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Student Attendance Policy 
 

 

1 Introduction 

Avanta Academy believe that regular attendance is crucial for the academic success and overall growth of our 

students. Avanta Academy attendance policy is designed to promote a positive learning environment and to instil 

a sense of responsibility and discipline in our students. This policy applies to all students enrolled at Avanta 

Academy. 

 

2 Attendance Requirements 

For student pass holders, Avanta Academy shall ensure that their attendance is at least 90% to meet ICA's pass 

issuance requirements. For all other students who do not require an ICA student pass, at least 75% attendance 

for full-time and part-time students (without any other more stringent statutory requirements). Attendance will 

be marked twice during each lesson- 30 minutes after class starts and 30 minutes before class ends. 

 

3 Absences and Excused Leave 

In the event of an absence, students shall inform their academic advisor as soon as possible. Students shall provide 

a valid reason for their absence and are responsible for making up any missed work. All students must submit a 

valid medical certificate to the Student Support Services whenever absent on medical ground. Students who need 

to apply for leave of absence with valid reason(s) must submit the application form to Student Support Services 

for management approval prior to making travelling arrangement. Approval by the management will be 

considered on a case-by-case basis. (Please take note that written approval from parent or legal guardian is 

required for students below 18 years old). Avanta Academy shall notify Immigration and Checkpoints Authority 

of Singapore (ICA) whenever the student on Student’s Pass is absent continuously for more than seven (7) days 

or if the monthly attendance is less than 95% without a valid reason. 

 

4 Intervention Measures 

Avanta Academy shall implement the following intervention measures to help students with poor attendance in 

a timely and supportive manner: 

 

4.1 Counselling Session 

Once at-risk students of poor attendance are identified, Avanta Academy will provide them with a counselling 

session. This session aims to understand the underlying reasons behind their behaviour and attendance patterns, 

and to offer guidance and support to help them overcome any challenges they may be facing. 
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4.2 Notification to Students and Parents or Guardians 

Avanta Academy will notify the identified students, as well as their parents or guardians for student under 18 

years of age, about the concerns regarding their attendance. This open communication is crucial to ensure that 

all parties are aware of the situation and can work together towards a resolution. 

4.3 First Verbal Warning 

Following the counselling session and notification, the student will receive a first verbal warning. This warning 

serves as a formal acknowledgement of the concern and emphasizes the importance of improving their 

attendance. It also provides an opportunity for the student to reflect on their actions and make necessary 

adjustments. 

 

4.4 Second Written Warning 

If the student's conduct or attendance does not improve after the first verbal warning, Avanta Academy will issue 

a second written warning. This written warning reiterates the seriousness of the issue and outlines the specific 

areas that require improvement. It also provides guidance on the consequences of continued poor attendance. 

 

4.5 Third Final Warning 

If the student's attendance remains unsatisfactory after the second written warning, Avanta Academy will issue a 

third and final warning. This warning indicates that the student is on the verge of facing termination and 

emphasizes the urgent need for immediate improvement. 

 

4.6 Termination 

In cases where a student fails to demonstrate improvement in their attendance despite the intervention measures 

and warnings, Avanta Academy may terminate their enrolment. Termination is considered a last resort, but it may 

be necessary to maintain a positive learning environment for all students and uphold the integrity of the 

educational institution. 

 

4.7 Cancellation of Student Pass for International Students 

For International students, the attendance records will be submitted to ICA monthly. Participants who fail to meet 

the 90% attendance requirements without any valid reasons, Avanta Academy will process the student pass 

cancellation. 

 

5 Appeals and Exceptions 

Students who believe they have valid reasons for their absences or seek exceptions to this attendance policy 

should follow Avanta Academy’s established appeal process. Avanta Academy will review such appeals on a case-

by-case basis, considering the circumstances presented and the impact on the student's academic progress. If the 

students submitted a valid absence reason such as MC/ Flight ticket (For Part- time Student), CSO will fill in the 

approved form and allow them to take exam even if the attendance is less than the minimum requirement. 
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6 Review and Revision 

This Student Attendance Policy will be reviewed periodically to ensure its effectiveness and compliance with 

relevant regulations. Any necessary revisions will be made to align with the institute's quality assurance 

procedures and academic standards. 

By enrolling at Avanta Academy, students and their parents or guardians acknowledge and accept the terms and 

conditions outlined in this attendance policy. Avanta Academy encourage students to prioritize their attendance 

and recognize the value of consistent engagement in their educational journey.  


