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Griffith English Language Institute (GELI)
Policy and Procedure: Student Attendance

Issue date Version Summary of changes Review date

October 1, 2026 1 October 1,2027

Purpose and scope

The purpose of this policy and procedure is to outline Griffith English Language Institute’s practice for
recording and monitoring student attendance. This applies to students who are enrolled with Griffith
English Language Institute (at either Gold Coast or Brisbane City campuses) on a student visa and
studying onshore in Australia. Griffith English Language Institute’s requirements for achieving
satisfactory course attendance is a minimum of 80% of the scheduled contact class hours as per 8.6.1
of the National Code 2018.

Policy

Griffith English Language Institute recognizes theimportance of monitoring student attendanceto help
ensurestudents achieve their learning goals and to maintain regulatory compliance.

National Code 2018 Standard 8.6 states:

“The registered provider of a school, ELICOS or Foundation Program course must have and implement
a documented policy and process for monitoring and recording attendance of the overseas student.”
National Code 2018 Standard 8.15 states:

“Theregistered provider may decide not to reportthe overseas students for breaching the attendance
requirementsifthe overseas studentis stillattending atleast 70% of the scheduled course contact hours
and:

18.15.1 “for schools, ELICOS and Foundation Program courses, the overseas student provides genuine
evidence demonstrating that compassionate or compelling circumstances apply.”

The Australian government requires that student attendance be checked, monitored and reported for
all courses. If a student has one course and one CoE, their attendance is calculated for that one course.
If a studenthas morethanonecourse underone CoE, their courses will be grouped, and attendance
calculated across those courses.

Attendance Monitoring

Griffith English Language Institute calculates a student’s attendance in two ways:

1. Currentattendance (CA)-Astudent’s actual attendance up to the last time thisis reported (ona
weekly basis)

2. Overallattendance (OA)-Isthe best possible attendance a student can achieve if they do not miss
any more classes for all the courses under their CoE.

Overall Attendance will be monitored for each student using a four-stage model:

Stage | When Griffith English Language What the student can do
Institute will:
1 Overall Send the student an Attendance Come to school more often and talk
Attendance is Under 90% letter with information | totheirteacherifthey have
under 90% and your teacher will explainitto | questions
you.
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2 Overall Send the student an Attendance MeetwiththeCentreManagerand
Attendance is Under 85% letter and ask you to Director of Studies or a Senior
under 85% speakwiththe CentreManagerand | Teacherto talkabout their

Director of Studies or a Senior attendance
Teacher

3 Overall Send the students an Attendance | Meet with the Centre Manager and
Attendance is Under 80% letter explaining our Director of Studies or a Senior
under 80% plan to report them to Immigration | Teacher.

for failure to maintain attendance
(visa condition 8202) and explain Bring evidence why they shouldn’t
what you can do. report you e.g. medical certificates
and complete an Appeals form if
choosing to make an internal
appeal.
Procedure

The maintenance of accurate attendance includes the following procedures:
e Information to Students
e Recording Attendance/Absences (includinglateness)
e Recording Medical Certificates
e Monitoring Attendance

e Course Changes

Information to Students

Studentsaremadeaware of attendance requirements, attendancerecording, lateness,and non-
compliance consequencesin a number of ways by Griffith English Language Institute:

e Student Orientation on DayOne

e TheGriffith English Language Institute Student Handbook provided to all students (either pre-

arrivaloron Day One)

e ByissuingAttendance Letters and counselling sheets for you to sign that you have understood

them

Recording Attendance and Absences (including lateness)
Astudent’s attendance/absence (including lateness) will be recorded using the below criteriawhich
applies for both students arriving late for classes and students leaving early.

e Studentswill be marked absent foreach full 15-minute period which they have been absent

For example:

1. Ifastudententersclass40 minutesafterthe scheduled starttime they will be marked absentfor30

minutes

2. Ifthestudententersclass 60 minutes afterthe scheduled starttime they willbe marked absent for 60

minutes

3. Ifastudentleaves class 30 minutes early, they will be marked absent for 30 minutes

Thisis described to students in the Student Handbook and in Day One orientation.

