1. PURPOSE & POLICY AIMS:
1.1. PURPOSE:
The purpose of this policy and procedure is to support learners to develop positive behaviours, improve attendance and punctuality, take responsibility for their choices and understand how their actions affect their learning, wellbeing and future success. The College is committed to providing a safe, inclusive and respectful environment in which learners and staff feel valued, supported and able to thrive.
The policy adopts a supportive and trauma-informed approach, recognising that behaviour, non-attendance and poor punctuality may communicate an unmet need or be influenced by personal, social, emotional, financial, educational or safeguarding circumstances. The College will seek to understand and address individual needs and barriers through positive relationships, early identification and timely intervention, while maintaining clear and consistent expectations.
The purpose of intervention is to help learners make purposeful, measurable and sustained improvements rather than to punish them. Where concerns continue or are sufficiently serious, proportionate action may be taken through the College’s tiered engagement process to promote accountability, safeguard the College community and help learners re-engage, achieve and progress.
1.2. POLICY AIMS: 
This policy and procedure aim to:
· Establish clear and consistently high expectations for behaviour, engagement, attendance and punctuality, preparing learners for success in further education, higher education, training and employment.
· Promote a safe, inclusive and respectful College culture in which learners feel valued, supported and able to thrive.
· Adopt a trauma-informed and individualised approach that seeks to understand the personal, social, emotional, educational or safeguarding factors that may influence a learner’s behaviour, attendance or punctuality.
· Prioritise prevention, early identification and timely support, helping learners to reflect on their choices, address barriers and make purposeful, measurable and sustained improvements.
· Ensure that concerns are managed fairly, consistently and proportionately through supportive interventions, clear boundaries and appropriate escalation through the College’s tiered learner performance management process.
· Promote learner wellbeing, safeguarding, engagement, retention, achievement and progression through accurate monitoring, positive recognition and effective partnership-working with learners, parents, carers, employers and relevant professionals.
2. SCOPE:
2.1. This policy and procedure applies to all learners enrolled at Stoke on Trent College across all provision types, including full-time and part-time 16–18 study programmes, adult provision, apprenticeships, Higher Education and subcontracted provision. It covers learner behaviour, conduct, engagement, attendance and punctuality in all contexts where a learner is participating in, representing or associated with the College.
2.2. The policy applies on College premises, both during and outside timetabled sessions; during online and remote learning; on work placements and employer-based learning; during educational visits, trips, enrichment activities and College-organised events; and while travelling to and from the College, including on College-arranged transport. It also applies to behaviour outside the College, including activity on social media and other online platforms, where this has a direct or indirect impact on learners, staff, the College community or the College’s reputation.
2.3. The College recognises that it is not possible to define every circumstance that may require support or intervention. This policy therefore provides a framework to ensure that concerns relating to behaviour, attendance, punctuality and engagement are addressed fairly, consistently and proportionately to prepare learners for employment, further study and adult life.
3. PRINCIPLES OF OPERATION:
3.1. The College expects learners to demonstrate positive behaviour and attend punctually and participate fully in all planned elements of their programme. Learners are expected to work towards 100% attendance, supporting the College to meet or exceed its annual attendance KPI. These expectations reflect the personal and professional standards required for progression into employment, higher education, further training and adult life. Good and improved attendance, behaviour, engagement and achievement will be recognised and celebrated.
3.2. The College adopts a trauma-informed approach, recognising that behaviour, non-attendance, poor punctuality and disengagement may be influenced by personal, social, emotional, financial, educational or safeguarding circumstances. Staff will seek to understand and respond to each learner’s individual needs and barriers through positive relationships and appropriate support, while maintaining clear expectations, boundaries and accountability.
3.3. Accurate recording, effective monitoring and early identification of learners at risk of disengagement are essential to improving attendance, retention, achievement and progression. Curriculum, pastoral, attendance and support teams will work collaboratively to provide timely, targeted interventions. Where reasonably practicable, timetables and learning arrangements will support effective participation, and learners experiencing authorised or unavoidable absence will be helped to remain engaged and catch up with missed learning.
3.4. Learners will be treated fairly, consistently and with dignity throughout any support, intervention or formal process. They will be informed of concerns, given an opportunity to explain their circumstances and encouraged to contribute to agreed actions for improvement before decisions are made. The College will consider relevant legislation, individual circumstances and the appropriate involvement of parents, carers, employers and other professionals.
3.5. Concerns relating to behaviour, attendance, punctuality or engagement will be addressed through the College’s tiered learner performance management process. Intervention will be reasonable and proportionate to the nature, seriousness, frequency and impact of the concern and may begin at any tier where appropriate. Suspension may be used as a neutral precautionary measure while significant concerns are investigated and does not indicate that a conclusion has been reached.
4. RECOGNISING AND REWARDING POSITIVE BEHAVIOURS 
· The College aims to celebrate learner success and recognise achievement and good behaviour through the ‘Count Me In’ programme.
· The Count Me In programme forms the foundation of learner expectations. Through induction, tutorials, enrichment activities and wider College life, learners are supported to understand their responsibilities around attendance, punctuality, behaviour, respect, participation and engagement. The positive interventions outlined within this procedure support learners to meet these expectations and be successful.
· Positive behaviours will be reinforced throughout the induction period through a range of activities, events and tutorials.
· Learner of the month put forward from all learning areas.
· Incentives and prizes will be promoted within each learning area.  This is at the discretion and responsibility of the respective Heads of Learning.
· Celebrating Success event.

