
 

 
Evolution English Language Centre  

Level 4, 552 George Street Sydney NSW 2000  

Ph: 02 8275 5300 l web: www.evolution.edu.au    
ABN 73 114 531 636  

CRICOS Code: 02869G 
  

ELICOS Attendance Monitoring Policy Version – 3.0 Page 1 of 5 

Released – Sept 2018  Review date – 2019 Document uncontrolled when printed 
 

 
ELICOS Attendance Monitoring Policy 

Standard 8 
Overseas student visa requirements 

The National Code of practice for providers of Education and Training  
to Overseas Students 2018 

 
Purpose 
This policy outlines the procedures adopted by Evolution English Language Centre (EELC) to monitor 

international ELICOS students' course attendance including recording, monitoring, counselling and 

reporting unsatisfactory attendance and/or breach of international student’s visa condition in 

accordance with Standard 8 of the National Code. 

Scope 
Rationale 
To ensure that students achieve and maintain satisfactory attendance and to meet regulatory 

requirements, EELC must have a clear process for monitoring student attendance and reporting on 

progress as outlined in Standard 8 of the National Code. 

 

Legislative Context 

• The Educational Services for Overseas Students Act (ESOS): 2000 (section 19) The National 

Code of Practice 8 Associated Standards 

• The Migration Act 1958, Student Visa Conditions 8202 

 

Definitions 

Item Definition 

Monitoring Monitoring refers to the active, routine checking of 

course attendance. The purpose is to allow EELC to 

identify and offer support to students at risk of not 

meeting their student visa requirements.  

Students who fail to maintain satisfactory course 

attendance are reported to the Department of Home 

Affairs through PRISMS. 

Unsatisfactory 
Attendance  

Unsatisfactory attendance is defined as below 80% of 

the course scheduled contact hours.  

Satisfactory attendance  Is defined as where student attends minimum 80% of 

scheduled contact hours and/or above.  
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Study Period  A Study Period is the period of student enrolment as 

stipulated by their Confirmation of Enrolment.  

Current attendance  Is a true reflection of how many contact hours student 

has missed throughout the length of their enrollment. 

Overall attendance  Is defined as a projection indicating attendance 

percentage at the end of student’s enrollment period. 

It is calculated on a cumulative basis.  

 

 

Policy 
EELC monitors and records attendance of each student in the course in which they are enrolled.  

EELC specifies attendance requirements for each study period in the timetable and implements 

procedures that enable it to identify students who are at risk of not meeting the course attendance 

requirements. 

EELC assesses each student’s attendance throughout a study period. It has an intervention strategy for 

students who are not maintaining satisfactory attendance rate. Students are informed of their 

obligation to maintain satisfactory attendance upon arrival at EELC, in their Student Handbook and by 

accessing the ELICOS Attendance Monitoring Policy on EELC website.  

The intervention strategy includes: 

• Procedures for contacting and counselling students; 

• Strategies to assist identified students to achieve satisfactory course attendance; 

• The process by which the intervention strategy is activated.  

 

Attendance Monitoring and Intervention Procedure 
 

Monitoring 

• Attendance is recorded daily in Class Attendance Roll (hard copy) provided to teachers at the start 
of each week. Attendance data is then transferred and recorded in the SMS system for 
transparency and accurate attendance calculation.  

• The daily teaching block of 5 hours is divided into two 120 minute lessons and one 60 minute 
lesson. Teachers are required to mark attendance at the start of each lesson and do so rigorously 
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and with due diligence.  

• EELC observes a 15 minutes leeway policy to allow for unexpected circumstances which may impact 
on students’ punctuality. Hence students arriving 15 minutes after the first lesson begins are 
marked absent. Similarly, students leaving class 15 or more minutes early at the end of the last 
lesson are marked absent for that lesson.  It is at the discretion of each individual teacher whether 
they allow late coming students to join their class.  

Lateness of 5 minutes is tolerated at the start of each hour for the rest of the teaching block after 
lessons have begun.   

• Hard copies of attendance rolls must be signed by responsible teacher daily and returned to 
Academic Office for safe keeping at the end of each teaching shift.  

• Individual class teachers must identify and report promptly to the Academic Manager students who 
have been absent without approval for 3 or more consecutive days (including days on which classes 
are not scheduled to take place). The Academic Manager conducts regular Attendance Roll checks 
to assist with identifying these students and making sure they are contacted by phone and a follow-
up email in order to offer support and assistance where needed.   

• Students are required to contact the reception if they are unable to attend class. Being absent from 
class without prior approval may have a negative effect on student’s attendance and result in 
breach of their visa condition. Students are therefor encouraged to apply for leave and wait for 
approval from EELC prior to any periods of absence.    

 
 
Intervention  

ELICOS Attendance is calculated at the end of each fortnight as a percentage (current attendance). In 

addition, projected (overall) attendance is calculated on a cumulative basis and if it falls below the 

required minimum 80% it provides grounds for reporting for unsatisfactory attendance.   

