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…the choice for quality, harmony, safety and care. 

 

Attendance Procedures 
 

PURPOSE 
These procedures support the Attendance Policy by outlining the processes for recording, monitoring, 
following up and responding to student attendance at Mt Hira College. 
 
SCOPE 
These procedures apply to all teaching and administrative staff responsible for recording and monitoring 
student attendance. 
 
ATTENDANCE RECORDING 
 
All attendance must be recorded using Compass School Manager. 
 
Form Class Teachers must mark attendance at the beginning of each school day. 
 
Class Teachers must record attendance for every lesson in secondary and for each session or part of the 
day in primary. 
 
Attendance must be recorded accurately and in real time. 
 
Any discrepancies must be corrected as soon as they are identified. 
 
LATE ARRIVALS AND EARLY DEPARTURES 
 
Students arriving late must report to the Front Office and sign in. 
 
Students leaving early must be signed out through the Front Office by a parent or authorised adult. 
 
All late arrivals and early departures must be recorded in Compass. 
 
Repeated lateness or early departures must be monitored and reported to the Year Level Coordinator. 
 
UNEXPLAINED ABSENCES 
 
The Front Office sends an SMS notification to parents or carers for unexplained absences by recess each 
day. 
 
Parents or guardians are expected to provide an explanation via Compass, phone or email on the same 
day. 
 
If no explanation is received, the absence is recorded as unexplained in Compass. 



Page 2 of 4  

 
SAME DAY FOLLOW UP 
 
All unexplained absences must be followed up on the same day. 
 
Initial contact is attempted via SMS by recess. 
 
Where no response is received, the Front Office or Year Level Coordinator will attempt to contact the 
parent or guardian by phone. 
 
If contact cannot be made, emergency contacts listed on the student’s file may be contacted where 
appropriate. 
 
ATTENDANCE MONITORING 
 
Year Level Coordinators monitor attendance data regularly through Compass. 
 
Attendance data is reviewed at least weekly to identify patterns, trends or concerns. 
 
Students falling below expected thresholds or demonstrating concerning patterns are flagged for follow 
up. 
 
Deputy Principals oversee attendance monitoring across the College and review data regularly. 
 
ATTENDANCE THRESHOLDS AND ACTIONS 
 
Attendance between 90% and 100% is considered satisfactory and continues to be monitored. 
 
Attendance between 85% and 89% is identified as an emerging concern and will result in monitoring and, 
where appropriate, parent notification. 
 
Attendance below 90% requires closer monitoring. 
 
Attendance between 80% and 84% is considered a concern and requires parent contact and initial 
intervention. 
 
Attendance below 80% is considered a serious concern and requires formal intervention and escalation. 
 
Students absent for more than five days in a term may be flagged for early intervention regardless of 
whether the absences are approved. 
 
EARLY INTERVENTION 
 
When a concern is identified, the Year Level Coordinator will: 
 
Contact the parent or guardian to discuss attendance concerns 
 
Investigate reasons for absence 
 
Provide strategies and support to improve attendance 
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Monitor the student’s attendance closely 
 
Document actions in Compass 
 
Escalate the matter if attendance does not improve 
 
FORMAL INTERVENTION 
 
Where attendance concerns persist, the Deputy Principal will: 
 
Arrange a formal meeting with the student and parent or guardian 
 
Develop and implement an Attendance Improvement Plan 
 
Initiate a Student Support Group where appropriate 
 
Engage the Head of Wellbeing where wellbeing factors are identified 
 
Monitor progress and document all actions 
 
ESCALATION 
 
If attendance does not improve despite intervention: 
 
The matter is escalated to the Principal 
 
Formal written communication is issued to parents outlining concerns and expectations 
 
Further action may include referral to the Department of Education Victoria or School Attendance Officers 
in accordance with legislative requirements 
 
RE-ENGAGEMENT AND SUPPORT 
 
Students with ongoing or complex attendance concerns may be supported through: 
 
Attendance Improvement Plans 
 
Student Absence Learning Plans 
 
Personalised Learning Plans 
 
Return to School Plans 
 
Wellbeing support and referrals to external agencies where appropriate 
 
RECORD KEEPING 
 
All attendance records, explanations, communications and interventions must be recorded in Compass. 
 
Staff must ensure records are accurate, up to date and reflect all actions taken. 
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Documentation must demonstrate the College’s duty of care and compliance with legislative 
requirements. 
 
ROLES AND RESPONSIBILITIES 
 
Form Class Teachers and Class Teachers are responsible for accurate and timely attendance recording. 
 
Front Office staff are responsible for daily absence notifications and record keeping. 
 
Year Level Coordinators are responsible for monitoring attendance and implementing early intervention. 
 
Deputy Principals are responsible for overseeing attendance processes and leading formal interventions. 
 
The Principal is responsible for oversight, compliance and escalation where required. 
 
REVIEW 
 
These procedures will be reviewed in line with the Attendance Policy review cycle or as required. 
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