5. KEY GUIDANCE TO IMPLEMENTING THE LEARNER ENGAGEMENT PROCESS 
5.1. The College is committed to a consistent, fair and trauma-informed approach to managing behaviour and attendance. The aim of this procedure is to ensure that concerns are identified early, addressed appropriately and resolved wherever possible through supportive intervention, before escalation to formal intervention action.
5.2. All staff share responsibility for maintaining high standards of behaviour and conduct across the College. Behaviour is managed proactively, with staff expected to address concerns at the earliest opportunity, using professional judgement and appropriate support strategies.
5.3. Curriculum teams play a central role in this process. Heads of Learning will ensure that behaviour & attendance is a standing agenda item within team meetings, enabling staff to review learners of concern, identify those at risk and implement timely and appropriate interventions. This ensures that support is coordinated effectively and that staff are held accountable for addressing behaviour within their areas. 
5.4. Where concerns arise, staff should take appropriate action to address behaviour and/or attendance in a calm, consistent and professional manner. This includes clearly communicating expectations to learners and supporting them to understand the impact of their behaviour, while maintaining high standards. All behaviour and attendance concerns should be logged on ProMonitor.
5.5. The College will ensure that all intervention processes are conducted fairly and transparently. Learners will be informed of any concerns or allegations and will be given the opportunity to respond before decisions are made unless there are serious safeguarding concerns or risks to safety, in which case a suspension may be applied as a neutral act while further enquiries take place.
5.6. At all tiers, learners have the right to be accompanied by an appropriate person, such as a parent, carer or peer (who is not involved in a formal intervention process). Where this is not possible, appropriate support will be provided by the College. Learners also have the right to appeal against any formal intervention outcome in line with the College’s appeals procedure.
5.7. All interventions, actions and outcomes must be accurately recorded on ProMonitor to ensure a clear audit trail. Staff leading each tier of the process are responsible for ensuring that records are complete and up to date.
5.8. Parents, carers and, where appropriate, employers will be kept informed of concerns and outcomes, particularly at formal tiers of the intervention process.
5.9. The College monitors behaviour, intervention actions and exclusions through regular quality assurance processes. This includes review at curriculum, senior leadership and governance level to ensure consistency, identify trends and drive continuous improvement.
6. LEARNERS REQUIRING ADDITIONAL SUPPORT AND REASONABLE ADJUSTMENTS
6.1. The College recognises that a learner’s behaviour, attendance, punctuality or ability to engage with this procedure may be affected by their individual needs or circumstances. This may include learners with learning difficulties or disabilities, Education, Health and Care Plans (EHCPs), mental or physical health needs, emotional, social or behavioural needs, English as an additional language, literacy needs, or those experiencing significant life events such as bereavement.
6.2. Staff will adopt a supportive and trauma-informed approach, seeking to understand concerns within the context of the learner’s needs and circumstances. The College will work with the learner and relevant staff to identify appropriate support and reasonable adjustments, while maintaining clear and achievable expectations. Agreed needs, support arrangements and adjustments should be recorded within the learner’s Individual Learning Plan on ProMonitor, where appropriate.
6.3. Heads of Learning are responsible for ensuring that appropriate consideration is given to additional needs at every tier of the learner performance management process. Advice should be sought from Additional Learning Support, the pastoral team or other relevant services where required. For learners with an EHCP, the Head of Inclusion or Learning Support Lead should, where reasonably practicable, be involved in relevant meetings and decision-making.
6.4. The process must be made accessible and adapted where appropriate to ensure equitable treatment. Adjustments may include:
· adapting the language used in written and verbal communication;
· providing information in alternative formats or languages;
· allowing additional time, advocacy or support during meetings;
· providing further guidance to help the learner understand the process, expectations and possible outcomes; and
· taking full account of the learner’s needs, circumstances and agreed support arrangements when reviewing actions or determining outcomes.
· Relevant staff, including Personal Development Tutors, lecturers, mentors, Positive Behaviour Practitioners and other support professionals, should be involved where appropriate to ensure coordinated support throughout the process.

7. MISCONDUCT DEFINITION 
7.1. Where a learner’s behaviour, attendance, punctuality or engagement consistently falls below expected standards and does not improve despite appropriate support and intervention, it may be necessary to progress through the College’s tiered learner performance management process. Before concerns are escalated, staff must seek to understand any underlying barriers, unmet needs or safeguarding concerns and consider whether additional support or reasonable adjustments are required. 
7.2. Unacceptable conduct is typically characterised by repeated, persistent or serious actions that negatively affect the learner’s progress, the learning environment or the safety, wellbeing and experience of other learners or staff. Examples provided within this procedure are illustrative and not exhaustive. Staff must apply professional judgement taking account of the context, seriousness, frequency, safeguarding factors, individual circumstances, SEND, EHCP requirements and Equality Act duties:
· breaches of the College’s expectations for learner conduct, including those set out within induction materials and The Deal;
· breaches of health and safety requirements;
· failure to follow a reasonable instruction from a member of staff;
· disruptive behaviour during lessons, College activities, work placements or online learning;
· use of inappropriate, offensive, discriminatory or abusive language;
· behaviour that is disrespectful to other people, College property or the learning environment;
· repeated unauthorised or unexplained absence from lessons, tutorials, work placements or other planned elements of the learner’s programme;
· persistent lateness, leaving sessions early or leaving the College site without authorisation;
· failure to follow the College’s absence-reporting procedures or to provide requested information about an absence, where it is reasonable to do so;
· failure to attend agreed meetings or engage with reasonable attendance, punctuality or support interventions;
· failure to follow an agreed attendance or improvement plan without a reasonable explanation; and
· persistent failure to complete or engage with arrangements for catching up missed learning.
7.3. Attendance and/or behaviour related concerns will be considered within the context of the learner’s individual circumstances. Formal action will normally be considered only where supportive interventions, reasonable adjustments and opportunities for improvement have been provided but concerns continue, or where the learner does not engage with the support offered without reasonable explanation.
7.4. The College is committed to meeting its duties under the Equality Act 2010 and to supporting learners with additional needs. Where a learner has identified needs, including Special Educational Needs and/or Disabilities (SEND), mental health needs or other vulnerabilities, appropriate adjustments and support strategies will be implemented. This may include the use of an individual support or behaviour plan, developed in collaboration with relevant staff and, where appropriate, external agencies.
8. GROSS MISCONDUCT DEFINITION
8.1. Any serious cases of misconduct will be treated by the College as gross misconduct and escalated straight to a Tier 3 intervention, such as: 
· Carrying an offensive weapon including a knife or bladed/pointed article, knuckle duster, hammer, baton or pepper spray or any other article carried with intent to harm themselves, others or property.
· Physical violence, assault or fighting, taking account of the individual circumstances, evidence available and any safeguarding considerations.
· Sexual misconduct, assault or harassment.
· Any bullying, harassment, intimidation or abuse, including prejudice‑based or discriminatory behaviour related to a protected characteristic, whether verbal, physical or online.
· Deliberate behaviour that promotes, encourages or supports extremist ideology or activity, or that places others at risk. Please note, concerns relating to vulnerability to radicalisation will be managed through Safeguarding and Prevent processes and will not automatically constitute formal intervention action.
· Deliberate damage or theft to property (College and personal property).
· Possession, supply or use of illegal drugs, alcohol, psychoactive substances or other prohibited substances on College premises or during College-related activity.
· Serious or threatening verbal abuse towards another learner, member of staff or other person.
· Serious conduct that presents a significant risk to the health, safety or wellbeing of others.
· Serious conduct which has a significant adverse impact on the reputation of the College.

