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1. Aim 
The purpose of this policy is to provide parents/guardians and overseas students with 
information regarding Launceston Church Grammar School’s attendance monitoring and 
intervention requirements for overseas students at School. 
 
2. Scope 
This policy applies to overseas students enrolled at Launceston Grammar in accordance with 
CRICOS registration. 
 
3. Relevant Legislation 
National Code of Practice for Registration Authorities and Providers of Education and Training 
to Overseas Students 2018: Standard 8 
 
4. Relevant Documents 
Launceston Grammar Overseas Student Warning Letters 1 and 2 
Launceston Grammar Overseas Student Notification of Visa Condition Breach 
Launceston Grammar Overseas Student Letter of Release 
Launceston Grammar Overseas Student Course Progress and Intervention Policy 
Launceston Grammar Overseas Student Letter of Offer 
Launceston Grammar Attendance Policy 
Launceston Grammar Overseas Students Complaints and Appeals Policy 
 
5. Policy Information 
This policy should be read in conjunction with the School Handbook. 

 
a. Launceston Grammar records student attendance and requires a minimum 

attendance rate of 90%. 
b. The School acknowledges that the National Code requires a minimum attendance 

of 80% for the enrolled course, and that failing to meet this requirement may result 
in a breach of visa conditions. 

c. Launceston Grammar may decide not to report a student for breaching the 80% 
benchmark if: 

i. the student is still attending at least 70% of the course contact hours for 
which he or she is enrolled; and 

ii. the overseas student provides genuine evidence demonstrating that 
compassionate or compelling circumstances apply. 
 

d. Launceston Grammar maintains records of all contact and counselling made with 
students who have been absent for more than three consecutive days or where the 
student is at risk of not attending school for at least 90% of school days. 
 

e. The purpose of contacting these students (or their parents/guardians) is to 
understand the reasons behind their absence and to explore how the School can 
offer appropriate support. In some cases, a student's absence may not be due to 
medical reasons, but rather related to homesickness, social challenges, or other 
compassionate or compelling circumstances. These situations—typically beyond the 
student’s control—can significantly affect their wellbeing or academic progress and 
may be effectively addressed through Launceston Grammar’s pastoral care system. 
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These could include, but are not limited to: 

 
i. serious illness or injury, where a medical certificate states that the overseas 

student was unable to attend classes;  
ii. bereavement of close family members such as parents or grandparents 

(where possible a death certificate should be provided);  
iii. major political upheaval or natural disaster in the home country requiring 

emergency travel and this has impacted on the overseas student’s studies;  
iv. a traumatic experience, which could include: 

1. involvement in, or witnessing of a serious accident; or  
2. witnessing or being the victim of a serious crime, and this has 

impacted on the overseas student (these cases should be supported 
by police or psychologists’ reports)  

v. where Launceston Grammar was unable to offer a prerequisite unit, or the 
overseas student has failed a prerequisite unit and therefore faces a 
shortage of relevant units for which they are eligible to enrol; or  

vi. when counselling the student about the absence, Launceston Grammar will 
remind the student of the school’s attendance policies and inform the 
student (parents/guardian) that maintaining satisfactory attendance is a 
student visa requirement.  
 

6. Procedure 
Launceston Grammar will follow the below procedure to identify, notify and assist an overseas 
student, and their parents/guardians, where the student is at risk of not meeting their 
attendance requirements. If there is evidence of compassionate or compelling circumstances, 
this procedure may not apply (see 5a above). 
 

a. The School monitors attendance for all students via daily attendance records, and 
automatic system alerts are in place to notify staff when attendance thresholds are 
reached. In the first instance, when a student’s attendance drops to 90%, Warning 
Letter 1 – Initial Notification will be issued to the student’s parents / guardians (see 
Appendix 1) 
 

b. As stated in the letter, the student will meet with their Head of House and the 
International Student Coordinator to discuss support options. The student’s 
attendance will be reassessed at an agreed time to ensure improvement has been 
made.  
 

c. Should the student’s attendance rate continue to decrease and reaches 85%, 
Warning Letter #2 – Second Notification Before Reporting, will be issued to the 
student’s parents / guardians (see Appendix 2). 

 
d. As stated in the letter, the student will meet with the Director of Student Wellbeing 

and the International Student Coordinator to discuss further support strategies. The 
student’s parents are also requested to attend an meeting online. 

 
e. Should the student’s attendance decrease to 80%, the School will issue the 

student’s parents / guardians with the Notification of Visa Condition Breach letter, 
(see Appendix 3) which outlines the School’s intention to report the breach, and 
informs the parents / guardians of their right to appeal within 20 working days, as 
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per the Schools’ Overseas Students Complaints and Appeals Policy. 

f. If the student’s parents / guardians access the Launceston Grammar complaints
and appeals process and the process:

i. results in a decision not to uphold the appeal, Launceston Grammar will
report through PRISMS that the student is not achieving satisfactory
attendance as soon as practicable. Launceston Grammar will not report until
the process is completed.

ii. results in a decision to uphold the appeal, Launceston Grammar will
immediately advise the student and their parents / guardians of this and
implement any decision and/or corrective and preventative action required.

g. Launceston Grammar will keep on the student’s file a copy of the breach notice
generated by PRISMS.

h. If a student or their parent/guardian is dissatisfied with the School’s complaints and
appeals process they can contact the Overseas Students Ombudsman
http://www.ombudsman.gov.au/about/overseas-students

7. Record Keeping
This policy will be kept for three (3) years until review unless there is a significant legislative 
organisational change requiring earlier review. Any significant changes to this policy require 
acknowledgement by the School Board’s Risk Committee. 

