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PURPOSE 
 

 To support all members of the Rushworth P-12 Community to minimise absence from school 

 To ensure all children of compulsory school age who are enrolled in Rushworth P-12 College attend school 

every day the school is open for instruction, unless there is an exemption. 

 To ensure that there is a consistent approach to the record keeping of attendance data within the college so 

we can be confident of the integrity of this data. 

 To ensure immediate and effective follow up of students with at-risk attendance and a positive partnership 

with families to support appropriate attendance 

 To ensure that Rushworth P-12 College creates and maintains a child-safe school environment. 

 
DEFINITIONS 
 

 Compulsory school age is from 6 – 17 years of age. 

 Exemptions are granted by the principal or regional director at the request of the parent/guardian. 

 A student is considered to be in attendance at school when involved in an offsite curriculum program or other 

activity organised by the school (e.g. excursion, work experience, approved reengagement program). 

 
BASIC BELIEFS and AIMS 
Daily school attendance is important for all children and young people to succeed in education and to ensure they 
don’t fall behind both socially and developmentally. Children and young people who regularly attend school and 
complete Year 12 or an equivalent qualification have better health outcomes, better employment outcomes, and 
higher incomes across their lives. It is important that children develop habits of regular attendance at an early age. 
 
School participation is important as it 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 which 
set them up for further learning and participation in their community. 
 
Conversely, limited school participation is associated with a greater chance of dropping out of school, disruptive and 
delinquent behaviour, and may lead to a cycle of rebellion against authority. These outcomes have later implications 
for employment, and range of health-risk behaviours, (drug and alcohol abuse), homelessness, poverty, welfare 
dependence, and involvement in the justice system. 
 
Therefore, as a major protective factor and key predictor of positive learning outcomes, the college will not support 
absences for the purposes of celebrating birthdays, shopping or non-urgent appointments. The college’s Classroom 
and Advisory Group teachers are the primary means of identifying and following up on anomalous attendance, while 
the wellbeing team and leadership will implement plans to support students and families when attendance has 
become at-risk by developing strategies and connecting families with health professionals and community services. 
 
Attendance at school is a key societal structure for the safety and wellbeing of students, which provides access to 
primary care resources, regular monitoring of wellbeing and expert response to student welfare issues. The college 
will always take a non-judgemental approach to working in partnership with families to achieve the highest levels of 
student attendance. Families should read the College’s Student Wellbeing, Engagement and Inclusion policy for further 
information about the ways the college supports students to maintain a positive connection to the college. 
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GUIDELINES FOR ACTION  
 
Reporting and Recording Attendance 
 

Parent/Guardian Responsibilities 

 Parents are required to ensure their child attends school every day that it is open for instruction unless there 
is an approved reason for the absence. 

 A parent/guardian must communicate the reason for their child’s absence to the college to enable the 
principal to determine if the excuse was reasonable in terms of the parent meeting their legal obligations. 

 Where possible, the notice from the parent/guardian should be given in advance of upcoming absences. 

 Parents should report to the college any foreseeable barriers to attendance 

 Where possible, regularly review their child’s attendance using the Xuno portal 

 
Rushworth P-12 College Responsibilities 

 In the Primary section of the college (F-6) attendance will be recorded on Xuno at the following times 
o Within the first 20 minutes of the day. 
o After the recess break 
o After the lunch break 

 In the Secondary section of the college (7-12), attendance will be recorded on Xuno in each class for each 
session. 

 Correct CASES21 Attendance Codes will be used to ensure that attendance records are an accurate 
representation of students’ attendance, involvement in extra-curricular activities, or absences. 

 The principal of the college will determine whether or not a parent’s/guardian’s excuse for their child’s 
absence is reasonable in accordance with the Education and Training Reform Act 2006. 

 The college will ensure that attendance at curriculum programs outside of the school is recorded by the 
provider and reported back to enable recording by the college. 

