ATTENDANCE
Procedure

DEFINITIONS

Terms in this document, for which definitions are not provided in the text or may not be self-evident or for
which usage at ACC may differ to that in other higher education institutions are as follows:

Classes: Scheduled on campus or on-line learning sessions, including, but not limited to lectures, tutorials and
practical sessions, which require student attendance and for which an attendance roll will be completed.

Student: An individual person who is formally enrolled to study at the College. The ‘individual person’ is that
who appears on the College’s documents such as enrolment, admission and payment documents, and who is
assigned an individual student ID.

PURPOSE

The Attendance Procedures outline the operational requirements for recording, monitoring, managing, and
responding to student attendance and participation within ACC learning activities.

These Procedures support the implementation of attendance and participation requirements necessary for the
development and assessment of learning outcomes, professional competencies, safe practice capability, and
professional behaviours expected of graduates entering chiropractic practice.

SCOPE

These Procedures apply to all ACC staff and students involved in learning activities for which attendance and/or
participation requirements apply.

These Procedures apply to face-to-face, blended, online, practical, laboratory, tutorial, clinical, placement,
simulation, and work-integrated learning activities where attendance or participation requirements are specified
in the relevant Unit Profile.

PROCEDURES

1. Attendance

1.1 Lecture Classes (Face to face, synchronous and asynchronous online)

Attendance requirements do not normally apply to lecture-based learning activities unless otherwise specified in
the Unit Profile.

1.2 Tutorial Classes (Face to face and synchronous online)

Students are required to meet the attendance and participation requirements specified in the relevant Unit
Profile.
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Tutorial attendance and participation requirements may apply where participation is necessary to support the
development and assessment of learning outcomes, professional competencies, professional behaviours,
communication skills, collaborative learning, or safe practice capability.

Students identified as being at risk of not meeting attendance or participation requirements during the semester
will be referred by the Unit Coordinator to the Program Coordinator and/or Academic Dean for review and
appropriate support or intervention.

The Unit Coordinator will normally notify the student in writing where attendance or participation concerns
have been identified. Records of attendance concerns, warnings, and interventions may be retained on the
student record in accordance with ACC policies and procedures.

Students who fail to satisfy mandatory attendance and/or participation requirements at the completion of the
unit may be referred to the Education and Grading Committee for consideration as part of the grade moderation
and progression process.

In determining an appropriate outcome, the Education and Grading Committee may consider:
e the extent of non-attendance or non-participation;
e the nature of the missed learning activities;
e the extent to which learning outcomes or professional competencies may have been affected;
e the student’s demonstrated academic performance and participation;
e any approved exceptional circumstances; and
e recommendations from the Unit Coordinator and Program Coordinator.

Outcomes may include:
e additional learning or remediation activities;
e additional assessment tasks designed to assess attainment of relevant learning outcomes or
competencies;
¢ ineligibility for supplementary assessment, supplementary examination, or re-sit opportunities; and/or
e failure of the unit where required learning outcomes or professional competencies cannot be
satisfactorily demonstrated.

1.3 Practical Classes

Students are required to meet the attendance and participation requirements specified in the relevant Unit
Profile.

Attendance and active participation in practical classes are required where participation is necessary to support
the development and assessment of practical skills, professional competencies, safe practice capability, clinical
readiness, and professional behaviours expected of graduates entering chiropractic practice.

Practical learning activities may include supervised practical demonstration, observation, peer-based learning
activities, skills development activities, and other practical learning experiences necessary for competency
attainment. Participation in activities involving physical contact, examination, or practical demonstration must
occur in accordance with ACC policies relating to informed consent, professional conduct, safety, and respectful
participation.

Students identified as being at risk of not meeting attendance or participation requirements during the semester
will be referred by the Unit Coordinator to the Program Coordinator and/or Academic Dean for review and
appropriate support or intervention.

The Unit Coordinator will normally notify the student in writing where attendance or participation concerns
have been identified. Records of attendance concerns, warnings, and interventions may be retained on the
student record in accordance with ACC policies and procedures.
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Students who fail to satisfy mandatory attendance and/or participation requirements at the completion of the
unit may be referred to the Education and Grading Committee for consideration as part of the grade moderation
and progression process.

In determining an appropriate outcome, the Education and Grading Committee may consider:
e the extent of non-attendance or non-participation;
e the nature of the missed practical learning activities;
e the extent to which learning outcomes or professional competencies may have been affected;
e the student’s demonstrated practical capability and participation;
e any approved exceptional circumstances; and
e recommendations from the Unit Coordinator and Program Coordinator.

