where appropriate)
relevant school based welfare staff (where appropriate).

The Attendance Student Support Group may invite input from any other person with knowledge of the
student or with information relevant to the educational or social needs of the student. Appropriate
professionals from other agencies (such as youth workers or counsellors) may also attend with permission
of the parent.
All students in receipt of Program for Students with a Disability funding and students living in out-of-home
care should already have a Student Support Group established. The existing Student Support Group should
be used for attendance issues.
The Attendance Student Support Group meetings should focus on:
•
•
•

ensuring the parent is aware of the absences and understands the educational implications for the
student
identifying the reasons for the student absences
working collaboratively to develop a Student Attendance Improvement Plan, and/or an Individual
Education Plan.

For more information, refer to Student Support Groups.
Attendance improvement plans and return to school plans
To assist in the re-engagement of students with attendance issues, an Attendance Improvement Plan can
be introduced.
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To assist in the reintegration of a student after a prolonged absence, a Return to School Plan can be
implemented. This may also be used following other strategies if these strategies have not had the desired
outcome. For more information, see: Return to School Plan in the Resources tab.
Attendance Improvements Plans and Return to School Plans may be appropriate for students who are:
•
•
•

involved in the youth justice system
experiencing, or who have experienced a period of homelessness
experiencing mental or physical illnesses (Return to School Plans are vital for this cohort if they
have experienced prolonged absence from school).

Both these plans should be developed with the student and the parent and any support workers, and
include information such as:
•
•
•
•
•
•
•

the work the student has missed and needs to complete
the student's class timetable, including bell times
school term dates, student free days and non-school periods
goals to improve the student's attendance, including a target for attendance
nominated staff that can support the student if they need assistance, and their locations
the process to be followed if the student is absent
contact details for the student's parent.

If it has been difficult to engage with the parent of a student, a School Attendance Improvement Plan or a
Return to School Plan can be developed directly with the student. Any support services the student may be
accessing or may have been referred to (such as a youth worker or Koorrie Engagement Support Officer)
should be consulted and the plan should outline key responsibilities and parties to be involved.
Individual education plan
An Individual Education Plan articulates a student's educational, social and behavioural needs and how the
school and other support services will address these. The IEP should:
•
•
•
•
•
•
•
•
•
•

articulate the student's learning style, interests, goals and support needs
be based on an assessment of the student's specific learning needs and capabilities
establish short-term goals that will lead sequentially to the achievement of long-term goals
consider key long-term goals that reflect learning outcomes in social, academic and life skills
development
reflect high expectations of the students capacity for educational achievement
outline a meaningful educational program, linked to learning outcomes under an appropriate
curriculum or qualification framework (VELS, VCE, VCAL or VET)
be developed in consultation with the student, the school and members of the Student Support
Group
ensure that the goals are measurable, achievable, supported, and time-limited
clearly articulate individual and shared responsibilities, for the student and members of the Student
Support Group
contain a record of important decisions, actions, student behaviour and progress.
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Individual Education Plans may be suitable as an intervention to improve attendance if issues are identified
with a student's education level, such as their literacy or numeracy levels, or if poor engagement in
learning is identified as contributing to the student's attendance pattern.
Under the Department's Marrung Aboriginal Education Plan it is expected that all government schools
develop an Individual Education Plan for each Koorie student in a partnership between teachers, the
student, the parent and the Koorie Engagement Support Officer. In this case each plan will cover key
transition points from pre school to school, primary to secondary and compulsory to post-compulsory
education. For more information, refer to: Marrung
The Partnering Agreement commits to an Educational Needs Assessment for all students in out-of-home
care. Refer to Supporting Students in Out-of-Home Care Resources.
Student Absence Learning Plan
Student Absence Learning Plans should be implemented to support the education of students who are
absent from school for an extended period. They should be developed collaboratively by teachers,
students and their parents.
Student Absence Learning Plan must be developed for students:
•
•
•

who are planning extended absences from school, for example for a family holiday
suspended for more than three days (refer to Behaviour — Students)
subject to an expulsion appeal process (refer to Behaviour — Students).

It may also be useful to develop a Return to School Plan for students. Refer to the Resources tab for further
information about developing a Return to School Plan.
Referral to school or community-based wellbeing professional
When exploring attendance concerns, schools may identify behavioural, health or social issues such as
anxiety, depression or bullying for an individual student. Schools should access specialist support available
in the school or provided by the school sector. For government schools this would include Student Support
Services, Koorie Engagement Support Officers and Primary Welfare Officers and, for all schools, external
community service organisations where appropriate.
Responding to the wellbeing needs of individual students is not the responsibility of schools alone. Other
government and community-based agencies can provide specialist support to children and families around
a range of individual and family needs. Schools may work directly with local agencies to establish
arrangements for referral and collaboration.
Engaging services or making referrals to services could be employed as a strategy to improve attendance,
and to address emotional and social needs in order to improve attendance, especially in circumstances
where students are experiencing homelessness, are involved in the youth justice system, are experiencing
mental or physical health issues, or are from newly arrived or refugee backgrounds.
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New Information Sharing Schemes enable authorised organisations to share information with each other
to promote the wellbeing or safety of children or to assess or manage family violence risk. Organisations
that are authorised to share information under these schemes include Victorian government and nongovernment schools, DET Health Wellbeing and Inclusion Workforces, Child FIRST, Child Protection, Youth
Justice and a range of other prescribed workforces. More information and support about using the new
Information Sharing Schemes is available at: Child and Family Violence Information Sharing Schemes.
Note:
For government schools, staff in the Department's regional offices can:
•
•
•
•
•