 Any student on a modified timetable will have an exemption entered for the times that they are not 
expected to attend. 

 Students on a modified attendance program must have their attendance reviewed once per term. 
 

Monitoring Attendance 

 Attendance data will be monitored by the college to identify student absence patterns on a school, class and 
individual basis. 

 When student attendance data is inconsistent (e.g. marked present and then absent for sessions on the 
same day), the classroom teacher notifies office immediately. 

 Leadership will regularly review attendance, and implement and evaluate interventions 

 Monthly attendance progress reports will be shared with staff. 

 A staged response to non-attendance will be used as follows: 
 

Stage One 
Unexplained/Unauthorised 
absence 

- SMS sent by office staff before 10:00am on the day of absence 

Stage Two 
Unexplained/Unauthorised 
absence persists 

- Phone call by Advisory Teacher within 72 hours if no notification received 
to investigate reason. 

- Action by Advisory Teacher recorded in the student’s “Notes” tab on Xuno. 

Stage Three 
5 days or more of 
unexplained absences or 
overall attendance falls 
below 90% 

- Phone call by advisory teacher to follow up on each unexplained absence 
or discuss explained absences, with relevant information referred to 
Assistant Principal of Wellbeing and Engagement using RP-12 referral form 

- Assistant Principal sends letter home to parent/guardian with documents 
that may provide support to families (See Appendix I) 

- Actions and copy of letter stored on the student’s “Documents” tab on 
Xuno. 
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Stage Four 
Ongoing unexplained 
absences or overall 
attendance falls below 80% 

- Student is ‘at-risk’ of disengagement and attendance regularly monitored 
by Assistant Principal 

- Letter formally requesting a meeting sent to parent/guardian signed by 
Advisory Teacher and Assistant Principal (See Appendix II). 

- Develop Return to School Plan (See Appendix III) at the meeting, which the 
Advisory Teacher will monitor. 

- Social worker, KESO, SSSO or other relevant supports may participate in 
meeting. 

Stage Five 
Unresolved ongoing non-
attendance: attendance 
below 80% and no growth 
in attendance following 
implementation of Return 
to School Plan strategies. 

- Stage 5 letter (See Appendix IV) sent to parent/guardian summarising all 
intervention and support offered. To be signed and sent by the principal. 
Parents/guardians required to respond within seven days. 

- Assistant Principal may form the reasonable belief that a referral be made 
to Child First or the Department of Health and Human Services 

- Record actions on Xuno and a copy of the letter. 
- If applicable, follow Managing School Refusal process (see below) 

Stage Six 
Option of referring to 
School Attendance Officer 

- Principal determines if referral should be made to School Attendance 
Officer and notifies parent/guardian 

- College continues to monitor attendance and attempt to reengage student 
as detailed above. 

 
Process for Managing School Refusal 
Where the high-fidelity implementation of an attendance or return to school plan has failed to improve attendance 
with the support of parents or guardians, the college should manage the student as a school refusal. 

 
School refusal is a spectrum disorder where school days are being consistently missed and is treated as a semi-
emergency. The longer it goes on for, the less likely it is to remit. It is important to identify it early and provide 
interventions at school, for the student and their family or community. 
 

Strategies the school may implement to support school refusal include: 

 Home visits to engage student 

 A process for arrival at school and supporting students in the morning/re-entering class 

 An incremental attendance plan, including exposure to school outside of class time before attending during 

class time. 

 A Buddy system with peer /Mentor with staff member Contact person for the family 

 Modifications to curriculum, including enrolment in a social-emotional program in the college’s wellbeing 

hub  

 
Attendance for Aboriginal and Torres Straight Islanders (ATSI) 
The average high school attendance rate for Koorie students in 2014 was 60.5 percentage points, 24.7 percentage 
points less than the average for all Victorian students. 

