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St Francis Xavier College


STUDENT ATTENDANCE 
Related Policies  
Attendance at School - ACT (CE)
Purpose
To ensure that students attend school as required, and that accurate and comprehensive records of attendance are created and maintained.

Policy
All students enrolled at St Francis Xavier College are expected to attend school on all week days during term, unless special circumstances occur e.g. ASbA requirements to attend CIT or work site.
Class teachers will record attendance for each student in each timetabled class, and Pastoral Leaders will record details of absences from school in the Pastoral Roll each day.

Parents/guardians should notify the school of the reasons for student absences. 

Teachers will contact parents if concerned about student attendance.

Definitions
Academy – electronic roll marking and attendance authorization system
Procedures


Absence from school should only be for sickness or other serious reasons. Medical and other appointments should be made outside school hours where possible.  Requests to leave the premises for medical or other urgent appointments must be made in writing and signed by a parent/guardian. Students must swipe out at the Academy kiosk at the Student Office before leaving.
All students


Students are expected to arrive at school prior to 8.20 am, and at the sounding of the first bell at 8.20am, go to lockers to collect books for Periods 1 & 2.
Students should be in their Pastoral Class by 8.28am – or swipe in late at the Academy kiosk at the Student Office.  Late slips are to be taken home, signed by parents, and then returned to the relevant Year group postal box at the Student Office.
All students should arrive in class on time for each lesson; teachers will mark the roll electronically in each lesson, check attendance against the current electronic list, and follow up any absences that are unexplained.  These records are consolidated, and parents are informed monthly of attendance details for each student in each subject.
All absences must be explained by parents/guardians.  This authorization for absence/lateness may be by one of the following:

· a written absent note

· a message on the College Absence phone line (6278 9099)

· an email from the family email address registered on the College database

· a response to the automatically generated text message sent to the mobile phone contact for parents of absent students.
Years 11-12
After Semester One in Year 11, subject to parent and College permission, students will be allowed to leave the premises after their last lesson for the day, and must swipe out at the Academy kiosk at the Student Office.  This permission may be revoked if a student misses timetabled classes or behaves inappropriately whilst in school uniform.

Year 12 students are free to leave the College if they do not have a scheduled class from recess onwards.  A senior student leaving school during the day must swipe out at the Academy kiosk at the Student Office, and then swipe in on returning to school.  This permission may be revoked if a senior student misses timetabled classes.
School Leaving Age

Students must complete Year 12, or be enrolled with an Education provider, until the age of 17 years.  Students wishing to undertake training, join the workforce and combine work, training, education must obtain an Approval Statement to do so from ACT ETD (www.det.act.gov.au )
Parents of students seeking exemption from attendance due to illness, family leave, etc must obtain an Exemption Certificate from ACT ETD.