Outcomes may include:

e additional learning or remediation activities;

e additional practical participation requirements;

e additional assessment tasks designed to assess attainment of relevant learning outcomes or
competencies;

¢ ineligibility for supplementary assessment, supplementary examination, or re-sit opportunities; and/or

e failure of the unit where required learning outcomes or professional competencies cannot be
satisfactorily demonstrated.

1.4 Student Clinical Placement

Students undertaking clinical placement or work-integrated learning activities are required to meet the
attendance and participation requirements specified in the relevant Unit Profile, placement requirements, and
ACC policies and procedures.

Attendance and participation in clinical placement activities are required to support the development and
assessment of professional competencies, safe practice capability, clinical readiness, professional conduct, and
other requirements necessary for progression toward professional practice and registration.

Students are expected to attend all scheduled clinical placement activities unless an absence has been approved
in accordance with ACC policies and procedures relating to approved absences, special consideration, or student
support.

Students are responsible for completing all required placement learning activities, competencies, and
attendance requirements necessary for successful completion of the unit.

Students who do not satisfy the required attendance, participation, professional conduct, or competency
requirements for clinical placement may:
e be required to undertake additional clinical learning or remediation activities;
e be required to complete make-up placement sessions where feasible;
e be deemed ineligible for supplementary assessment, supplementary examination, or re-sit
opportunities; and/or
e fail the unit where required learning outcomes, professional competencies, placement requirements, or
safe practice expectations cannot be satisfactorily demonstrated.

Decisions relating to clinical placement attendance, remediation, progression, and unit completion may be made

in consultation with the Program Coordinator — Chiropractic Practice, Unit Coordinator, relevant clinical
education staff, the Academic Dean, and the Education and Grading Committee where appropriate.

2. Recording Attendance
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Attendance and participation in designated learning activities must be recorded in accordance with ACC
requirements and any attendance or participation expectations specified in the relevant Unit Profile.

A student will normally be recorded as present where they:
e attend the scheduled learning activity within the approved timeframe determined by the ACC; and
e participate in the learning activity for the duration required by the lecturer, tutor, clinical educator,
supervisor, or other authorised staff member.

A student may be recorded as late where they:
e arrive after the commencement of the scheduled learning activity without prior approval; or
e |eave the learning activity early without prior approval.

Repeated late attendance may be treated as unsatisfactory attendance in accordance with the requirements
outlined in the relevant Unit Profile and these Procedures.

A student will normally be recorded as absent where they do not attend, or do not meaningfully participate in,
the scheduled learning activity.

Students are responsible for ensuring their attendance is correctly recorded and for notifying the relevant staff
member where an attendance record may be inaccurate.

Attendance and participation records must be maintained securely and in accordance with ACC policies and
procedures relating to privacy, recordkeeping, and student administration.

3. Managing Absences and Non-Attendance

Students who are unable to attend a required learning activity are expected to notify the relevant Unit
Coordinator, lecturer, tutor, clinical educator, supervisor, or other designated staff member as soon as
reasonably practicable.

Where a student is absent from a mandatory tutorial, practical, clinical, placement, or other required learning
activity, the student must submit the relevant ACC non-attendance, approved absence, special consideration,
deferred assessment, or other applicable form in accordance with ACC policies and procedures.

Forms and supporting documentation must be submitted to the Academic Operations Officer at the student’s
campus.

Applications and supporting documentation must normally be submitted within:
e three (3) working days of the missed learning activity; or
e three (3) working days following the student’s return from iliness or other exceptional circumstances,
whichever is later.

Students may be required to provide supporting documentation relevant to the period and circumstances of the
absence. Supporting documentation may include documentation from an appropriately qualified registered
health practitioner or other relevant independent supporting evidence. Supporting documentation must be
sufficiently relevant, credible, and appropriate to the circumstances for which consideration is sought and
should ordinarily be provided by a suitably qualified registered health practitioner or other appropriate
professional acting within their recognised scope of practice or professional expertise. Documentation may not
be accepted where the practitioner or professional is not appropriately qualified to provide evidence relating to
the circumstances described.
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Approval of an absence, special consideration, deferred assessment, or related application does not
automatically remove the requirement for a student to demonstrate attainment of learning outcomes,
professional competencies, placement requirements, or other unit requirements.

Students remain responsible for:
e maintaining awareness of unit requirements and assessment obligations;
e engaging with missed learning materials where possible; and
e completing any remediation, make-up activities, or additional assessment requirements determined by
the ACC.

