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PURPOSE

The purpose of this policy is to:

. Ensure all children of compulsory school age (6 to 17 yrs) are enrolled in a
registered school and 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 classes at Youth2Industry College

. Explain to Youth2Industry College staff and parents/carers the key practices and
procedures Youth2industry College has in place to
o) Support, monitor and maintain student attendance
o) Record, monitor and follow up student absences

SCOPE

This policy applies to all staff, students and parents/carers at Youth2Industry College and
will be made available via SharePoint, Youth2Industry College handbooks, staff and
student briefings and at reception.

DEFINITION

Parent — includes a carer 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.

IMPLEMENTATION

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 young people to succeed in education and to ensure they do not fall
behind both socially and developmentally. School helps young people to develop
important skills, knowledge and values that set them up for further learning and
participation in their community.

Students are expected to attend the Youth2Industry College during normal
Youth2Industry College hours every day of each term unless there is an approved
exemption from Youth2Industry College attendance for the student.

Both the Youth2Industry College and parents/carers have an important role to play in
supporting students to attend the Youth2Industry College every day. Youth2Industry
College believes all students should attend all day, every day when the Youth2Industry
College is open for instruction and is committed to working with the Youth2Industry
College community to encourage and support full attendance.
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The Youth2Industry College will identify individual students who are vulnerable and
whose attendance is at risk and/or declining and will work with these students and their
parents/carers to improve their attendance through a range of interventions and
supports. Refer to QMS:200-01 Y2IC Teachers Guide to Working with Diverse At-Risk
Students.

Students are committed to attending Youth2Industry College every day, arriving on time
and are prepared to learn. Our students are encouraged approach a teacher and seek
assistance if there are any issues that are affecting their attendance.

Youth2Industry College parents/carers are committed to ensuring their child/children
attend Youth2Industry College on time every day when instruction is offered, to
communicate openly with the Youth2Industry College and providing valid explanations for
any absence.

Parents/carers will communicate with the relevant staff at Youth2Industry College about
any issues affecting their child’s attendance and work in partnership with the
Youth2Industry College to address any concerns.

Parents/carers will provide a reasonable explanation for their child’s absence from classes
and endeavour to schedule family holidays, appointments and other activities outside of
school hours.

ATTENDANCE PROCEDURES

Students are required to maintain an attendance rate of 80% for each unit. Students
may be awarded ‘N’ for a unit if attendance falls below this level.

In the event of a student exceeding the permissible absence rate, there will be a
review between the Curriculum Leader and the student. The outcome of this review
could be that a student may:

. Have to withdraw from a unit

° Have their program adjusted (for example, their senior school program delivered
over two years)

. Be permitted to apply for consideration of disadvantage on grounds of illness or
other hardships

Refer to QMS:301 Y2IC Assessment, Monitoring, Reporting Policy and Procedure.

5.1 Student Responsibilities

. Attend all timetabled classes and arrive on time
. Sign in at reception and provide written explanation if late for classes
. If leaving early, parental permission is required before signing out
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. Discuss with the teacher procedures for catching up on work missed through
lateness or absence

. Report to the First Aid room if ill or injured

. Students should not leave the Youth2Industry College without signing out

. Remain on Youth2Industry College grounds all day until dismissed

5.2 Parent/Carer Responsibilities

. Ensure that their son/daughter attends and is punctual each school day

° Notify the Youth2Industry College (preferably in advance) if their son/daughter is
to be absent on Compass

. Provide evidence of legitimate absences to the Youth2Industry College for each
student absence

. Understand that it is the Youth2Industry College’s prerogative to determine the
legitimacy of any explanation

. Contact the Youth2Industry College if their son/daughter refuses to attend

° Arrange doctor and dentist appointments out of Youth2Industry College hours

° Do not allow their son/daughter to stay at home for minor reason

° Accurately communicate parent/carer contact details, (especially if they change)
to the Youth2Industry College

5.3 Classroom Teacher Responsibilities

. Develop and implement a curriculum which is challenging and engaging for
students

. Accurately and consistently mark the attendance roll twice a day

. Follow up consistent lateness with appropriate consequences

. Consistently reinforce the Youth2Industry College Attendance Policy

. When attendance is a concern seek support from the Student Services Leader

. Support the Student Services Leader and assist where possible to send emails or

make phone calls home (and keep a record) for a student’s continual absence
from a class or subject

. Liaise with the Student Services Leader to monitor % attendance rates and discuss
with individual students

. Show concern for students who are absent and supply the work missed. Allow
reasonable time for them catch up

5.4 Curriculum Leader

. Coordinate, monitor and support classroom teachers, students and
parents/carers to implement attendance procedures and policy
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Student Services Leader

Support of all staff in early intervention of all at risk students

Identify and follow up student absences (on the day of a student’s absence)
including notifying parents/carers via Compass if the student has not attended
and accurately record unexplained absence on student files