Class Rolls and Recording Absences
1. Thenominated staff member generatesclassrolls fromthe SMSwhich are made accessible to
teaching staff for the following academic week of lessons

2. Teachingstaffrecord student absences daily on the class roll
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e Absences arerecorded in decimals e.g.
o 15 minutes =0.25
o 30 minutes=0.5
o 45 minutes =0.75
o 1lhour=1

1 hour & 15 minutes =1.25
1 hour & 30 minutes =1.5

1 hour & 45 minutes =1.75
2 hours =2

o O O O

3. Teachingstaff complete the classroleandthe SSEO (or equivalent) enters studentabsencesinto
the SMS once the week’s lessons are complete and all student attendance is accounted for as
evidenced on the class roll for each class

If during the recording of attendance, the class teacher identifies the situations below then they must
follow the stated procedure:

Situation Procedure

Over 18 students 1. ST/Teacher phones or emails thestudent

absent for 3 2. STrecords date of that communicationin the SMS

consecutive days 3. ST notifiesthe CM-DoSorSSEM ifthe studentdoes notrespond within 24
hours

4. CM-DoSorSSEM phones the studentand records correspondence in SMS

5. Ifrequired,theCM-DoScontactsthestudentsagent/emergency contact
and if no resolution, contacts their line manager
Under 18 students 1. ST/Teacher phones thestudent
absent for 1.5 2. STrecords date of phone callin SMS
consecutive days* 3. STnotifiesthe CM-DoS and SSEM (orequivalent) if unable to make contact
4. CM-DoSorSSEM contactsthestudent’scarerand/orhomestay family to

discuss absence and records correspondence in SMS
5. Ifrequired the CM-DoS or SSEM will contactthe students’ parents, carer,
agentand emergency contactif noresolution, contacts their line manager

*Absentfor1.5consecutivedays meansifthe U18studentdoes notattendthefirstlesson (0.5)
immediately after a full day of absence (1.0). If the U18 student does not attend a full day of class on a
Friday, Griffith English Language Institute will make every effort to make the student or carer on the
sameday.

Recording Medical Certificates

IMPORTANT: If a student’s overall attendance drops below 80%, they have an opportunity to provide
compellingor compassionate reasons nottoreport their CoE. Documentation such as medical certificates
with dates verifying absences can be used to uncount absences. If the new attendance returns to 80% or
above, the intent to report the student is withdrawn.

Studentsareinformed via day one orientation and intheir student handbooks thatwhen they are sick, they
should see adoctor/specialist and keep copies of all such documentation. Iftheir overall attendance drops
below 80%, they can then provide this documentation for review in the Intent to Report Internal Appeal
Meeting (see Stage 3 below) and absences can be uncounted if verified.

Studentsare provided warningin their student handbook and in the student code of conduct that providing
fraudulent documents may negatively impact their appeal determination. Students who are unwell for
prolonged periods areencouraged to defer their studies and Griffith English Language Institute will provide
student guidance in this process and in checking whether their visa conditions allow for a postponement of
their studies.

Attendance Monitoring Report

1. TheSSEO (orequivalent)extractsthe attendance monitoring report from the SMSand identifies the
students who have moved into a new stage. Letters are sent to students

Stage 1: Overall Attendance Under 90%
1. SSEO (orequivalent) entersadiary noteonthe SMSincludingthe student’s overall attendance
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and date the letter isissued
2. SSEO (or equivalent) sends the ‘Attendance Under 90%’ letter and:
e Emails to thestudent:
o Attendance Under 90% Letter
o Emails (or gives) the class teacher/senior teacher:
o Attendance Under 90% Letter
o Attendance Under 90% CounsellingSheet
3. Teacher/seniorteacherdistributestheattendance letterto thestudentand counselsthestudent.
Details of the counselling session arerecorded on the counselling sheet. For circumstancessuch as
students studying online remotely, the Teacheremails the student the counselling sheet and asks
students to reply by email, to inform of any reasons for their absences and to inform they have
understood the information provided or whether they need a translator. This email reply by the
students is in lieu of a signature unless the student is able to print, sign and scan the counselling
sheet back to Griffith English Language Institute
4. Teacher and student sign the counselling sheet
5. Teacher returns the counselling sheet to the ST/SSEO (or equivalent)
6. ST/SSEO (orequivalent)recordsall Attendance Counselling Sheets returned and notifies CM-DoS or
SSEM of any Counselling Sheets not returned within 1 week
7. CM-DoSorSSEM contacts relevant teaching staff to follow up on Counselling Sheets not returned
8. Completed counselling sheets are scanned and filed by relevant staff

