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Policy – VET Attendance (Stott’s) 
 

Rationale 

Stott’s College is committed to the early identification of students at academic risk and providing 

timely assistance, resources, and support to minimise the risk of academic failure.  

This policy outlines the attendance requirements, how attendance is monitored, how attendance 

requirements are communicated to students and the consequences applied when students do not 

achieve satisfactory attendance. 

This policy aligns with the National Code of Practice for Providers of Education and Training to 

overseas students 2018. 

Overseas students are required to be enrolled in a full-time registered course to undertake a 

minimum of 20 scheduled contact hours per week which is a visa condition for all overseas VET 

students. 

As per Stott’s College Training and Assessment strategy, Stotts requires all students to attend a 

minimum of 80% of all scheduled classes to sufficiently demonstrate key skills and knowledge 

elements for the course they are enrolled in.   

 

 

Scope 

This policy applies to all VET programs operated by Stott’s College.  

 

Policy and Procedure 

1. Attendance Requirements 

1.1  Students are required to attend a minimum of 80% of classes. Where the student to attends 

less than 80% of course contact hours, the student’s attendance will be deemed unsatisfactory.  

1.2  Students must attend class on the day and at the set time according to their enrolment and 

detailed on their timetable in their student portal.  

1.3 Students must arrive to class on time and stay until the class is completed.  

1.4  Any period of exclusion from class will not be included in student attendance calculations 

(Refer to Stott’s College Deferment, Suspension and Cancellation Policy). 
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2. Monitoring of Attendance 

2.1 The College will monitor, record, and assess the unit progress of each student for the course 

in which the student is currently enrolled. 

2.2 The trainer/assessor will record attendance by marking an attendance record sheet for each 

class of the program. 

2.3 Students who attend only part of a class may be marked as absent for all or part of that 

class.  

2.4 Where a student provides a medical certificate, the student will still be marked absent. 

Absences due to illness are included in the allowable 20% absence. 

2.5 Attendance records will be entered directly into the College’s record management system 

(RTO Manager) and stored electronically.  

2.6 Student’s overall attendance will be monitored on a weekly basis.  

 

3 Communication of Attendance Requirements 

3.1 Students are informed about attendance requirements, monitoring and communication at 

the program orientation prior to starting the course. 

3.2 Where a student’s overall attendance for a unit falls below 90% an email reminding student 

of their responsibility to maintain a minimum 80% attendance requirement per unit will be 

automatically generated to advise students of their responsibility. 

3.3 Where a student’s attendance falls below 80% overall attendance, the student will be issued 

an invitation to discuss their attendance with the student services officer or the senior educator. 

3.4 Where a student’s attendance falls below 70% the student will be required to attend the 

campus within 5 days of receiving the email and undergo a formal intervention with the senior 

educator or course coordinator. The student will be counselled and offered any necessary support. 

At this meeting the student will be required to sign an Attendance Counselling Form to confirm that 

they understand that they understand the attendance requirement policy. 

 

4. Failure to Maintain Satisfactory Attendance 

4.1 If at any time it becomes apparent that a student does not achieve the required attendance 

rate of over 50% for a unit, this will be deemed as insufficient attendance and course progress for 

that unit and the student may lose the opportunity to resubmit any work for that unit.  If a student 

fails, either due to attendance or performance, 50% or more of their units in one study period, the 

College will notify the student of its intention to report him or her to the Department of Home 

Affairs (DHA) through the Provider Registration and International Students Management System 

(PRISMS) for unsatisfactory progress. Only student visa holders studying VET courses can be 

reported through PRISMS for unsatisfactory progress. 
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For domestic students, the College may move to exclude the student from future study periods. 

4.2 Where valid compassionate or compelling circumstances explain a student’s absence the 

student may make an application to the Course Coordinator for special consideration.  Where the 

application can account for the absence and brings the student's attendance above 70% the student 

and School will be notified that breach of progress will not be reported in this instance. 

4.3  All documentation relating to attendance is kept on the student’s file. 

4.4 All students have 20 working days to appeal against the College’s intent to report for 

unsatisfactory progress, consistent with the Complaints and Appeals Policy. 
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