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Procedures for Extended Student Absence in Term Time 
 

 

CONTEXT 
 
An extended absence refers to an absence of one week or more, and relates to matters of the student’s or 
family’s own choosing. 
 
From time to time families inform us that their son/daughter will be absent from school for an extended 
period of time. Reasons for such absence include but are not limited to: overseas exchange, family holiday, 
and sporting competition (elite level). Please note that absences in this context do not include illness nor 
other circumstances that qualify for special provisions. Refer to the 

ASSESSMENT PROVISIONS POLICY in these instances. 
 
Issues arise from these extended absences which are varied and dependent on such factors as the length of 
time missed, the year level of the student and the nature of the subjects in the learning program. Whilst the 
College understands that there are many valid reasons why parents would, from time to time, take students 
out during term time, it is important not to lose sight of the fact that in some cases this may have quite a 
significant impact on the students’ learning program. 
 

The impact at different Year Levels 
 

Missing work at any year level has the potential to have negative consequences including disruption to the 
continuity of the learning program, or missing essential assessment items needed for grading purposes. At 
senior year levels of Year 11 and 12 in particular, parents need to be aware that missed work may affect the 
SACE outcome. In the SACE there are many specific requirements that in many instances, if they are not 
completed to a satisfactory standard, will lead to the student having to repeat work, or catch up at a later 
time, for SACE completion to be achieved.  
 
When a Year 12 student is absent from school for an extended period of time there is likely to be a significant 
degree of distress as the student contends with catching up on class-work and assessment tasks and trying to 
keep up with an extremely busy and full schedule.  
 
The College strongly advises against a Year 12 student undertaking an extended absence during term time. 
 

Staff and student responsibilities 
 

Sacred Heart College teaching staff are extremely generous with their time. Most teachers spend a significant 
amount of time working individually or in groups to assist students outside of the programmed teaching and 
learning time. It is an unreasonable expectation to ask teachers to work for extended periods of time with 
students who have chosen to miss programmed time. 
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PROCEDURES 
 
Teachers are expected to provide an assessment plan and a subject outline in all subjects. These provide the 
sequence of learning activities and the timing of all assessments. 
 
Students who miss work have the following responsibilities: 
 

 To inform the teacher of the absence (e-mail is a good source of communication). 

 To make sure they are aware of topics/concepts missed and any assessments. 

 Where possible to complete work to keep up with the learning program. Teachers will not be in contact 
with the student whilst the student is on extended absence. 

 To negotiate any extensions to assignments using the correct protocols (refer to the 
ASSESSMENT PROVISIONS POLICY (which relates to: Extensions to Deadlines, Absence from Tests/Exa
minations, Redeemability and Special Provisions). 
 

The College suggests that in these circumstances parents initiate contact with the school – the level of action 
being informed by the length of time missed and the likely impact on the students’ learning program. It is 
appropriate for parents to do one or more of the following: 
 

 Telephone the STUDENT ABSENCE LINE on 8350 2594. 

 Make contact with their son/daughter’s Homeroom Teacher. 

 Inform the appropriate Head of House. 

 E-mail subject teachers to assess the likely extent of missed work at this time. 

 Make external arrangements for the student to receive any necessary assistance to successfully complete 
the missed work (for example, employ a tutor). 

 
In all instances of extended absence, families are informed that it is the responsibility of the student to catch 
up on missed work. 

 

 
PROCESS 
 

This document is to be provided to each family that informs us of an extended absence during term time. 
The Student Absentees Administrator will email/post this document. 
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