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Policy Context 

 

Registration Manager Australian Skills Quality Authority (ASQA) 
Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, where 

applicable 
Codes and Standards National Code of Practice for Providers of Education and Training to 

Overseas Students 2018 – Standard 8 Overseas student visa 
requirements, including attendance monitoring where attendance is 
the basis on which the student’s course is registered; 2025 
Standards for RTOs – learner support, records, information and 
compliance obligations 

Legislation or Other 
Requirements 

Education Services for Overseas Students Act 2000; National 
Vocational Education and Training Regulator Act 2011; Privacy Act 
1988 

Related Documents Course Progress Policy and Procedure; Complaints and Appeals 
Policy and Procedure; Deferment, Suspension and Cancellation 
Policy and Procedure; Student Support Policy and Procedure; 
Attendance Intervention Form; Warning Letter Templates; Records 
Management Policy 

 

1. Purpose 

This policy has been developed to ensure that MBC monitors overseas student attendance where attendance is 
the basis on which the student’s course is registered, and that it proactively identifies, supports, and counsels 
students who are at risk of not meeting attendance requirements. 

It also describes the circumstances in which MBC will report an overseas student in PRISMS where the student 
has breached attendance requirements and all appeal rights have been exhausted or not accessed. 

2. Objective 

MBC will systematically monitor international student attendance to ensure that students attend the timetabled 
activities that enable them to learn and demonstrate competence by completing their assessment activities. 

MBC will maintain accurate attendance records, identify students at risk early, implement intervention, and manage 
warning and reporting processes consistently. 
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3. Scope 

This policy applies to all current and prospective overseas students in CRICOS courses where attendance 
monitoring applies, and to staff involved in class attendance recording, intervention, student support, 
administration, compliance and PRISMS reporting. 

4. Policy Statement 

MBC systematically monitors overseas students’ compliance with student visa conditions relating to attendance 
where attendance is the basis on which the course is registered. 
MBC will be proactive in notifying and counselling overseas students who are at risk of failing to meet attendance 
requirements. 

MBC will report overseas students under the relevant legislation where attendance requirements have been 
breached and internal and external appeals processes have been exhausted or not accessed. 

International students must meet satisfactory attendance requirements which, at a minimum, require attendance of 
at least 80% of scheduled course contact hours where the CRICOS course is attendance-based. 

5. Key Principles 

Attendance records must be accurate, timely, signed, and capable of being verified. 

Students at risk must be identified early and provided with support and intervention. 

Medical certificates and supporting documentation may be considered where submitted within the required 
timeframe and found to be valid. 

PRISMS reporting must only occur after the required warning, notification, and appeal processes have been 
completed. 
This policy must be read together with MBC’s Course Progress, Complaints and Appeals, Student Support, and 
Deferment, Suspension and Cancellation policies. 

6. Recording Attendance 

Attendance rolls are to be prepared and provided to trainers / assessors by Administration / Student Support. 
Students are required to sign in at the start of the day and sign out at the end of the day with the correct time 
recorded. 

Trainers / assessors must oversee the sign-in and sign-out process. 

If a student leaves class without signing out, the trainer / assessor must note this on the attendance sheet and the 
attendance hours for that day may be recorded as zero hours where required under MBC procedure. 

7. Weekly Attendance Processing 

By the end of each week, the trainer / assessor is to date and sign the completed class attendance roll and submit 
it to Student Administration / Student Support. 

Administration / Student Support will enter the attendance information into the student management system and 
scan the attendance roll and relevant supporting documents into the approved record system. 

8. Medical Certificates and Absence Documentation 

Students who are absent from class due to medical or health reasons must submit a valid medical certificate 
together with the required submission of documentation form. 

Medical certificates should be submitted within 2 weeks of the absence unless exceptional circumstances apply. 

Student Support / Administration will review medical certificates and, if a certificate appears fraudulent or 
unreliable, the matter must be referred to the PEO. 