9. CRIMINAL OFFENCE
9.1. Where a member of staff believes the learner may have committed a criminal offence, the member of staff should notify the Safeguarding Team. The College Management Team may suspend the learner pending the outcome of any Police enquiries and record the incident on ProMonitor.  Advice should be sought from the Head of Safeguarding and/or Assistant Principal Student Experience.
10. RIGHT CHOICE & 42-DAY PROCEDURE 
10.1. The first 42 calendar days following enrolment form an initial programme suitability and engagement period, operating separately from the Tier 1–3 learner engagement process. During this period, every learner will participate in a Right Choice Review to confirm that they are on an appropriate programme and to review their attendance, punctuality, behaviour, engagement and academic progress. Concerns involving alleged gross misconduct or significant risk may still be addressed through the Tier 3, safeguarding or suspension process.
10.2. Where concerns are identified, staff will seek to understand the learner’s circumstances, barriers and support needs and will agree clear, achievable SMART targets. The targets, support offered, reasonable adjustments and review date must be recorded on ProMonitor. The learner will be given an appropriate opportunity to demonstrate improvement, and transfer to a more suitable programme or referral for additional support will be considered where appropriate.
10.3. Where agreed targets are not achieved, concerns continue or the learner does not engage with reasonable support without an acceptable explanation, the College reserves the right to discontinue the learner’s place on the programme following a formal review by the Head of Learning. Before reaching a decision, the College will consider the learner’s views, individual circumstances, support and reasonable adjustments provided, and all relevant evidence. The decision and reasons will be confirmed in writing, with an appropriate right of appeal and support to explore alternative education, training or employment options.
11. LEARNING AGREEMENT
11.1. In certain cases, it may be necessary for learners to be placed on a Learning Agreement at the beginning of their study programme and have a recorded action plan on ProMonitor. 
11.2. Any learner placed on a Learning Agreement will be set clear targets and support measures.
11.3. Where targets are not achieved despite support and intervention, programme discontinuation may be considered, and a referral made to the careers team for alternative options. If a learner has recurring problems following being removed from their learning agreement, they will be progressed through the intervention procedure in the usual way. 
12. COOLING OFF
12.1. Cooling off may be used as a short-term, non-disciplinary de-escalation measure where a learner requires time away from a lesson, session or College environment to regulate and return ready to engage positively. It may be used for a specific lesson or session and must not exceed one College Day. It must not be used as an alternative to suspension where time away is required to investigate significant concerns or manage ongoing risk.
12.2. Where a learner under 18 is asked to leave the College premises, the Head of Learning or Duty Manager must ensure that the parent or carer is contacted and that appropriate arrangements are in place for the learner to leave safely. 
12.3. Where a learner has been sent on a ‘cooling off’ the Head of Learning must log the cooling off on ProMonitor. 
13. SUSPENSION
13.1. A suspension may be applied where there is reasonable cause to believe that a learner has engaged in behaviour that may constitute gross misconduct, or where their continued presence may pose a risk to themselves or others or may impact on the integrity of an investigation.
13.2. Suspension is a neutral and precautionary measure. It does not imply guilt and is used to allow a fair and thorough investigation to take place, and/or to ensure the safety and wellbeing of the College community.
13.3. Suspension will only be used where necessary and proportionate and must be authorised by a member of the College Management Team or Duty Manager. Where safeguarding concerns are identified, the Safeguarding Team must be consulted to determine the most appropriate course of action.
13.4. Suspension will be for the shortest possible period necessary to complete the investigation and arrange the appropriate formal meeting. As a guide, this will normally not exceed 10 working days, although it may be extended where required, with approval from a Director or Assistant Principal.
13.5. Arrangements should be considered for the learner to remain engaged with learning during suspension where appropriate and where this does not compromise the investigation or present a safeguarding risk.
14. EXCLUSIONS
14.1. Exclusion is a serious outcome and will only be used where all appropriate support and intervention has been considered and where it is necessary to maintain a safe, respectful and effective learning environment.
14.2. A learner may be excluded where:
· They fail to comply with the requirements of a final Tier 3 warning.
· Their behaviour or conduct continues to fall below expected standards despite previous intervention and formal intervention action.
· They commit an act of gross misconduct where exclusion is considered the most appropriate outcome.
· If a learner is excluded, the College will inform relevant parties, including parents/carers, employers and external agencies where appropriate, and will notify the relevant Local Authority and careers services in line with statutory and internal requirements.	
· A note of exclusion of learners will be maintained by College Management Information Services on the College information system.
 