Stage 2: Overall Attendance Under 85% - Meet with Senior Teacher
1. SSEO (or equivalent) enters a diary note on the SMS including the student’s overall attendance,
date the letter isissued and date of meeting
2. SSEO (orequivalent) sends the ‘Attendance Under 85%’ letter and:
e Emails to thestudent:
o Attendance Under 85% Letter
o Attendance Under 85% CounsellingSheet
e Emails (or gives) the class teacher:
o Attendance Under 85% Letter
o Attendance Under 85% CounsellingSheet
3. SSEO (or equivalent) advises CM-DoS/ST of all attendance meeting dates and times. In the
absence of studentservicesstafforequivalent, the ST will contactthe studenttoarrange meeting
datesand times
4. Teacher/senior teacher distributes the attendance letter to the student and advises the student of
their scheduled meeting with ST/CM-DoS
5. CM-DoS/ST counselsstudentatthe scheduled meeting time. Details of counselling sessions are
recorded on the Attendance Under 85% Counselling Sheet by CM-DoS/ST
6. Studentand CM-DoS/ST sign the Attendance Under 85% Counselling Sheet. If online, the CM-
DoS/ST mustemail the studentthe completed Attendance Under 85% Counselling Sheet and
ask thatthestudentreply that they have understood the contentsin lieu of a date and signature
7. CM-DoSplacesadiarynoteinthestudent’sfilein SMS outliningthe date and details of
counselling sessions. If the student didn't attend the meeting, CM-DoS enters this in diary notes
and notifies SSEO (or equivalent) ora ST to re-schedule a new appointment time
8. Completed counselling sheets are scanned and filed by relevant staff

Stage 3: Overall Attendance Under 80% - Report to Immigration
1. SSEO(orequivalent)entersadiary noteonthe SMSincludingthe student’s overall attendance,
datethe letterisissued and date and time of meeting with CM-DoS or ST
2. SSEO (orequivalent) sends the ‘Attendance Under 80%’ Letter and:
e Emailsacopy of the letter to the student and their education agent (ifapplicable)
o Attendance Under 80% Letter
o Attendance Under 80% CounsellingSheet
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e Emails (or gives) to classteacher

o Attendance Under 80% Letter

o Attendance Under 80% CounsellingSheet
SSEO (or equivalent) advises the CM-DoS of all intent to report meeting dates and times. In the
absenceof studentservices staff orequivalent, the CM-DoS/ST will contact the studenttoarrange
meeting dates andtimes
SSEO (orequivalent) enters 20 working day period forappealin SMS and advises the CM-DoS by
outlook calendar request (orequivalent)
The CM-DoS and student will meet as per the below (if student choses to attend the meetings

Intent to Report Information Meeting
1. The CM-DoS or ST will meet with the student to:

Explain the Griffith English Language Institute Policy & Procedure - Complaints Handling and
Appeals

Advise the student of why we intend to report them

Explain the internal and external appeals process

If the student’s enrolment is ongoing, instruct the student to continue attending their courseas
normalduringthe appeal period and ensure the student understands that their attendance will
continue to be monitored as per the Griffith English Language Institute attendance monitoring
policy and procedure

2. TheCM-DoSorSTandthestudentwill both sign theinitial meeting section of the Attendance Under
80% Counselling Sheet.

Intent to Report Internal Appeal Meeting(s)
Procedure once a course CoE is reported to DHA due to U80%

attendance

StudentsinAustralia on astudentvisa cannotstudy without an active CoE. Ifthe student’s course
duration forthe CoE cancelled exceeds the date on which they are reported to DHA, Griffith English
Language Institute will decide on two options. Either:

1.

Thestudentwill be prevented from continuing their studies forthat course forwhich the CoE
was cancelled and, will be subject to Griffith English Language Institute’s deferral, suspension
and cancellation policy

The student will beissued a new CoE for the same course. The new CoE startdate will be the first
Monday followingthereport date to DHA and last day of the course as on the cancelled CoE
(same as originally intended). This will be based on case-by-case assessment and the student
will be subject to the same attendance procedure for the new CoE. If the student falls under
80% again with anunsuccessfulappeal and withoutappealing externally, they will notbe
issued another CoE forthesame course and may be prevented from continuing their studies.
Studentswill berequired to sign an agreement to acknowledge they agree and understand
these new arrangements

Griffith English Language Institute willnot reporta CoE if a student has provided evidence they have
made an externalappeal. In this case, the CoE remains active until the conclusion of the appeal, or the
course end date of the CoE expires.