 

When a student’s attendance falls below 95% EELC will begin to monitor further developments in 

attendance pattern more closely. While this attendance rate is still considered satisfactory, students 

who fall below 95% but maintain attendance above 90% will be counselled informally by their class 

teacher who will discuss the consequences if their attendance keeps falling.   

 

Initial action is taken when an ELICOS student’s overall attendance falls below 90% but is still above 

85%. Students are advised of their falling attendance rate and issued a formal First Reminder 

notification in which student is encouraged to attend a meeting with Academic Manager. The purpose 

of this meeting is to discuss reasons for absenteeism and what assistance can be offered to student as 

well as ensuring student is fully aware of the consequences of their behavior and how it impacts 

attendance.  

 

Further action is taken if the First Reminder does not result in the student meeting attendance 

requirement and overall attendance falls further below 85% but is still above 80%. Students are 

advised of their falling attendance rate and issued a formal Second Reminder notification in which they 
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are encouraged to attend a meeting with Academic Manager. The purpose of this meeting is to discuss 

reasons for absenteeism and what assistance can be offered to student as well as ensuring student is 

fully aware that further fall in attendance may lead to the student being reported to the Department 

of Home Affairs for breach of their student visa.  

 

If a student is unable to achieve the minimum 80% they will be issued final warning, Notice of 

Intention to Report. The written notice informs the student that they are able to access the EELC 

internal complaints and appeals process under Standard 8 of the National Code and that the student 

has 20 working days in which to do so.  

A student may appeal on the following grounds:  

• Compassionate or compelling circumstances where relevant documentation is required to support 
the case (e.g. medical certificates for absence which can be unchecked during the appeals process)  

• Where EELC has not implemented its intervention strategy and other policies according to 

documented policies and procedures. 

• There is sufficient evidence to prove that attendance calculations as carried out by EELC are 

incorrect and student in fact has met the minimum 80% requirements  

 

Reporting  

EELC does not report students 

• If they have provided satisfactory documentary evidence of compassionate and compelling 
circumstances while their attendance is above 70%  

• who have entered the internal appeals process 

EELC notifies the Department of Home Affairs through PRISMS as soon as practicable where; 

• The student has chosen not to access the internal complaints and appeals processes within the 20 
working day period; or 

• The student withdraws from the process; or 

• The process is completed and results in a decision supporting EELC (i.e., the student’s appeal was 
unsuccessful). 

• The student does not exercise their right to lodge a formal external appeal with the Overseas 
Student Ombudsman and/or the student has appealed externally but fails to communicate this to 
EELC  

 

Note: this Policy must be read in conjunction with the “Grievance, complaints and Appeal Policy” – 

Standard 6 of the National Code) 
 

 

EXPLANATORY NOTES 

When a student is reported for unsatisfactory course attendance the Department of Home Affairs may 

cancel the student’s visa. The Department of Home Affairs relies on EELC’s report of unsatisfactory 

course attendance, and the report cannot be made until EELC has completed the complaints and 
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appeals process. Students who are dissatisfied with the provision of a complaints and appeals process 

may lodge a complaint with the Department of Home Affairs or the International Students 

Ombudsman. 

Section 19(2) of the ESOS Act 2000 requires EELCs to report the student for unsatisfactory course 

attendance ‘as soon as practicable’ after the breach occurs. EELC best practice is to report the student 

through PRISMS within five days of finalising the decision to report. 

Compassionate or compelling circumstances 

Compassionate or compelling circumstances are circumstances that are beyond the control of the 

student and that have an impact on the student’s capacity and/or ability to progress through a course. 

Such circumstances could include: 

• Serious illness or injury, with a medical certificate stating that the student was unable to attend 

classes; 

• Bereavement of close family members such as parents or grandparents (where possible a death 

certificate should be provided); 

• Major political upheavals or natural disasters in the student’s home country requiring the student’s 

emergency travel, which then impacts adversely on their studies; 

A traumatic experience, which could include but is not limited to: 

• Involvement in or witnessing of an accident; 

• A crime committed against the student; 

• The student being witness to a crime, which impacts adversely on the student (these cases should 

be supported by police or psychologists’ reports). 

Please note that the above are only some of examples of what may be considered compassionate or 

compelling circumstances. EELCs are asked to use their professional judgment and to assess each case 

on its individual merits. When determining whether compassionate or compelling circumstances exist, 

EELCs should consider documentary evidence provided to support the claim. EELCs should keep copies 

of these documents, together with a record of why the decision was made, in the student’s file. 

 
 

Related documents: 

Complaints and Appeals Policy 

Appeal Form 
Reminder Letter 1 and 2 Template in AXcelerate 

Notification of Intent to Report Template in AXcelerate 
 
FURTHER INFORMATION and REFERENCING 
ESOS Act 2000 – Sections 19,20 and 21 (Part 3 Division 1 – Obligations on registered providers) 

National Code 2018 

PRISMS helpline 61 2 6123 7558  

 


