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POLICY: Curriculum Policy – Learner & Apprentice Attendance and Punctuality Procedure including trauma informed approach and early intervention 


1. Purpose and Intent: The aspiration of the College is to create a culture where all learners attend their planned sessions on time and to work towards 100% attendance and at least reach the annual KPI of 88%. This procedure aims to ensure that our staff support the attendance and punctuality of individual learners, understand the issues and barriers facing learners, and introduce proactive and early interventions, supporting the development of each learners’ behaviours, skills and attitudes towards the importance of positive attendance and punctuality; this in turn enabling them to progress. This support and expectation will help to prepare students for their journey through further education and on to higher education, further training or employment, making them ready to contribute to the skills economy with a positive attitude. Sometimes chronic absence can indicate other issues such as poverty or safeguarding issues and poor educational experiences and needs attention. Many learners who have demonstrated poor attendance in the past often lack the resources to catch up. Some learners also do not understand the impact of missed learning. This procedure describes how attendance and punctuality is promoted and monitored to support the success of learners.
 

The aims are to:

1.1 Understand the issues and barriers facing learners and past attendance records and invest in prevention and early intervention of low, poor and none-attendance and punctuality.
1.2 Promote a culture of high expectations of work readiness and employability through good attendance and punctuality. 
1.3 Support and assist learners so they are able to take responsibility for their own punctuality and attendance and identify and check on issues and barriers to attendance and provide support. 
1.4 Ensure that learners remain engaged and given the opportunity to catch up on their missed learning on occasions of pre-planned and unavoidable absence, and feedback given on marked work.
1.5 Ensure reporting of absences to parents/carers/employers as appropriate, is done so in a timely and supportive manner. Work in collaboration with parents/carers/employers and develop a positive relationship from which the learner will benefit. 
1.6 Effectively and accurately monitor attendance and punctuality using College systems in a timely way to support learner retention and achievement.
1.7 Ensuring safeguarding of learners and apprentices under 19 years of age and vulnerable adults though positive attendance.
1.8 Ensure a consistent but individualised approach throughout the College for attendance and punctuality, that takes a supportive approach considering individual barriers, needs and circumstances. 
1.9 Good and improved attendance is recognised 






2. SCOPE: This applies to all learners including those on full-time or part-time Study Programmes including the Kings Trust, and Apprenticeship programmes, part time and adult courses or in subcontracted provision.


3. GUIDING PRINCIPLES:

3.1	100% attendance is expected on all elements of a Study Programme and other adult full-time/part-time programmes, or Apprenticeships, work placements and in working towards this we will achieve at least the annual KPI of 88%. The College’s attendance target is set out in the performance measure targets.
3.2 	The College recognises the importance of early identification of “at risk” learners and implementing targeted supportive intervention strategies to support attendance. Attendance Officers and pastoral team can also support on these issues and approaches. 
3.3	Timetables will be designed to ensure that there are no unnecessary gaps of time to facilitate learners making the best use of their time and enabling them to work outside of college.
3.4 To establish and maintain high standards of personal and professional conduct, which will be in line with both the College’s and employers’ expectations, ensuring that all learners are ready to progress into employment or HE. 
3.5 To recognise good attendance and successful course completion through incentives, awards, ceremonies and rewards. Promoting the impact of attendance and non-attendance throughout the course and at induction and key transition points.
3.6 This policy should be read in conjunction with the Tutorial and Progress Review Procedure, Equality, Diversity and Inclusion Policy, and Safeguarding policy.
3.7 The recognition that effective attendance monitoring, tracking and intervention improves retention and success of learners leading to positive outcomes.

4. LEARNER ENTITLEMENT

4.1 	Learners whose attendance and/or punctuality causes concern will receive supportive measures to identify and resolve any issues which are negatively impacting attendance and progress and will be supported to improve.  However, in certain circumstances, when a learner’s attendance and/or punctuality fail to improve, formal intervention will be initiated following our disciplinary procedure. 

4.2	Learners are entitled to lessons that start and end promptly. A staff cover rota will ensure that classes are covered wherever possible in the case of absent colleagues or other alternative arrangements will be made. Every effort will be made to give advance warning of unavoidable changes or class cancellations.


5. LEARNERS WITH SPECIAL CIRCUMSTANCES

5.1	If a learner has a disability or an identified need, that affects their attendance or ability to arrive on time, this should be identified with the learner, personal tutor, lecturers and relevant mentor. The College will work with the learner to ensure that reasonable adjustments and supports are in place and levels of expectation set accordingly, which is record via their ILP on ProMonitor. Any reviews of corrective actions will consider and be responsive to the needs of learners with disabilities, learning difficulties or other emotional, social or behavioural needs. Support will be offered and provided, where appropriate.

6. RESPONSIBILITIES

6.1	Learners and Apprentices are expected to:
· Have a positive attitude to attendance and punctuality for all of their programme of study. Understand through induction that they can talk to their personal tutor, skills coach or members of the pastoral team if they are experiencing difficulties attending and need support. 
· Ensure they attend all sessions on their timetable, arriving before the start of class properly equipped and prepared for their learning. Ensure that learners when on work placement/experience or if on an apprenticeship attend their off-site sessions and are punctual.  
· Take responsibility for their own time keeping and attendance for all aspects of their programme of study. 
· Arrange non-urgent doctors, dentist, optician, driving lessons and other appointments outside of college hours, wherever possible.
· Record the absence line telephone number, for the reporting of any absence. 
· Inform their personal tutor/skills coach and/or mentor in advance of any planned or unavoidable absence (e.g. family funeral, job interview etc).
· Notify the College of any absence via the absence line on each day of absence before 08:30am, detailing the reason for absence or speak to the tutor in person to register your absence. This ensures that staff are made aware of any absence notifications submitted by their learners. It is the learner’s responsibility to ensure that all their missed work is caught up and completed in conjunction with their tutor(s) and lecturer(s), whose class/classes they have missed. Please note that parents will receive a text of absence notice for ