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This Policy outlines:
a. UOW College Australia’s expectations in relation to attendance;
b. Systems in place to ensure UOW College Australia meets its obligations under the National
Code 2018;
c. The calculations in place to assess attendance; and
d. The roles and responsibilities of UOW College Australia staff and students in relation to
attendance.
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Scope:
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In the absence of a determination or condition imposed by the national regulator, this Policy does not
apply to Vocational Programs staff or students.
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1

Definitions
Word/Term/Acronym:

Definition:

Compassionate and
Compelling
Circumstances

Are generally any circumstances beyond the control of the student and have had an
impact on the student’s course progress or wellbeing. These may include but are not
limited to:
-

serious illness or injury, where a medical certificate states that the student was
unable to attend classes,

-

bereavement of close family members such as parents of grandparents (death
certificates must be provided),

-

major political upheaval or natural disaster in the home country requiring emergency
travel that has impacted on the student’s studies,

-

a traumatic experience, such as involvement in or witnessing a serious accident or
witnessing or being the victim of a serious crime, which has impacted on the student
(these should be supported by police or psychologists reports where possible),

-

inability to begin studying on the course commencement date due to delay in
receiving a student visa,

Cycle
Monitoring Period
Session
Student

Teacher

3

financial hardship,

-

family circumstances requiring the student’s presence.

A defined period of study in a UOW College English Language course.
A period of time within a course during which attendance will be monitored and calculated.
A defined period of study comprising fourteen weeks for academic programs
Any person who is enrolled in any course or program offered at, or in conjunction with, the
College. For vocational, this may be referred to as learner.
A self-contained unit of study or vocational unit of competency in any course or program
offered at, or in conjunction with, UOW College.
A staff member (whether permanent, sessional, or casual) who carries out teaching or
training responsibilities under the authority of a Head of Program, Course Coordinator or
Subject Coordinator.

Subject

2

-

Principles
1.

Students are responsible for their own attendance.

2.

UOW College Australia expects students to attend all scheduled classes.

3.

Where attendance is not possible on medical or other compassionate and compelling
grounds, students are responsible for applying for academic consideration wherever
required.

Attendance Monitoring and Requirements
1.

Unless otherwise stipulated in a Subject Outline, a minimum attendance of 80% of all
scheduled classes is required.

2.

UOW College monitors attendance in English Language, Pathway and Higher
Education Programs for the purpose of:
a.

Ensuring student welfare;

b.

Complying with legislative requirements; and

c.

Identifying students requiring personal support.

3.

UOW College will contact, and endeavour to provide appropriate support to any student
who fails to meet minimum attendance requirements or has an extended period/s of
absence.

4.

For students enrolled in Academic Programs, if attendance is below the 80% minimum
attendance requirement or threshold specified in a Subject Outline at the end of an
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academic session for any subject, a student may be awarded a technical fail for their
performance in that subject, irrespective of their total final mark for that subject.

4

Calculating Attendance
1.

Student attendance is recorded for each hour of class. Should a student miss a portion
of an hour of class the following attendance records will be retained:
Absent for:
0 - 15 minutes of an hour of scheduled
class time
16 - 45 minutes of an hour of scheduled
class time
46 - 60 minutes of an hour of scheduled
class time

2.

3.

4.

5

Attendance Recorded:
1 hour
0.5 hour
0 hours

For students enrolled in a UOW College English language program, attendance will be:
a.

Monitored each cycle;

b.

Calculated for the duration of the Confirmation of Enrolment (CoE);

c.

Calculated from the first day of the student's scheduled classes; and

d.

Based on actual time in class.

For students enrolled in Higher Education or Pathway Programs, attendance will be:
a.

Monitored and calculated each session;

b.

Calculated from the first day of the student's scheduled classes; and

c.

Based on actual time in class.

If a student applies and is approved for late arrival, attendance will be calculated from
their actual commencement date.

International Students - Visa Attendance Requirements
1.

International Students studying on a student visa are required to comply with the
attendance requirements of that visa.

2.

In accordance with the National Code 2018, UOW College Australia is required to report
international students who fail to attend at least 80% of scheduled class time. Where
UOW College Australia identifies a student as failing to meet this requirement, the
College will notify the student of their intention to report their attendance to the
Department of Home Affairs.

3.

UOW College Australia, in its sole and absolute discretion, may not report a student
enrolled on a student visa who has breached their visa’s attendance requirement
where:

4.

a.

The student has a minimum of 70% attendance, and

b.

The student can provide documentary evidence (such as medical
certificates) outlining compassionate and compelling circumstances to
explain the periods of absence.

Where an international student’s attendance is less than 70%, UOW College Australia
must proceed to report a student to the Department of Home Affairs for breaching
student visa attendance requirements.
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International Students - Right to Appeal Intention to Report
1.

Students who are notified of UOW College Australia’s intention to report them to the
Department of Home Affairs are entitled to internally appeal the decision in
accordance with the Student Grievance Policy.

2.

Where the student’s appeal has been unsuccessful, UOW College Australia will:

3.

7

a.

Advise the student of their right to appeal the decision to an external
body within 10 working days; and

b.

Not report the student during this timeframe.

In the absence of notification by the student that they are accessing an external
appeal mechanism, UOW College Australia will report the student after 10 business
days of the notification of the appeal outcome.

Roles & Responsibilities
Officer:

Responsibility:

Teachers
•
Program Support Staff •
•

General Manager

•
•
•

Administration Staff

•

Student Advisors

•

8

Monitoring student attendance at their classes
Monitoring attendance throughout the relevant monitoring period, and
Contacting students regularly when student attendance is at risk of not
meeting attendance or progression requirements. At a minimum, contact to
students should include the following:
a.
The period for which attendance has been monitored,
b.
The student’s attendance percentage for that period,
c.
A reminder of any student visa attendance requirements,
d.
An outline of the College’s obligation to report student visa holders
with attendance below 80% to the Australian Immigration Department,
for students enrolled in Foundation Studies Programs or English
language programs studying on student visas,.
e.
A request that the student make an appointment with a Student
Advisor to discuss their attendance or any special circumstances.
Identifying and recommending appropriate student support services
Keeping records of recommendations for support
Approving reporting to the Department of Home Affairs for not meeting
attendance requirements (failure to meet student visa conditions)
Formally notifying students studying on a student visa, who have not met
attendance requirements, of the College’s intention to report them. This
notification is to include, at a minimum:
a. the attendance monitoring period for which the student is being
reported,
b. the final attendance for the relevant attendance monitoring period,
c. the student’s right to appeal the decision within 20 business days, and
d. the relevant sections of the UOW College policy and the National Code.
Reporting students to the Australian Immigration Department who have
received an intention to report notification, and do not appeal the decision
within 20 business days, once the appeal period has been served.
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