Regularly monitor % student attendance rates, support the progress

of students at risk through liaison with classroom teachers

Principal’s Responsibilities

Ensure that very clear attendance expectations are evident to students and
parents/carers

Ensuring that a good example is set by all staff with attendance and punctuality
Ensure accurate parent/carer contact details are maintained by the Administrative
Officer in collaboration with College staff

Overseeing the consistent implementation and review of policies and procedures
Encouraging the development of policies and culture, which encourage

student engagement and attendance

PROMOTING ATTENDANCE

Youth2Industry College’s Student Wellbeing and Engagement Policy supports student

attendance. The Youth2Industry College also promotes student attendance by:

Creating a positive Youth2Industry culture

Communicating high expectations

Rewards, incentives and other targeted activities

Understanding individual student needs

Embed quality teaching practices that engage and challenge all students
Early interventions for high-risk students

Proactively engaging with families

Appointing Support Services and Education Support staff

Allowing students to drive community projects

Referral to external wellbeing services

Refer to QMS:200-01 Y2IC Teachers Guide to Working with Diverse At-Risk Students and
QMS: 423 Y2IC Student Wellbeing and Engagement Policy

6.1

Recording attendance

Youth2Industry College must record attendance twice a day. This is necessary to:

Meet legislative requirements
Discharge Youth2industry College’s duty of care for all students
Meet VCAA requirements
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. Attendance will be recorded by the classroom teacher using Compass. If students
are in attendance at a Youth2Industry College approved activity, the teacher in
charge of the activity will record them as being present. Unexplained absences will
be followed up and recorded by student services.

6.2 Recording absences

For absences where there is no exemption in place, a parent must provide an explanation
on each occasion to the Youth2Industry College. Parents/carers should notify
Youth2Industry College of absences on Compass.

If a student is absent on a particular day and the Youth2Industry College has not been
previously notified by a parent/carer, or the absence is otherwise unexplained,
Youth2Industry College will notify parents/carers by (Compass/sms/telephone).
Youth2Industry College will attempt to contact parents/carers as soon as practicable on
the same day of the unexplained absence, allowing time for the parent/carer to respond.

If contact cannot be made with the parent/carer (due to incorrect contact details), the
Youth2Industry College will attempt to make contact with any emergency contact/s
nominated on the student's file held by the Youth2Industry College, where possible, on
the day of the unexplained absence.

Youth2Industry College will keep a record of the reason given for each absence. The
Student Services Leader 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 Youth2Industry College considers that the parent/carer has provided a reasonable
excuse for their child’s absence the absence will be marked as ‘explained absence’. If the
Youth2Industry College determines that no reasonable excuse has been provided, the
absence will be marked as ‘unexplained absence’.

The Leader of Student Services has the discretion to accept a reason given by a parent/carer
for a student’s absence. The Leader of Student Services will generally excuse:

. Medical and dental appointments, where out of hours appointments are not possible
or appropriate

. Bereavement or attendance at the funeral of a relative or friend of the student

. Youth2Industry College refusal, if a plan is in place with the parent/carer to address
causes and support the student’s return to the Youth2Industry College

. Cultural observance if the parent/carer notifies the Youth2Industry College in
advance
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If no explanation is provided by the parent within three Youth2Industry College days of an
absence, it will be recorded as an ‘unexplained absence’ and recorded on the student’s
file. Parents/carers will be notified if an absence has not been explained via Compass.

6.3 Attendance Monitoring

In order to monitor attendance, the Youth2Industry College will:

. Check and record the daily attendance of all students

. Monitor attendance twice daily and identify absences

. Identify the person(s) with responsibility for monitoring daily attendance
. Follow up unexplained absences on the day of a student’s absence

. Notify parents/carers of unsatisfactory attendance

. Maintain current contact details for parents/carers

. Accurately record attendance on student files via Compass

6.4 Managing non-attendance and supporting student engagement

Where absences are of concern due to their nature or frequency, or where a student has
been absent for more than five consecutive days, Youth2Industry College will work
collaboratively with parents/carers, the student, and other professionals, where
appropriate, to develop strategies to improve attendance, including:

. Consider strategies with Support Services staff and document in the
QMS:200-06 Y2IC Individual Pathway Plan (IPP)

. Arranging for assistance from relevant external wellbeing agencies

o The consideration of rewards, incentives and other targeted activities

We understand from time to time that some students will need additional supports and
assistance, and in collaboration with the student and their family, will endeavour to provide
this support when it is required.

Refer to QMS:200-01 Y2IC Teachers Guide to Working with Diverse At-Risk Students.

Where students are absent from VET classes they are required to contact the
Youth2Industry College. In the event that absences are unexplained the following process

is followed:

. The Student Services Leader is notified by external providers of student absence.
No notification is assumed student is present

. Student is marked as absent

. Parents /carers are contacted via Compass

If a student has multiple unexplained absences in the first instance, they will meet with
the Student Services Leader. If absences persist further contact with the parent will be
made.
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