15. APPEALS AGAINST FORMAL WARNING
15.1. A learner has the right to appeal against any formal intervention outcome.
15.2. Appeals must be submitted in writing to the Head of Learning within 5 working days of the outcome and must clearly state the grounds for appeal. The appeal will be reviewed by an appropriate Director.
15.3. Appeals will normally be considered where:
· there has been a procedural irregularity which may have affected the outcome;
· new evidence is available that could not reasonably have been presented previously;
· the outcome is considered disproportionate in the circumstances.
Disagreement with a decision alone will not normally constitute grounds for appeal.
15.4. An appeal meeting will be arranged within 10 working days of the appeal being received. The learner will be given at least 5 working days’ notice of the date, time and location of the meeting, along with a copy of this procedure.
15.5. The learner has the right to be accompanied by a parent/carer, friend or appropriate representative.
16. APPEALS AGAINST AN EXCLUSION 
16.1. Where a learner wishes to appeal against a decision to exclude, the appeal must be submitted in writing to the Deputy Principal within 5 working days of notification of the exclusion.
16.2. Appeals will normally be considered where:
· there has been a procedural irregularity which may have affected the outcome;
· new evidence is available that could not reasonably have been presented previously;
· the outcome is considered disproportionate in the circumstances.
Disagreement with a decision alone will not normally constitute grounds for appeal.
16.3. An appeal hearing will be arranged within 10 working days of receipt of the appeal. The learner will be informed in writing of the date, time and location of the hearing and will be provided with a copy of the Learner Engagement Procedure. Where appropriate, and on request, the hearing may be postponed for up to 5 working days to allow the learner additional time to prepare.
16.4. The learner has the right to be accompanied at the appeal hearing by a parent/carer, friend or appropriate representative.
16.5. The appeal will be heard by the Deputy Principal. During the hearing, the relevant Director will present the reasons for the exclusion, and the learner will have the opportunity to respond, present evidence and challenge the decision.
16.6. The outcome of the appeal will be confirmed in writing within 5 working days. Where appropriate, this will also be shared with parents/carers and employers.
16.7. A record of all exclusions and appeals will be maintained on the College’s information systems. Where exclusion is upheld, the College will notify the relevant Local Authority where required.
17. RE-ENROLMENT OF AN EXCLUDED LEARNER
17.1. If a learner wishes to re-enrol at the College in future, they must make an application to the Deputy Principal in writing.  The Deputy Principal will consider the circumstances and any evidence presented and if appropriate, will ask the relevant Head of Learning to consider allowing the learner back to College for an agreed period of one term or four months, whichever is shorter.  After attending for the agreed period without further incident, the exclusion will be considered to have ended.  Otherwise, the exclusion will be confirmed and no further re-enrolment will be allowed.  The Deputy Principal’s decision shall be final.
18. RESPONSIBILITIES 
18.1. LEARNERS AND APPRENTICES
Learners and apprentices are expected to:
· Attend punctually and participate fully in all elements of their programme, including English, maths, tutorials, placements and employer-based learning.
· Arrive prepared and equipped for learning.
· Follow the College’s absence-reporting arrangements and inform relevant staff of circumstances affecting their attendance or punctuality.
· Arrange routine appointments outside timetabled hours wherever reasonably possible.
· Take responsibility for catching up missed learning through arrangements agreed with their lecturers.
· Attend meetings and engage positively with support, reasonable adjustments, SMART targets and agreed improvement actions.
18.2. TUTORS/LECTURERS
Tutors and lecturers are expected to:
· Start and finish sessions punctually and establish clear expectations for attendance, punctuality, behaviour and engagement.
· Complete registers accurately within the required timescale and in accordance with College guidance
· Identify and respond promptly to concerning patterns of absence, lateness, behaviour, engagement or academic progress.
· Provide reasonable arrangements for learners to catch up missed learning.
· Record significant concerns, interventions and impact on ProMonitor.
· Refer continuing or significant concerns to the Personal Tutor, Personal Development Tutor or Head of Learning.
· English & maths lecturers are expected to communicate emerging or continuing concerns promptly to the learner’s Personal Tutor or Personal Development Tutor and vocational curriculum team.
· English & maths lecturers are expected to work collaboratively with vocational and pastoral teams to ensure that intervention considers the learner’s whole study programme.
18.3. ATTENDANCE OFFICERS
Attendance Officers are expected to:
· Monitor learner attendance and punctuality and identify concerning patterns requiring intervention.
· Contact learners and, where appropriate, parents, carers or employers regarding unexplained absence or persistent lateness.
· Work collaboratively with curriculum, pastoral and support teams to identify barriers and coordinate appropriate intervention.
· Record attendance communications, actions and impact on ProMonitor;
· Signpost or refer learners to relevant support services.
· Contribute to tiered interventions and formal meetings where appropriate.
18.4. ADMINISTRATORS 
Administrators are expected to:
· Manage absence notifications and update register marks in accordance with College guidance
· Process authorised register amendments following approval by the appropriate manager.
· Ensure that known suspensions, placements, visits and other approved activities are accurately reflected on registers.
· Support attendance communications, letters and meeting arrangements.
· Maintain accurate records on relevant College systems.
· Provide administrative support for agreed attendance interventions and monitoring arrangements.
18.5. PERSONAL TUTORS / PERSONAL DEVELOPMENT TUTORS
Personal Tutors and Personal Development Tutors are expected to:
· Maintain oversight of attendance, punctuality, behaviour, engagement and progress across all elements of each learner’s programme.
· Hold supportive conversations to understand the learner’s perspective and identify barriers, unmet needs or safeguarding concerns.
· Coordinate appropriate support, reasonable adjustments and SMART targets with the learner and relevant teams.
· Communicate with parents, carers and employers where appropriate and in accordance with this policy.
· Record reviews, interventions, agreed actions and impact on ProMonitor.
· Lead or contribute to the Right Choice Review process during the learner’s first 42 days.
· Lead or contribute to tier 1 intervention.
· Initiate or escalate concerns through the appropriate tier where improvement is not achieved despite support.
18.6. MENTORS
Mentors are expected to:
· Respond to referrals and work with learners to understand barriers affecting attendance, punctuality, behaviour or engagement.
· Provide appropriate support and agree achievable SMART Targets with the learner.
· Refer or signpost learners to relevant internal or external services where further support is required.
· Reinforce College expectations while maintaining a supportive and trauma-informed approach.
· Liaise with Attendance Officers, Personal Tutors, Personal Development Tutors and curriculum teams.
· Record interventions and impact on ProMonitor.
18.7. LEARNING SUPPORT ASSISTANTS
Learning Support Assistants are expected to:
· Reinforce expectations for attendance, punctuality, behaviour and engagement (please note that the Local Authority expect 95% attendance for high needs learners).
· Support learners to identify and overcome barriers to participation.
· Implement agreed support strategies and reasonable adjustments.
· Contribute to the review of support plans where attendance or engagement is a concern.
· Share relevant concerns promptly with curriculum, learning-support or safeguarding staff.