All School policies are made available to staff on myGrammar in PDF form. The Master Copy is 
held in the Compliance folder on Sharepoint. All printed copies are uncontrolled. 

DOCUMENT CONTROL 

Author Director of 
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OUR REF:  RCF/ STUDENT FAMILY NAME / FIRST NAME 
 
 
  
 
DD MM YYYY 
 
 
Salutation 
Address 1 
CITY  STATE  PCODE 
 
 
Dear Salutation 
 

Re: Attendance Concern Warning Letter #1: Initial Notification 
 
According to The Department of Home Affairs Visa Condition 8202, students are required to 
attend 80% of their contact hours at school and achieve satisfactory academic results. 
 
This letter is to inform you that [student name]’s attendance is currently unsatisfactory, 
having dropped to 90%, and as a result they may be in danger of breaching their visa 
conditions.  
 
To assist [student name] in improving their situation, we have had a meeting with the Head 
of House and International Coordinator to discuss the following strategies: 
 

Time management for homework and study 

 

Healthy eating, sleep habits and lifestyle 

 

Seeking assistance from teachers 

 
Using free periods to study during school hours 

 
Change of subjects 

 
Consider a course at another provider eg TAFE 
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[Student name]’s attendance will be reassessed at [insert timeframe]. Should there be no 
improvement, [student name] will be at significant risk of breaching their visa conditions, and 
the School will have no choice but to report this breach to the Department of Home Affairs, 
which may lead to the cancellation of their visa. 

If you would like to discuss this matter further, we would be happy to arrange an online 
meeting at your convenience. Please do not hesitate to contact us to schedule a meeting or 
ask any questions you may have. 

We look forward to your cooperation in supporting [student name] to meet the necessary 
requirements. 
 
Yours sincerely 
 
 
 
 
Mr Patrick Coleman    Mrs Monique Austen 
Director of Learning    Director of Student Wellbeing 
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DD MM YYYY 
 
 
Salutation 
Address 1 
CITY  STATE  PCODE 
via: [email] 
 
 
Dear Salutation 
 

Re: Attendance Concern Warning Letter #2: Final Notification Before Reporting 

This is a follow-up to our previous communication (dated: XXX) regarding [student name]’s 
unsatisfactory attendance. As stated in our prior letter, we had concerns related to [student 
name]’s attendance falling below the required 80%. We also provided several strategies to 
help them improve their situation and avoid breaching their visa conditions. 

Following a reassessment of [student name]’s attendance, unfortunately, [student name] has 
not shown sufficient improvement, and they are now very close to breaching Visa Condition 
8202 which states that the minimum attendance requirement is 80%. [Student name]’s 
current attendance is now at 85%. 

If [student name]’s attendance decreases further to 80%, the School will have no choice but 
to report this breach to the Department of Home Affairs. Please understand that this step is 
necessary to comply with legal requirements. Please note that, in accordance with the 
School’s Overseas Students Complaints and Appeals Policy (available on the School’s 
website), you have the right to appeal a decision to report a breach. 

To support [student’s name], they will be required to attend a meeting with the Director of 
Student Wellbeing and the International Student Coordinator. Further support will be 
available through our Wellbeing Team. 

We strongly encourage you to arrange an online meeting with us to discuss [student name]’s 
situation further and explore additional support options. Please contact us to schedule this 
meeting at your earliest convenience. 

Thank you for your attention to this matter. 
 
Yours sincerely 
 
 
 
 
 
Mr Patrick Coleman    Mrs Monique Austen 
Director of Learning    Director of Student Wellbeing 



 

 

+61 3 6336 6000 
36 Button Street, Mowbray Heights Tasmania 7248  
PO Box 136 Mowbray Heights Tasmania 7248 
@launcestongrammar 

 
lcgs.tas.edu.au CRICOS 00650K 

 
OUR REF:  RCF/ STUDENT FAMILY NAME / FIRST NAME 
 
 
  
 
DD MM YYYY 
 
 
Salutation 
Address 1 
CITY  STATE  PCODE 
via: [email] 
 
 
Dear Salutation 
 

Re: Notification of Visa Condition Breach and  
Intention to report to Department of Home Affairs 

This letter serves as formal notification that, as of [date], [student name]’s ongoing 
unsatisfactory attendance means that the School intends to report a breach of Visa 
Condition 8202 to the Department of Home Affairs. 

Despite previous warnings and the strategies outlined to help [student name] improve, there 
has been insufficient improvement in attendance. [Student name] in now in breach of the 
minimum attendance requirement of 80%, as stipulated by the Department of Home Affairs.  
As a result, the School is required to take this action in accordance with the visa conditions 
for international students. 

Should a report be made, the Department of Home Affairs will assess the situation, and 
[student name]'s visa status may be impacted, including the possibility of visa cancellation.  

As per the School’s Overseas Students Complaints and Appeals Policy (attached), you have 
the right to appeal the decision to report within 20 working days of receipt of this notification.  

If you would like to discuss this matter further or have any questions, please do not hesitate 
to reach out to us.  

We regret that it has come to this point, but please be assured that we remain committed to 
supporting [student name] in any way possible within the scope of the visa requirements. 
 
Yours sincerely 
 
 
 
 
Mr Patrick Coleman    Mrs Monique Austen 
Director of Learning    Director of Student Wellbeing 
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