 
The college is committed to closing the gap between its Koorie students and the Victorian average through 
implementation of the following supports: 

 Maintain high expectations for learning from all classroom teachers 

 Ensure regular cultural activities for ATSI students across multiple subject areas 

 Celebrate Indigenous cultural events such as Reconciliation and NAIDOC weeks 

 Regular review of Individual Education Plans for ATSI students 

 Additional requests for service from Koorie Education Support Officers 

 Provide support and sensitivity for cultural needs such as time On Country and family bereavement 
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APPENDIX I – “STAGE THREE” LETTER AND SUPPORTING DOCUMENTATION 
 

Date of letter 

 

Mr/Ms First name Surname 

Address 

 

Dear Mr/Ms Surname 

 

Re: Student name’s absence on date/s 

 

I write to you to raise concerns about the repeated absence of your child from school. If you have not 

already done so, please contact the college with explanations for these absences as soon as possible. 

 
Daily school attendance is important for young people to succeed in education and to ensure they don’t 

fall behind both socially and developmentally.  Young people who regularly attend school and complete 

Year 12 or an equivalent qualification have better health outcomes, better employment outcomes, and 

higher incomes across their lives. 

   

School participation is important as it maximises life opportunities for young people, by providing them 

with education and support networks.  School helps people to develop important skills, knowledge and 

values which set them up for further learning and participation in their community. 

 

Rushworth P-12 College places great importance on all students being at school on time, every day the 

school is open for instruction. 

 

We understand that sometimes getting your child to school may be difficult and the school is very 

happy to work with you to improve your child’s attendance. I hope the attached fact sheet will provide 

some support for addressing the attendance of your child but please do not hesitate to contact me on 

5856 1230 to discuss this further. You may also wish to access Parentline Victoria on 13 22 89 or 

www.parentline.vic.gov.au . 

 

Yours sincerely 

 

 

Assistant Principal’s Name 

Assistant Principal 

Rushworth P-12 College 

 

Every day counts 

School is better when you’re here 

Attendance fact sheet for primary school students  
 
Do I have to go to school? 
Yes, in Victoria everyone aged from 6 – 17 has to go to school.  
Missing one day a fortnight is the same as missing 4 whole weeks of school a year. From prep to Year 12 that adds up 
to 1.5 years of school!  
School is better when you attend. Your friends and your teachers notice that you’re away and wonder if you’re OK.  
Why is regular attendance at school important? 
Right now, being at school is the most important thing you need to do for your future. School helps you build good 
habits for later on in life. You might think school is just about Maths and English but you’re also learning about how 
to work with other people and how to solve problems.  

http://www.parentline.vic.gov.au/
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Being at school every day also means you are becoming more independent as a learner and interacting with your 
friends and teachers.  If you’re at school you can get help from your teachers and friends and won’t have to try to 
learn things in your own time.  
Being an adult probably seems far away but we know that young people who attend school more frequently have 
better outcomes after school too. This means they earn more money, have better job opportunities and are 
generally healthier. So being at school really does make a difference!  
Do my parents need to let the school know if I’m going to be away? 
Yes. Your parents need to notify the school within three days of your absence. 
If you’re away from school too much and don’t have a reasonable excuse like a serious illness, your parents can also 
get in trouble.  
Are there any good reasons to be away from school? 
No. Unless you are so sick you can’t get out of bed or there is an event like a funeral, you should be at school. Every 
day you are away is a day of classes and social connection you miss out on.  Taking a day off for your birthday or go 
shopping isn’t a good reason to miss school.  
Even medical and health appointments should be made either before or after school or during the school holidays. 
This includes family holidays. Your parents are encouraged not to plan holidays during the term but to organise 
these during the school holidays.  
If you do have to be away for some reason, your parents need to contact the school and let them know what’s going 
on. Depending on the situation, the school might provide schoolwork for you to complete.  
What do I miss out on if I’m not at school? 
You miss out on all the big stuff – class discussions and all the interaction that happens in a classroom, the chance to 
get help from teachers and the opportunity to practice skills and gain knowledge. Being away means you might miss 
out on a lot of learning or that you need to catch up in your time.  
If all of that isn’t enough to convince you to be at school every day, being away also means you also miss out on 
playing with your friends. Being away from school a lot can be lonely. It has a big impact on relationships and social 
connections. Believe it or not, everyone wants you at school and it really is better when you attend.  
What if I’m having problems getting to school? 
Getting to school on time everyday can be about having a good routine. If you find yourself running late or missing 
school because you’re disorganised, try: 