· Contribute relevant information to tiered interventions where appropriate.
18.8. HEADS OF LEARNING
Heads of Learning are expected to:
· Ensure that this policy and procedure are implemented fairly and consistently within their learning area
· Maintain oversight of attendance, punctuality, behaviour, engagement and progress across all elements of their study programme areas (including, tutorial, English, maths and Work Experience.
· Ensure that early intervention, learner voice, support, safeguarding considerations and reasonable adjustments are evidenced before formal escalation.
· Implement area incentives and ensure the celebration of good and improving attendance is celebrated consistently throughout the area
· Chair fortnightly at risk meetings ensuring all at risk learners are being monitored and actions being taken.
· Review the quality and consistency of ProMonitor records, SMART targets and interventions and report on attendance and punctuality with the areas Quality Performance Reviews.
· Ensure appropriate communication with learners and, where relevant, parents, carers and employers.
· Take prompt action where attendance referrals are escalated from personal tutors and/or mentors for individuals whose attendance is below expectations and little or no improvement has been taken, in-line with the supportive intervention procedure
· Chair or arrange formal meetings and determine outcomes within their delegated authority.
· Escalate serious concerns and recommendations for programme discontinuation, suspension or exclusion to the appropriate senior leader.
· Monitor trends, impact and improvement through relevant quality and performance-review arrangements.
· Approve any amendments to register marks that are outside of ‘present, absent, late or left early’ and inform MIS or administrators of any changes. 
18.9. The Assistant Principal Apprenticeship and Skills, and Directors of Study Programmes, and Lifelong Learning and Skills will monitor the implementation of this attendance procedure in all learning areas and monitor learner attendance on a weekly basis. Where learner attendance issues continue following tier 2 intervention, the relevant Director/Assistant Principal/Deputy Principal will follow the College intervention Procedure at tier 3, in-line with the positive intervention procedure.
18.10. The Assistant Principal Quality, will work conjunction with the Deputy Principal of Curriculum and Quality and will steer the actions of the Attendance Working Group/Attendance Board, and will report on attendance to the Executive Board to update on progress, actions and impact to date.
19. PROCEDURE
19.1. It is the responsibility of all learners to demonstrate their commitment to their course/programme by attending all timetabled sessions and work placements. Close monitoring of attendance and swift supportive or assertive actions will be taken to ensure learners meet the expectations, which will support their progress and achievement of their course/programme. This includes work experience placements as part of the study programme. Where expectations are not met, a learners’ place at College may be discontinued and/or progression opportunities for the next level of course or an Apprenticeship at College may be limited
19.2. It is the responsibility of all Personal Tutors/personal development tutors, lecturers and skills coaches to follow up with any non-attendance to their session as soon as possible.
19.3. Learners reporting absence to the College:
· All learners and apprentices (or their parent/carer) are required to report absences with a reason by 08.30am of the day of absence, via the absence line. All learners and apprentices if feeling unwell during the day must inform all tutors whose lesson will be missed at least 30 minutes before the start of the session. Failure to do so could lead to further intervention.
· Administrators will put through a change request to pre-populate the appropriate registers and email the teaching and learning support team where relevant.
· Where learners know of an absence in advance, they must call the absence line to inform of any upcoming absences.
· Any learners requesting an ‘authorised absence’ must contact the absence line prior to the absence taking place. 
19.4. English and maths attendance
If learners are enrolled on English and maths as part of their study programme, it is a mandatory requirement for all sessions to be attended. The following procedure should be followed:
· On a daily basis, MIS to run a report for learners who have an unauthorised absence from English and maths that day. This report is to be shared with all Heads of Learning.
· Text messages to be sent out to learners, parents/carers and employers (apprentices) to inform them of their absence.
· Heads of Learning, curriculum co-ordinators, attendance officers and delivery staff to follow up on non-attendance from the report daily and inform the learner that their place on the course is at risk. While responsibility for learner attendance sits with the relevant vocational Heads of Learning, it is expected that they will work with the Head of Learning and curriculum co-ordinators for English and maths and their staff to ensure absent learners are rapidly contacted and their attendance improved.
19.5. English and maths for Apprentices
If learners are enrolled on English and maths qualifications as part of their apprenticeship programme it is a mandatory requirement for all sessions to be attended. The delivery of functional skills sessions may take place as: ‘fast-track’ block release for English or maths; part of block delivery up to a maximum of 5 days per block for each functional skill; ‘long and thin’ sessions alongside day release lessons; delivery in the workplace. All sessions will be supported by access to online learning materials that apprentices will be expected to use to improve their understanding. Employers will be informed via their skills coach of the block dates in addition to their day release/workplace visits. The following procedure should be applied for non-attendance of functional skills sessions:
· Functional Skills tutors to monitor, track learner progress and collate a list of learners who have not attended their timetabled sessions and report to skills coaches at the end of each delivery week. 
· Skills coaches to see all apprentices who have not attended to reinforce expectations and inform employers. 
· If this continues, review to be completed with apprentice & employer and advise of apprentice place being at risk due to low or no attendance. The warning given to be recorded on Smart Assessor & Pro-Monitor with clear action plan.
· If no improvement, Lead skills coaches, Heads of Learning and centre co-ordinator to ensure withdrawal from apprenticeship 
· Deputy Principal to review and confirm withdrawal of learners who do not meet expectations 
19.6.  Study Programme Attendance during a learners’ first 42 days
The following steps must be followed within the first 42 days of the learner’s start date. The College’s intervention process does not apply in the first 42 days to learners with poor attendance. However, all withdrawals must be authorised by the appropriate Director or Head of Learning.
[image: ]
20. ABSENCE
20.1. Absence is defined according to the register marking code in the table below:
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20.2. Authorised absences/Explained Absences can be approved by the Head of Learning who must inform either MIS, administrators or Attendance Officers subject to appropriate evidence being provided by the learner/parents/carer. 
· An interview with a prospective employer or another educational establishment, linked to gaining employment or admission to HE
· A medical appointment that cannot be arranged out of College hours but this does not include a standard dental or doctor’s appointment
· Religious holidays
· Immigrations/asylum appointment
· Attendance at court or a probation meeting
· Attending a family funeral
· Severe disruption to transport, for example bus or rail strike
· Driving test and theory test but not lessons
· Attendance at a Governor’s meeting or any other required NUS duties
· Territorial army event.
20.3. Half termly audits of authorised absences will be carried out to review usage and evidence provided. Other register marks are available on request or will be used by MIS where appropriate:
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	Directed Study (T-Level Only)
	