suggest further attendance improvement strategies
suggest community agencies that may be available to assist the child and family
assist with placement in another school or a re-engagement program external to the school
discuss protective concerns for a child and the suitability of making referral to Child FIRST or Child
Protection
provide support to schools to broker solutions for complex individual attendance cases.

For Catholic schools, relevant Diocesan Catholic Education Office Wellbeing personnel are available to
assist. Principals in Catholic schools are required to consult with their relevant Wellbeing personnel before
a referral to a Department School Attendance Officer is made.
Re-engagement programs
Re-engagement programs operate outside mainstream school settings and provide tailored education and
support for children and young people who are disengaged, or have been identified as at risk of
disengaging, from mainstream school.
They provide an opportunity for disengaged or at-risk children and young people to achieve positive
education and wellbeing outcomes through engagement in a tailored and supportive learning
environment.
Re-engagement programs:
•
•
•
•

allow students to remain enrolled in their government school while attending the program
may cater to students who are enrolled at a number of different schools
may be delivered by a government school or by a registered education provider contracted by a
school (a non-government school or a registered training organisation)
may support re-engagement back into mainstream school or provide a longer-term alternative
learning pathway, depending on the age and stage of a child or young person's learning.

Re-engagement programs are only an appropriate option when:
•

school-based strategies to improve a student's engagement in a mainstream school setting have
not been successful
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•

a child or young person is not enrolled in a school and faces significant barriers to returning to a
mainstream school environment.

When determining if a re-engagement program is a suitable option for a child or young person, the
primary consideration must be the educational and wellbeing needs of that individual.
For guidance on establishing, delivering and referring to re-engagement programs, refer to the
Department's policy on Re-engagement Programs.
Reporting concerns — Referral to child first or report to Child Protection
Prolonged absence from school, patterns of absence from school, or the level of parental support for a
child's attendance at school may raise concerns about cumulative harm to a child, or concerns that the
child and their family need the assistance of family services. In addressing and following up school
attendance issues, schools may need to consider whether they should report a concern to Child Protection
or make a referral to the Child FIRST intake service for referral to family services. For more information,
refer to: PROTECT: Responding to other concerns about the wellbeing of a child
Families requiring the support of family services generally have complex needs, which can adversely
impact on a child's development and educational attainment if appropriate supports and interventions are
not provided in a timely manner. Significant concerns about the child's wellbeing and development are
commonly highlighted by how often issues such as non-attendance are occurring, how serious the issues
are, and most importantly how the issues are affecting the child's learning and development.
In general, it is advised that schools should attempt one or more attendance improvement strategies
before considering a referral to Child FIRST. Schools can report concerns to the child and family services
system concurrently with a referral to a School Attendance Officer. Early identification and response to
patterns of cumulative harm to children and young people, and assisting families to receive appropriate
supports and services, is a critical part of the child and family service system.
Cumulative harm refers to the effects of patterns of circumstances and events in a child's life, which
diminish a child's sense of safety, stability and wellbeing. These circumstances and events could include
the history and pattern of the child's attendance at school, periods of non-attendance and the level of
parental support for the child's attendance at school.
If, through enquiries and engagement with the families to follow up attendance issues, a principal or other
mandated staff member has formed a belief that the child has suffered or is at risk of suffering significant
harm, or is in need of immediate protection, they must make a report to Child Protection. For more
information, refer to Protecting Children — Reporting and Other Legal Obligations.
A referral to Child FIRST should be considered if, after consideration of the available information the school
is, on balance, more inclined to form a view that the concerns currently have a low to moderate impact on
the child, and where the immediate safety of the child is not compromised. In these situations a referral to
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Child FIRST is the best way of connecting vulnerable children and their families to the services they need to
protect and promote healthy development.
A referral to Child FIRST may be suitable in situations where families are exhibiting or report the following
factors that may impact on the child's attendance at school:
•
•
•
•
•

significant parenting problems
family conflict, including family breakdown
families under pressure due to a family member's physical or mental illness, substance abuse,
disability or bereavement
young, isolated and/ or unsupported families
significant social or economic disadvantage that may adversely impact on a child's care or
development.