 Asking your parents for help getting ready 

 Having a set time to go to bed 

 Leaving all technology out of your bedroom 

 Packing your school bag the night before with everything you need 

 Having a set time for breakfast 

 Planning to meet up with a friend so you can travel to school together. 

Sometimes though it can just be hard to go to school. You might feel overwhelmed by the work or things might be 
tough with your friends. Maybe don’t feel safe at school or you really dislike a teacher or things at home aren’t great. 
Perhaps you’re feeling down or anxious and don’t even really know why. 
Whatever the situation is, staying away from school isn’t the answer. There are lots of people who want to help. Try 
talking to: 

 Your parents or another adult family member 

 A trusted teacher 

 Wellbeing Coordinator or the school counsellor 

 Another trusted adult like your coach 

Useful websites/contacts 
Kids Matter - www.kidsmatter.edu.au 
Youth Beyond Blue - www.youthbeyondblue.com.au 
Headspace - www.headspace.org.au  or e-headspace www.eheadspace.org.au/  for online counselling & support  
Reach Out – www.reachout.com 
Kids helpline - 1800 55 1800 24 hours a day, 7 days a week or web counselling  

http://www.kidsmatter.edu.au/
http://www.youthbeyondblue.com.au/
https://www.headspace.org.au/
https://eheadspace.org.au/
https://au.reachout.com/
https://kidshelpline.com.au/teens/get-help/webchat-counselling/
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* Where relevant, a similar fact sheet for secondary school students will be sent by the college, see: 
http://www.education.vic.gov.au/Documents/school/teachers/management/secondarystudentsfactsheet.docx 

 

APPENDIX II – “STAGE FOUR” LETTER FOR REQUEST OF MEETING RE. ATTENDANCE 
 

Date of letter 

 

Mr/Ms First name Surname 

Address 

 

Dear Mr/Ms Surname 

 

Re: Student name’s at-risk attendance. 

 

I write to gain your support with addressing your child’s ongoing absence from the college. 

 

Up to the date of this letter, Student name has attended 000 classes out of a possible 000, which 

means that he/she has only been in attendance for 00% of the current school year. 
 
Prior to sending this letter, your child’s advisory teacher will have contacted you to follow up on any 
unexplained absences and to let you know that Student name has had five or more days of unexplained 

absence this year, or alternatively, to let you know that his/her attendance has fallen below 90%. 

 

According to the Education and Training Reform Act 2006, a child must attend school until the 

compulsory school age of 17. To support you and your child to achieve this, I would like you to contact 

the college within 7 days of receipt of this letter to arrange an Attendance Student Support Group 

meeting with you and your child, your child’s Advisory Teacher and myself. During this meeting, we 

will develop an attendance plan and may also explore the following strategies: 

 

 Discuss the college’s Wellbeing Engagement and Inclusion policy or other relevant policies 

 Develop an Individual Education Plan for you child 

 Utilise social-emotional support from the college Social Worker or Department of Education and 

Training Student Support Service Officers. 

 Enrolment into a program in the college’s Wellbeing Hub 

 Referrals to external health professionals or family support services 

 

I am looking forward to working in partnership with you to ensure that your child can participate fully 

in their education. 