	
	










	


20.4. The following reasons for absence are not acceptable and will not be authorised:
· Routine dentist, doctor or optician appointments (proof still required)
· Holidays
· Work
· Leisure activities
· Birthdays or similar celebrations
· Driving lessons
· Shopping
· Babysitting or looking after siblings (please note, if a learner identifies as a carer and this is impacting on attendance, please follow the Special Circumstances Procedure)
· Waiting at home for a delivery.

21. PUNCTUALITY
21.1. Learners are expected to be in the class ready to learn at the time the session starts. For example, for a session starting at 09.00am learners are expected to be in the classroom/workshop, with any uniform/PPE/equipment ready to start learning at 09.00am. All lecturers will be in their classes/workshops/areas at least 5 minutes before the start of the session.
21.2. Punctuality/early leaving will be monitored through the following steps:
· Electronic registers should be marked by inserting ‘L’ against the learner’s name (for lateness) along with the time of arrival and D for early departure along with the time.
· Recording persistent lateness and causes for concern on ProMonitor to be addressed by the personal tutor through the report card system and the procedure in 7.6.1 should be applied.
· Learner can also notify the College via the Absence line if they are running late.

22. Roles and Responsibilities
22.1. All staff are responsible for promoting positive behaviour and upholding College expectations.
22.2. The Assistant Principal – Student Experience holds strategic responsibility for this policy and its alignment with safeguarding, wellbeing and learner support arrangements.
22.3. Heads of Learning and curriculum teams are responsible for ensuring consistent application within their areas and embedding behaviour, attendance and engagement discussions into routine team processes.
23. Monitoring and Review
23.1. Behaviour, attendance and engagement, formal action and exclusions are monitored through quality assurance and safeguarding processes to ensure fairness, consistency and continuous improvement.
23.2. This policy will be reviewed annually and updated as required to reflect statutory guidance, inspection frameworks and sector best practice.
24. Approval
Approved by the College Senior Leadership Team
Signed:[image: ]
  	Principal & CEO      

Endorsed by the College Corporation     

 Signed:	 

 		Chair
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Appendix 1: Count Me In (Pre-42 Day):
	Count Me In (Right Choice Review)

	Triggers
	Every learner will participate in a Right Choice Review to confirm that they are on an appropriate programme and to review their attendance, punctuality, behaviour, engagement and academic progress. At Risk learners will be prioritised in the first instance for a Right Choice Review, however a right choice review may be arranged at any point during the first 42 days where: 
· Attendance or punctuality falls below expectations;
· Behaviour or engagement gives cause for concern;
· Academic progress, assessment completion or participation is below the standard reasonably expected from the learner’s starting point;
· The learner indicates that the programme may not be right for them; or
· Staff identify unmet needs or barriers that may affect the learner’s ability to succeed.

	Process
	For study programme learners, Personal Development Tutor/Personal Tutor/ Assessor will arrange an informal one to one meeting with each learner in their cohort to identify:
· Whether the programme reflects the learner’s interests, aspirations and intended progression;
· The learner’s experience of the programme and sense of belonging;
· Attendance, punctuality, behaviour, engagement and academic progress;
· Any personal, social, emotional, financial, educational or safeguarding circumstances affecting participation;
· Learning-support needs and reasonable adjustments;
· Whether the learner requires additional support or a transfer to another programme; and
· Set Clear SMART Targets aimed at supporting continued progression. 
· Following the RCR meeting with the learner, the PDT, Personal Tutor or Assessor must upload a Right Choice Review meeting onto ProMonitor and clearly write in the description the details of the meeting along with any concerns raised (any safeguarding or confidential concerns must be logged on MyConcern) and support being offered. Agreed SMART Targets must be clearly evidenced and attached as part of the Right Choice Review meeting.





Learner Engagement Process (Post 42-Day):
	Positive Engagement Plan

	Triggers
	· Attendance falls below 95% or shows a concerning pattern in any aspect of their study programme.
· Repeated lateness or punctuality concerns 
· Declining engagement in lessons or tutorials 
· 1 or more missed assessments or coursework deadlines 
· Low-level behaviour concerns
Please note this list is not exhaustive.

	Process
	· Course Leader / Tutor, PDT, Mentor, or Assessor to engage a Positive Engagement Action Plan through a one to one informal meeting to discuss any issues and agreed actions. A positive engagement plan meeting can be held at a time and location of the staff members discretion with no formal invitation required. 
· Following the informal one to one meeting with the learner, the Tutor, PDT, Mentor, or Assessor must log the meeting on ProMonitor / SMART Assessor. Following the one to one meeting, contextualised description of the meeting and support being offered must be evidenced along with attached SMART Targets in ProMonitor Meetings under Positive Engagement Action Plan.  
· The Tutor, PDT, mentor or assessor to monitor learner progress against actions set. If the actions have been met and behaviour/attendance has improved following a review meeting, the ‘positive engagement plan’ must be updated in ProMonitor and marked as ‘completed’
· If the learner has not made sufficient improvement within a given timescale, the tutor, PDT, mentor or assessor may escalate to a tier 1 intervention with the course leader or equivalent.