On receiving a referral from a school, the Child FIRST team will conduct further assessment of the family
and may consult an experienced community-based child protection worker who is based in each Child
FIRST team. This assessment may lead to the involvement of a local family services organisation. Child
FIRST will inform schools of the outcome of their referral.
Where a Child FIRST team or a registered Family Services organisation forms the view that a child or young
person is in need of protection they must report the matter to Child Protection.
In forming the view that a child is in need of protection, schools should consider the specific things that
have happened to the child that have caused concerns and the impact of those factors on the child's
safety, stability, health, wellbeing and development. Some questions to consider are:
•
•
•
•

How vulnerable is the child?
Is there a history or pattern of significant concerns with this child or other children in the family?
Are the parents aware of the concerns, capable and willing to take action to ensure the child's
safety and stability, and promote their health, wellbeing, and development?
Are the parents able and willing to use support services to promote the child's safety, stability,
wellbeing and development?

Referral to a school attendance officer
When a school feels that they have exhausted strategies for addressing a student's unsatisfactory
attendance, further action to restore attendance is appropriate. This may mean pursuing an intensive
intervention approach, reporting a concern through the child and family services system, or referring to a
School Attendance Officer who may issue a School Attendance Notice.
Which avenue to pursue will depend on a variety of factors such as the underlying cause of the absences,
the history of engagement with the student's parents, and any precedent set by the school.
After making a referral or report, a school must continue to record, monitor and follow up the student's
attendance in line with normal procedure.
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Note:
A principal does not have to make a referral for all absences that meet the criteria below but may continue
to manage the absences at a school level.
Referring a student attendance matter to a School Attendance Officer may be appropriate where the
principal determines that:
•
•

intervention strategies have been unable to secure parental engagement and improvement in
school attendance (or engagement in another educational program) and
requiring the parent to respond to the notice will convey the seriousness of the matter and is likely
to elicit an improvement in attendance.

Principals should be certain they have evidence to demonstrate the parent has not been meeting their
responsibilities under the Act. This will be important in the event the School Attendance Notice leads to an
Infringement Notice being sent to the parent and the parent wishes to appeal the decision or elect to have
the matter heard in court.
The process for issuing the School Attendance Notice, requiring the parent to respond and the further
steps if the parent does not comply with the notice is very clear and is set by the provisions in
the Education and Training Reform Act 2006 (Vic).
To make a referral to a School Attendance Officer the principal needs to establish that:
•
•
•

the student has been absent from school on at least five full days in the previous 12 months and
the parent has not provided a reasonable excuse for these absences
measures to improve the student's attendance have been undertaken and been unsuccessful, or
are inappropriate in the circumstances
a parent responsible for the absences can be identified (a single person to be the addressee of the
School Attendance Notice).

These minimum requirements to be met before sending a School Attendance Notice are set out in the Act.
In addition to the minimum requirements, before making a referral a principal should:
•
•

•

•

be satisfied that the reasons for the failure to comply with attendance requirements have been
explored, including any social, cultural, linguistic, economic, geographic or learning difficulties
ensure that if a Student Support Group has been established for the student, or another support
mechanism exists for the student, that group has been consulted about the particular attendance
issue or that mechanism utilised before making a referral to a School Attendance Officer
consider the particular circumstances of the student and family in deciding to make a referral,
including likely consequences if the parent does not respond adequately to a School Attendance
Notice
have attempted to contact the parent in question by telephone to advise of the situation and
confirm their awareness of the seriousness of the issue.

A School Attendance Notice may only be sent in relation to a student of compulsory school age. Before
making a referral, principals should check that the student is of compulsory school age, particularly for
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students in Prep or Year 11 and 12.Where a student is under 18 but their maturity is such that they may be
considered a 'mature minor', the school should focus on attendance improvement strategies that do not
include referral to a School Attendance Officer for a School Attendance Notice. For more information on
who may be considered a mature minor, refer to: Decision Making Responsibilities for Students.
Prior to referring the matter, government school principals may wish to consult with the Health and
Wellbeing Officers in their regional office for advice about the appropriateness of making a referral to the
School Attendance Officer. Seeking advice from staff in the Department's regional office does not oblige
the principal to make a referral.
If the student is an international student, the principal should consult with the International Education
Division to confirm the visa status for the child and act in accordance with the school attendance
enforcement provisions and sanctions under the Education and Services for Overseas Students (ESOS)
Framework.
For more information, refer to:
•
•

International Student Program
ESOS Legislative Framework

Principals should be certain they have evidence to demonstrate the parent has not been meeting their
responsibilities under the Act. This will be necessary in the event the School Attendance Notice leads to an
Infringement Notice being sent to the parent and the parent wishes to appeal the decision or elect to have
the matter heard in court.
If the principal decides to refer the matter, he or she should complete and forward the referral
form Referral to School Attendance Officer in the Resources tab. If a principal of a non-government school
has concerns about disclosing private information in the referral form, he or she can contact the School
Attendance Officer for advice.
If a School Attendance Officer is notified that a parent appears to be failing in their duty to ensure their
child attends school at all times the school is open for the child's instruction, the School Attendance Officer
will follow the steps outlined in Procedure for a School Attendance Officer — School Attendance Notices in
the next chapter.
The principal must provide any information requested by the School Attendance Officer in order to issue a
School Attendance Notice.
Note:
Principals in Catholic schools are required to consult with relevant Diocesan Catholic Education Office
Wellbeing personnel before any referral to a Department School Attendance Officer.
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