 

Yours Sincerely 

 

 
 

Assistant Principal’s Name 

Assistant Principal 

Rushworth P-12 College 

 
 
 
 
 
 
 

http://www.education.vic.gov.au/Documents/school/teachers/management/secondarystudentsfactsheet.docx


 
 

S c h o o l  A t t e n d a n c e  P o l i c y  &  P r o c e d u r e s  
 

Page 8 

APPENDIX III – Return to school plan 

Return to School Plan  
A Return to School Plan can be implemented to assist in the reintegration of a student after a 
prolonged absence (and may be used following other strategies if these strategies have not had the 
desired outcome). This plan should be developed with the student and the parents/guardians and 
any support workers. 
 

Student name:                                                       Year level:                                     Date:  

Summary of attendance, absences and explanations: 

Summary of outstanding work in need of completion: 

UPCOMING SCHEDULED OR ANTICIPATED ABSENCES FROM CLASS 

COLLEGE 
School Term Dates/Public holidays:                      
Student Free Days: 
Camps/excursions: 
 

FAMILY 
Appointments: 
Extended holidays: 
Other: 

Goals to improve my attendance to achieve a  _ _  % attendance rate, up from a current attendance rate of _ _  %: 

Who (student, 
staff, parent, 
etc.) 

Action (specify the what, how, 
etc.) 

Conditions (specify where, 
with whom, etc.) 

Frequency/scale 
(measurable outcome) 

Time (by when?) 

     

     

     

My timetable (including bell times and non-school periods) and any adjustments made as part of this meeting: 

 

If I am absent for any reason my parent/guardian will phone the school on the first day of my absence on 5856 

1230.  If the school does not receive a message then my Advisory teacher will phone my home to see what has 

happened on this number/these numbers: _ _ _ _   _ _ _ _    or    _ _ _ _   _ _ _   _ _ _ . 

 

DATE FOR REVIEW OF RETURN TO SCHOOL PLAN: _________________________ 

 

ADVISORY TEACHER:                                                    STUDENT: 

 

ASSISTANT PRINCIPAL:                                                 PARENT/GUARDIAN: 
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APPENDIX IV – “STAGE FIVE” LETTER OF ABSENCE ESCALATION 
 

 
Date of letter 

 

Mr/Ms First name Surname 

Address 

 

Dear Mr/Ms Surname 

 

Re: Urgent meeting required to address Student name’s attendance. 

 

It has been brought to my attention that Student name has not attended 000 classes out of a possible 

000, which means that he/she has only been in attendance for 00% of the current school year. 

Furthermore, I have been provided with a summary of the interventions that have been put in place by 

the college to help your child achieve a satisfactory attendance. These include: 

 

o Phone contact by your child’s Advisory Teacher 

o A Letter home updating you of your child’s attendance and some possible support strategies 

o A request to meet with the Assistant Principal and support staff to discuss relevant College 

policies and implement and a Return to School Plan 

(and, as implemented) 

o A modified timetable 

o Provision of social-emotional support programs 

o Regular meeting with the college Social Worker 

o Home visits 

o Implementation of an Individual Education Plan 

o Referral to School Support Service Officers 

 

If you have supported the college in achieving these interventions and there has not been an 

improvement in your child’s attendance then I would like to continue our partnership and meet to 

explore further educational options, and to discuss how we could make changes to our policy and 

processes to better meet your child’s needs in the future. 

 

If there has been no engagement from your family then I would like to remind you that the 

Education and Training Reform Act 2006 states that schooling is compulsory for students 

aged from 6 – 17 years. This means that you may not have met your obligations under the 

Act and an accumulation of these absences could lead to a notice from the School 

Attendance Officer and possibly a fine of approximately $70. 

 

Every endeavour must be made to ensure that Student name can participate fully in education. Poor 

patterns of attendance place students at risk of not achieving their educational, social and 

psychological potential. Such students are often disadvantaged in the choices they are able to make 

later in life. 

 

I am looking forward hearing from you within 7 days of receiving this letter so that we may continue 

working together to get the best educational outcomes for your child. 

 

Yours Sincerely 

 

 
 

Principal’s Name 

Principal 

Rushworth P-12 College 