 



 

Monitoring Student Attendance Policy and Procedure     Version 2.0  Review Date: 25 March 2027 3 

9. Monitoring Attendance and Early Intervention 

By the end of each month, Student Support / Administration is to email students who are at risk of falling below the 
required attendance rate based on student management system reports. 

Student Support / Administration will prepare a list of students whose attendance is below 80% or who have 
missed 5 consecutive days of classes and provide this list to the PEO. 

The PEO and relevant staff will review the list and determine what intervention is required. 

10. Intervention and Support 

Where a student is identified as at risk, MBC will counsel and intervene as required to support improvement in 
attendance. 

In the meeting with the student, the PEO may discuss attendance, course progress, number of units completed, 
reasons for absence, and strategies to support improvement. 

Depending on the student’s circumstances, MBC may propose catch-up classes, submission deadlines for overdue 
assessments, additional trainer / assessor support, referral to counselling or support services, or other reasonable 
intervention. 

The PEO will complete the Intervention Strategy Form and obtain the student’s signature where applicable. 

11. Warning Process 

Where required, MBC will generate and issue a first warning letter regarding unsatisfactory attendance and arrange 
a meeting with the student to discuss intervention options. 

If the student does not respond to the first warning and is unlikely to achieve the required attendance by the end of 
the study period, Student Support / Administration will refer the matter to the PEO for review. 
Where reporting action is being considered, MBC will issue a Notice of Intention to Report to the student, including 
the timeframe for accessing the complaints and appeals process. 

12. Appeals and Reporting 

If the student accesses the complaints and appeals process within the required timeframe, MBC will manage the 
matter in accordance with the Complaints and Appeals Policy and Procedure. 
If the student does not appeal by the expiry date, chooses not to access the external complaints and appeals 
process, or withdraws from the internal or external appeals process, MBC may proceed with reporting and 
cancellation processes in accordance with the relevant policy framework. 
Reporting of the student’s breach of visa conditions via PRISMS must only occur after the 20 working day period 
for appeal has elapsed and after any appeal process has been exercised and exhausted. 

13. PRISMS Finalisation 

MBC must ensure that PRISMS reporting and related actions are only completed by authorised staff. 
All warning letters, attendance reports, intervention documents, appeal records, and PRISMS actions must be 
retained on the student file. 

14. Roles and Responsibilities 

Trainers / Assessors: supervise attendance sign-in and sign-out, sign weekly attendance records, and submit 
completed rolls on time. 
Student Administration / Student Support: enter attendance in the student management system, maintain 
records, identify at-risk students, issue communication, and support intervention and PRISMS administration. 

PEO: review attendance concerns, counsel students, approve interventions, review warnings, and support 
reporting decisions. 
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Compliance / PRISMS Officer or authorised delegate: ensure reporting and recordkeeping processes comply 
with ESOS, National Code and MBC policy requirements. 

15. Continuous Improvement 

A summary of attendance monitoring related matters will be presented as part of MBC’s Continuous Improvement 
and Management Meeting processes for review. 

The purpose of this review is to ensure that management becomes aware of repeat issues, common threads 
relating to the general management and safety of staff and students, and any adverse trends that require 
correction. 

16. Confidentiality and Privacy Statement 

MBC values and is committed to protecting the privacy of its staff and stakeholders. Attendance monitoring records 
and intervention documents will be handled in accordance with MBC’s privacy obligations and approved 
procedures. 

17. Publication 

Once approved, this policy will be available to relevant students and staff through MBC’s approved document 
access points, including the intranet, controlled document system, website, or on request, as appropriate. 
This policy and procedure will form part of the information distributed and communicated during staff orientation. 

18. Review Process 

Policy review frequency: Annually. 

Responsibility for review: RTO Manager / PEO. 

Approved policy decisions and changes will be documented in version control records, communicated to relevant 
staff, and uploaded to approved document locations. 