	Tier 1 (Informal)

	Triggers
	· Attendance falls below 90% or shows a concerning pattern in any aspect of their study programme.
· Repeated lateness or punctuality concerns 
· Declining engagement in lessons or tutorials 
· 2 or more missed assessments or coursework deadlines 
· Low-level behaviour concerns
Please note this list is not exhaustive.

	Process
	· Personal Development Tutor (PDT) / designated curriculum member or assessor (for Apprentices) to organise a tier 1 meeting to discuss learner issues and agreed actions. A Tier 1 meeting can be held at a time and location of the tutor’s discretion with no formal invitation required. 
· After the informal one to one meeting, the Personal Development Tutor / designated curriculum member or assessor must record a Tier 1 meeting on ProMonitor. The PDT, course tutor or assessor must clearly explain why the Tier 1 meeting is required, including any behaviour or attendance concerns, and outline the support being provided. Agreed SMART targets must be clearly evidenced and attached to the intervention meeting record.
· PDT, Course tutor/ leader or assessor to monitor learner progress against actions set SMART targets and feedback to the Head of Learning during an at-risk meeting. If there has not been sufficient progress the Course Tutor / Leader may escalate to a Tier 2 meeting. 
· Where learners may require additional support, the meeting chair will refer learners to the appropriate College support teams.
· Parent/carer (under 18) to be informed of the meeting via telephone, email or letter communications.
Additional Support Needs: 
· Any Child in care issues must be raised with the Safeguarding and Wellbeing Team. 
· Where a learner has an EHCP and / or High Needs Support, the ALS Team must be made aware and invited to any meetings as required. ALS will also need to be updated on any actions in place following the meeting.
Note: Failure to undertake or record each intervention tier in accordance with the learner performance management policy will result in Tier 2, 3 referrals being refused. 


	Tier 2 (Formal)

	Triggers
	· Failure to achieve Tier 1 SMART Targets
· Attendance continues to decline (e.g., below 85%) in any aspect of their study programme.
· Continued poor punctuality 
· Continued missed assessment or coursework deadlines
· Failure to engage with agreed SMART targets 
· Repeated absence from study programme lessons
· Repeated behaviour incidents 
· Increased wellbeing concerns affecting learning 
· Learner disengages from agreed support 
Please note this list is not exhaustive.

	Process
	· Head of Learning will coordinate with the College Admin team to arrange a Tier 2 meeting. 
· A formal meeting should normally be held within 5 working days of the referral being accepted by the Head of Learning. College Admin Team to arrange invitation letter(s) to be sent to the learner, with a copy to the parent/carers (if under 18) to inform them of the date and time of the meeting. 
· All relevant individuals will be invited to the meeting, including Positive Behaviour Team, Safeguarding Team and ALS Team, for any learners who are  Children in care or have an EHCP. 
· The Head of Learning / Positive Behaviour Practitioners / Mentors to gather relevant incident reports or witness statements.  
· Following the formal meeting with the learner, the admin team/Head of Learning must upload a Tier 2 meeting onto ProMonitor. In the Tier 2 meeting the admin team or the Head of Learning must clearly write in the description the details of the concerns and support being offered. Agreed SMART Targets must be clearly evidenced and attached as part of the tier 2 meeting. 
· Where learners may require additional support, the meeting chair will refer learners to the appropriate College support teams.
· Designated Curriculum member / Personal Development Tutors and wider support teams continue to monitor learner engagement through “At Risk” and “KIT” meetings and implementing supportive one to one meeting with the learner to aid improvement.
· If there has not been sufficient progress curriculum members, PDTs and wider support teams working with the learner to feedback to the Head of Learning who then may escalate to a Tier 3 meeting.
· In the event a learner does not attend a Tier 2 meeting the Head of Learning has the right to conduct the meeting in the learner’s absence and inform the learner via telephone, voicemail, email, letter or Teams message.  
· Parent/carer (under 18) to be informed of the meeting via telephone, email or letter communications.
Additional Support Needs: 
· Any Child in care issues must be raised with the Safeguarding and Wellbeing Team.
· Where a learner has an EHCP and / or High Needs Support, the ALS (Additional Learning Support) Team must be made aware and invited to any meetings as required. ALS will also need to be updated on any actions in place following the meeting.
Note: Failure to undertake or record each intervention tier in accordance with the learner performance management policy will result in Tier 2, 3 referrals being refused



	Tier 3 (Final)

	Triggers
	· Failure to achieve tier 2 targets.
· Attendance remains below agreed threshold despite intervention (e.g. below 80% or persistent absence) in any aspect of their study programme.
· Persistent failure to submit assignment or coursework.
· Continued non-engagement with agreed support 
· Ongoing behaviour concerns despite support 
· Repeated failure to attend planned support meetings 
· Risk of withdrawal or becoming NEET 
· Any incidents of gross misconduct
Please note this list is not exhaustive.

