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1.3.5 Attendance Monitoring Policy and Procedure
ELICOS & VCE

1.0 Purpose

This document sets out the guidelines for monitoring a student's attendance in compliance with the
student’s visa conditions and for being proactive in notifying and counselling students who are at risk
of failing to meet the attendance requirements.

2.0 Scope

The content of this document applies to all ELICOS and VCE programs at Acknowledge Education (AE).

3.0 Regulatory Context

3.1 The Education Services for Overseas Students Act 2000 (ESOS Act) is the key legislation
governing international education. The ESOS Act sets out the National Code of Practice for
Providers of Education and Training to Overseas Students (2018) as a framework governing
delivery of education to overseas students in Australia on a student visa. The National Code
sets nationally consistent standards to help providers deliver quality education and training
to overseas students. Standard 11 (Monitoring Attendance) requires registered providers to
systematically monitor students’ compliance with student visa conditions relating to
attendance. Registered providers are to be proactive in notifying and counselling students
who are at risk of failing to meet attendance requirements. Under Section 19 of the ESOS Act,
registered providers are to report students who have breached the attendance
requirements.

3.2 The Victorian Curriculum and Assessment Authority (VCAA) establishes the regulations and
procedures that all secondary colleges are required to follow. These regulations and
procedures are outlined in the VCAA’s Administrative Handbook. The handbook for 2024
attendance requirements for all VCE units include at least 50 hours of scheduled classroom
instruction. A student must demonstrate sufficient class attendance to fulfil the time and
work requirements of the unit.
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4.0

5.0

Policy

The following principles underpin Acknowledge Education’s approach to attendance in its ELICOS and
VCE courses.

4.1 AE is committed to encouraging students to maintain satisfactory course attendance to
maximise their learning opportunities.
4.2 AE ensures that information is provided at the commencement of all courses, and
throughout each student’s course of studies, to support ongoing attendance.
4.3 Expectations for attendance are communicated at the commencement of the course and are
reinforced throughout each course of study.
4.4 Student attendance is monitored, and students at risk of not meeting the attendance
requirements are contacted, counselled, and advised of support services available to them.
4.5 All international students enrolled in an ELICOS or VCE course with an approved student visa
are obliged by the government to meet additional satisfactory attendance requirements and
must maintain their attendance in accordance with the details laid out in this document.
4.6 AE will maintain current contact details for parents and guardians. Parents and guardians
are asked to provide up to date contact details at the start of each school year and notify
the school of changes to contact details as soon as practicable.
4.7 Students are expected to seek assistance from AE if experiencing academic or personal
difficulties that are affecting their attendance.
4.8 AE is required to report students who are non-compliant with the attendance conditions of
their visa.
Procedure
5.1 Attendance Requirements
5.1.1 International students on a student visa are required to maintain a minimum of 20
hours attendance per week for scheduled face-to-face classroom hours. Attendance
is recorded for every class and students' attendance rates are calculated based on
the study period.

5.1.2 Students are required to attend 80% or more of their classes every study period to
achieve satisfactory attendance.

5.1.3 If astudent is absent due to circumstances beyond their control, they are required to
provide a reason for their absence with supporting evidence.

5.2 Attendance Recording

5.2.1 Attendance is recorded by the teacher for all relevant classes and records are
maintained on the Student Management System.

5.2.2 Students who arrive late or leave their classes early will have their attendance
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recorded accordingly.

5.3 Attendance Monitoring
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5.3.6

A Student Services officer checks the Student Management System each day to
identify absent students who need to be contacted. Unexplained absences are
followed up and contacted on the day of the absence, usually within the first
two hours.

As an intervention strategy if a student is absent for three consecutive teaching days,
the student will be contacted to provide reasons.

During the interview, the student will be counselled on strategies to improve
attendance. All records of contact and counselling with students and parents are
retained in the Student Management System.

If a student's attendance rate falls below 95% f, a first warning letter will be issued to
the student, who will receive counselling from the ELICOS or VCE Coordinator. If the
student is under 18, his or her parents or guardian/carer will be notified.

If a student's attendance rate falls below 90%, a second warning letter will be issued
to the student, who will receive counselling from the ELICOS or VCE Coordinator. If
the student is under 18, his or her parents or guardian/carer will be notified.

If a student's attendance rate falls below 85%, a third warning letter will be issued to
the student, who will receive counselling from the ELICOS or VCE Coordinator. If the
student is under 18, his or her parents or guardian/carer will be notified.
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When a student's attendance rate falls below 80% for the study period, a final
warning letter stating AE’s intention to report the students' unsatisfactory
attendance on PRISMS and to cancel the student's enrolment will be issued. If the
student is underage, his or her parents or guardian/carer will be notified.

AE may decide not to cancel the student's enrolment and report a student for

breaching the 80% attendance requirement when:

e The student produces documentary evidence that clearly demonstrates that
compassionate and compelling circumstances apply, and

e The decision is consistent with AE’s documented procedures, and

e the student is attending at least 70% of the scheduled course contact hours for
the course.

An international student will be reported via PRISMS for unsatisfactory attendance
20 working days after the date of the final warning letter if the student does not
appeal. Student enrolment will be officially cancelled at this point (within five
working days). If the student is under 18, his or her parents or guardian/carer will be
notified.

Any student who is dissatisfied with AE’s decision of intention to report
unsatisfactory attendance may lodge an appeal (refer to the Appeals and Complaints
Policy and Procedure).
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5.5.2 The student must submit an appeal within 20 working days of the date on the
relevant attendance notification letter.

6.0 Definitions

Term

Definition

English Language Intensive Course for  Intensive English language courses that are for overseas students

Overseas Students (ELICOS)

intending to go on to further study to improve their English language.

Victorian Certificate of Education

VCE is the certificate students in Victoria receive on satisfactory

(VCE) completion of their secondary education. A two-year course
encompassing Years 11 and 12.
PRISMS PRISMS is a web-site for Australian education providers to register and

confirm enrolments of international students under the Education
Services for Overseas Students (ESOS) Legislation.

7.0 Related Documents

Document Name

Appeals and Complaints Policy

Student Health and Wellbeing Strategy
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9.0 Changelog

Date Version By Notes

27/01/2009 1 RF Initial Authorisation

11/01/2016 2 BS Review and update

18/12/2013 2.1 BS Update and reformat

04/12/2023 3.0 Quiality Review and update in alignment to the current legislative
Assurance requirements and AE operations
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