Course Changes

Griffith English Language Institutestudents canbeenrolled in courseswhere they transferbetween the
different courses/levels which canresult in their course being shortened which subsequently impacts
overall attendance.
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Course Change Form
If a student wishes to change their course the CM-DoS/ST will:
1. Counselthestudentontheimpactthe course change will have on the student’s attendance
2. Complete the Griffith English Language Institute Course Change Form
3. CM-DoSorADoS assesses course changesto ensure academicintegrity and may refuse a course
changebasedon factors such as astudent’s overall attendance on their current course at the
time ofthe request or, indetermining thatthe student’s reason fora course changeis not
aligned to a genuine study plan.
Ifthereis arefusalto permitacourse change, asenioracademic team member must counselthe
studentwith a clear explanation of therationale of the refusal and note the eventand outcome
in the SMS. Astudentshould be referred to Griffith English Language Institute’s complaints &
appeals policy should they wish to appeal thedecision.

Responsibility / Authority

Centre Managers & Directors of Studies (CM-DoSs)* are responsible for:
e monitoringand properapplicationofthese procedures

*NotetheAssistant Director of Studies (ADoS) ora seniorteacher(s) may fromtimeto timeassume CM-
DoS responsibilities

ADoS and Senior Teachers are responsible for:
e proper application of these procedures
e ensuringteachingstaff comply with monitoringand record keepingrequirements asoutlinedin
the ESOS Act 2000
e ensuring students receive academic and welfare counselling as required
e ensuring attendance counselling and intervention processes are conducted with students

Senior Admissions Officers (or equivalent) are responsible for:
e proper application of these procedures
e reporting students to DHA via PRISMS

Student Services & Experience Managers (or equivalent) are responsible for:
e proper application of these procedures
e filing of alldocumentation relating to these procedures
e ensuringstudents receive a copy of the Griffith English Language Institute Student
Handbook/Orientation Guide

Student Services & Experience Officers (or equivalent) are responsible for:
e proper application of these procedures
o filingofalldocumentation relating to these procedures
e ensuringstudents receive a copy of the Griffith English Language Institute Student
Handbook/Orientation Guide

Teaching staff are responsible for:
e proper application of these procedures
e monitoring and recording attendance of individual students in class
e signingtheclassroll at the end of each week
e givingtheclassrolltothe SSEO (orequivalent) in atimely manner onthe designated day each
week
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e providing studentswith basic counsellingand supportif they are not achieving their learning
goals
o referring students to academic and welfare counselling as appropriate

e keepingaccuraterecords relating to student attendance
e delivering Attendance letters to students and conducting counselling where required

References

Attendance Under 90% Letter (NES 9.01 FO1)

Attendance Under 90% Counselling Sheet (NES 9.01 F02)
Attendance Under 85% Letter (NES 9.01 F03)

Attendance Under 85% Counselling Sheet (NES 9.01 F04)
Attendance Under 80% Letter (NES 9.01F07)

Attendance Under 80% Counselling Sheet (NES 9.01 F08)
Attendance Internal Appeal Successful Letter (NES 9.01 F09)
Attendance Internal Appeal Unsuccessful Letter (NES 9.01 F10)
Attendance Report to DHA Letter (NES 9.01 F11)

Reporting Students for non-compliance (NES 9.01 F13)

Definitions

Reference to Student Services Officers includes Administrative Assistants; reference to Senior Teachers
includes Teacher Coordinators. Centre Manager & Director of Studies is used to refer to the CM-DoS or their
nominated delegate.

CM-DoS Centre Manager & Director of Studies

ADoS Assistant Director of Studies

GELI Griffith English Language Institute

PEO Principal Executive Officer

SAO Senior Admissions Officer

SMS Student Management System (currentlyeBecas)
SSEO Student Services & Experience Officer (or equivalent)
SSEM StudentServices&ExperienceManager (orequivalent)
ST Senior Teacher(s)
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