	Process
	Tier 3 may be used following escalation or, in cases of Gross Misconduct, as an immediate response.
· Head of Learning to make Tier 3 referral to the College admin team. 
· College Admin Team will coordinate with a member of the College Senior Leadership Team to arrange a Tier 3 meeting. 
· A formal meeting should normally be held within 5 working days of the referral being accepted by the relevant senior leader. College Admin Team to arrange invitation letter(s) to be sent to the learner, with a copy to the parent/carers (if under 18) to inform them of the date and time of the intervention meeting. 
· All relevant individuals will be invited to the meeting, including Positive Behaviour Team, Safeguarding Team and ALS Team, for any learners who are Children in care or have an EHCP. 
· The Head of Learning / Admin Team to ensure all incident reports, witness statement or other evidence is passed to the meeting chair in advance of the intervention meeting.  
· Following a formal meeting with the learner, the Admin Team / Senior Leader must add a Tier 3 meeting to ProMonitor. In the intervention meeting the Admin Team or Senior Leader must clearly write in the description the details of the meeting and concerns raised and support being offered. Agreed SMART Targets must be clearly evidenced and attached as part of the Tier 3 meeting. 
· Curriculum Teams / Personal Development Tutors and Heads of Learning must continue to monitor learner engagement through “At Risk” meetings and escalate the learners back to the Senior Leadership Team if progress is not sustained. 
· In the event of learners not attending a final Tier 3 meeting, the Senior Leader may conduct the Tier 3 meeting in the learner’s absence.
· A letter confirming the meeting outcome decision will be written and sent by the Admin Team to the Learner.  If the learner is under 18, a copy will be sent to the parent(s)/carer(s).
Recommendation for Withdrawal:
· Following a Tier 3 meeting, if concerns persist and there are grounds to withdraw a learner from their study programme, the Head of Learning must discuss ongoing concerns with Tier 3 chair. 
· The Senior Leader will review evidence provided and evidence logged on ProMonitor and either agree or refuse a withdrawal within 5 working days. Following the decision outcome the Admin Team will inform the learner and parents/carers (if under 18) of the withdrawal via letter. 
Additional Support Needs: 
· Any Child in care issues must be raised with the Safeguarding and Wellbeing Team.
· Where a learner has an EHCP and / or High Needs Support, the ALS (Additional Learning Support) Team must be made aware and invited to any meetings as required. ALS will also need to be updated on any actions in place following the meeting.
Note: Failure to undertake or record each intervention tier in accordance with the learner performance management policy will result in Tier 2, 3 referrals being refused





Appendix 2: Illustrative Examples of Misbehaviour and Persistent Lack of Engagement (This list is not exhaustive)
Purpose of this Appendix
· This appendix provides illustrative examples only to support staff in exercising professional judgement when responding to behaviour or engagement concerns.
Important Note
· This appendix supports, but does not override, the definitions and principles set out in the main procedure. Where there is any inconsistency, the main procedure takes precedence.
	Early Concerns / Informal Support
	Examples of behaviour or engagement concerns that would normally be addressed through early intervention and supportive approaches, including informal conversations and/or a Positive Engagement Action Plan:
· Declining attendance or punctuality.
· Occasional lateness to lessons or activities.
· Low-level disruption within lessons.
· Failure to submit work on time where there are identifiable barriers.
· Inappropriate use of mobile phones or technology.
· Minor breaches of College expectations.
· Low-level disengagement from learning activities.
· These concerns would not normally constitute Misconduct unless they become persistent or fail to improve following support.

	Misconduct
	Misconduct typically involves repeated or persistent behaviour that falls below expected standards and does not improve despite appropriate support and intervention.
Examples may include:
· Persistent low-level disruption that impacts learning
· Repeated failure to follow reasonable instructions from staff
· Ongoing poor attendance or punctuality following support
· Continued non-submission of work without reasonable explanation
· Use of inappropriate, offensive or abusive language
· Disrespectful behaviour towards others or the College environment
· Breaches of health and safety expectations that do not present immediate serious risk
Misconduct will normally be addressed through tiered support and formal intervention in line with the Learner Behaviour Attendance and Engagement Procedure.

	Serious Misconduct
	Serious misconduct may justify more immediate escalation where behaviour presents heightened concern but does not meet the threshold for Gross Misconduct.
Examples may include:
· Escalating or repeated misconduct that fails to improve despite formal intervention
· Behaviour that causes significant disruption or distress to others
· Harassment or bullying behaviour that is repeated or sustained
· Deliberate disregard for College rules or agreed behaviour plans
· Behaviour that creates safeguarding concern but does not involve immediate or severe risk
Each case will be considered on its individual circumstances, with safeguarding and proportionality central to decision-making.

	Gross Misconduct
	Gross Misconduct refers to serious, high-risk or intentional behaviour that may justify immediate escalation and, in some cases, suspension or exclusion.
Examples may include:
· Carrying or using an offensive weapon or dangerous item
· Physical violence or fighting
· Sexual misconduct, assault or harassment
· Serious bullying, intimidation or abuse, including prejudice-based or discriminatory behaviour related to a protected characteristic
· Deliberate damage to, or theft of, College or personal property
· Possession, supply or use of illegal drugs, alcohol, psychoactive substances or other prohibited substances on College premises or during College-related activity
· Serious threats to the health, safety or wellbeing of others
· Deliberate behaviour that promotes, encourages or supports extremist ideology or activity, or places others at risk
Concerns relating to vulnerability to radicalisation will be managed through safeguarding and prevent processes and will not automatically constitute Gross Misconduct.

	Safeguarding and Professional Judgement
	Behaviour examples in this appendix must always be considered alongside:
· individual circumstances
· additional learning needs
· safeguarding concerns
· Equality Act duties
No single example automatically determines an outcome. The College will prioritise support, early intervention and proportionate response wherever possible.





Appendix 3:
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Learning Agreement
	Learner Name
	

	Course Detail
	

	Date agreement made
	



The College wants and supports all learners to do well, but this requires good attendance, punctuality, behaviour and good levels of dedication and commitment. Additional support and monitoring is required to help you improve your attendance, punctuality, behaviour and/or engagement.  We need a commitment from you to agree to meet the expectations the College has of all our learners.  This Learning Agreement is between you and the appropriate Director.  We will also send a copy home if you are under 19 (under 24 with an EHCP). 
By signing this document, you are agreeing to the expectations below in order to continue on the above programme of study, we expect you to meet the following conditions:
Attend all my timetabled lessons
· Turn up on time for all my timetabled sessions ready to learn
· Wear your lanyard
· Put your mobile phone away during lessons
· Use the absence line where absence or lateness is unavoidable
· To behave appropriately at all times when on College premises and not to affect, disrupt or interfere with the training of any other student attending the College
· Abide by the College rules
· 
This Learning Agreement will be monitored closely by College staff, your Head of Learning and appropriate Director.
Consequences if expectations are not met:
· 
	Learner signature
	

	College signature
	

	Review date
	

	Review Comments
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Late Arrival
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College Trip (Present)
Caught up work
Finished
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No Class Planned
Withdrawn
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