4. Staff Responsibility

Lecturers, tutors, clinical educators, supervisors, Unit Coordinators, Program Coordinators, and other relevant
ACC staff are responsible for monitoring and recording attendance and participation in learning activities in
accordance with ACC policies, procedures, and Unit Profile requirements.

Academic staff responsible for a learning activity must ensure attendance and participation records are
maintained accurately, securely, and within the required ACC systems and processes.

Unit Coordinators and Program Coordinators are responsible for identifying students who may be at risk of not
meeting attendance, participation, professional conduct, competency, or progression requirements and for
initiating appropriate intervention, support, remediation, or escalation processes where required.

The Program Coordinator — Chiropractic Practice is responsible for oversight of attendance and participation
requirements within clinical placement and work-integrated learning environments.

Attendance and participation records may be used:
e to support student welfare, academic progress, and risk monitoring processes;
e to support decisions relating to remediation, supplementary assessment eligibility, progression, or unit
completion;
e asevidence in the event of review, appeal, misconduct, fitness for practice, or progression processes;
and/or
e to support compliance with accreditation, regulatory, professional, or reporting requirements.

Relevant ACC staff are responsible for ensuring students are informed of attendance and participation
requirements, applicable absence processes, and any consequences associated with non-compliance.

IMPLEMENTATION and MONITORING

The Academic Dean is responsible for oversight of compliance with, implementation of, and review of these
Procedures across ACC programs.

Program Coordinators, Unit Coordinators, and relevant academic staff are responsible for implementing and
monitoring attendance and participation requirements within units and learning activities under their
responsibility.

The Program Coordinator — Chiropractic Practice, clinical educators, supervisors, and relevant clinical staff are
responsible for implementing and monitoring attendance and participation requirements within clinical
placement and work-integrated learning environments.

The Academic Operations Officer at each campus is responsible for receiving and processing attendance-related
forms and supporting documentation in accordance with ACC policies, procedures, and administrative
requirements.
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Compliance monitoring may include:
e attendance and participation reporting;
e identification of students at risk of non-compliance;
e review through student support, progression, remediation, and grade moderation processes;
e implementation of intervention or support strategies where appropriate; and
e monitoring of compliance with accreditation, regulatory, professional, and safe practice requirements.

Attendance and participation records must be maintained in accordance with ACC policies and procedures
relating to privacy, confidentiality, records management, and student administration.

POLICY REVIEW

The ACC's Attendance Procedure is normally reviewed every three years.

This Procedure may be reviewed earlier where required due to regulatory, accreditation, legislative or
organisational changes.
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VERSION CONTROL

Document: SO05P Attendance Procedures

Responsible Officer: Academic Dean

Initially Approved by: Academic Board Date: 15 January 2018
Reviewed and approved by: Academic Board Date: 1 September 2021
Reviewed and approved by: Chair Academic Board Date: 14 April 2023
Reviewed and approved by: Academic Board Date: 08 July 2026
Version: V4.0 Replaces Version(s): V3.1 Next Review: March 2029
HESF 1.4 Learning Outcomes and Assessment 12131

September 2021

Minor spelling, other text and formatting edits.
Addition of definitions
Attendance changed from 100% to 90% in clause 1.3

December 2022

Separate Policy and Procedures

Clarify the factors to be considered in determining a penalty for non-attendance
Clarify the penalties available for unsatisfactory attendance

Delegate authority to the Grade Moderation Committee to determine penalties for
unsatisfactory attendance

Convert from future to present tense.

April 2023

Provide further clarity on the distinction between Present, Late and Absent

Include the HESF reference in the Version control table

Other minor amendments to terminology, for example change of clinical practical to
clinical placement.

Nature of Change | july 2026

Substantially revised the Procedure to align with the revised Attendance Policy and
ACC's contemporary governance framework, providing a comprehensive
operational framework for attendance and participation management.

Expanded the procedures for monitoring attendance and participation across
tutorials, practical classes, clinical placements and work-integrated learning
activities, including requirements for intervention, remediation and referral where
attendance concerns arise.

Introduced detailed processes for recording attendance, managing absences,
approved absences and supporting documentation, and clarified student and staff
responsibilities relating to attendance and participation.

Clarified the role of the Education and Grading Committee in considering the
academic consequences of unsatisfactory attendance or participation, including
remediation, assessment eligibility and unit completion.

Updated implementation, monitoring and organisational responsibilities to reflect
current ACC roles and strengthen oversight of attendance, participation and
student progression
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