
HEAD OFFICE 168 Exhibition Street, Melbourne, Victoria 3000, Australia   acknowledgeeducation.edu.au   ABN 15 005 596 565   CRICOS 00197D   PRV 12146   RTO 4112   SCHOOL 1997    

This document is uncontrolled when saved or printed. For the latest version of this policy always check the Policy and Procedures Directory.  01

SSS13 Procedures for contacting 
students with prolonged absences – 
Melbourne Language Centre

Procedures
1. Any unapproved prolonged absence that is longer than five consecutive days will be investigated by  
 the administration officer.

2. The administration officer will undertake weekly manual checking of the class rolls on Friday of every  
 week. Where there have been absences at the start of the academic week, the administration officer  
 must check the previous week to see if five consecutive days have been missed across the two  
 academic weeks.

3. The administration officer will contact a student in the first instance when it is detected that the student  
 has failed to attend class for five consecutive days. 

4. If the student cannot be contacted, the officer will pass the student’s information to the relevant bilingual  
 counsellor/Principal/Director of Studies/Homestay Manager who then contacts the student’s  
 agent/parents/guardians.

5. If a student has failed to attend class due to illness, they are required to provide a medical certificate  
 covering the period of absence. The student will still be recorded as being absent. 

6. If a student has failed to attend due to other reasons, the student will be counselled and if needed,  
 referred to the relevant Student Support Services officer. 

7. Students may also be referred to the Principal or the Director of Studies for further action and/or  
 a negotiated plan of action. This will especially be the case where the student attendance is  
 between 70%–80%.

8. In addition, according to the Melbourne Language Centre Attendance Policy, MLC will not report students  
 whose attendances are below 80% where:

 a. The student can produce documentary evidence clearly demonstrating compassionate or  
  compelling circumstances ; and
 b. the student records clearly indicate that the student is maintaining satisfactory course  
  progress; and
 c. Melbourne Language Centre is able to confirm that the student is attending at least 70% of the  
  scheduled course contact hours for the course in which he or she is enrolled.

9. All contact with student and action taken are to be documented and placed in student’s folder.
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1 Compassionate or compelling circumstances are circumstances beyond the control of the student that are having an impact on the student’s  
progress through a course. These could include:
 i) serious illness, where a medical certificate states that the student was unable to attend classes
 ii) bereavement of close family members such as parents or grandparents
 iii) major political upheaval or natural disaster in the home country requiring their emergency travel that has impacted  
  on their studies
 iv) a traumatic experience which has impacted on the student (these cases should be where possible supported by police  
  or psychologists’ reports)
 v) where MLC was unable to offer a pre-requisite unit
 vi) inability to begin studying on the course commencement date due to delay in receiving a student visa

For other circumstances to be considered as compassionate or compelling, evidence would need to be provided to show that these were having an 
impact on the student’s progress through a course.


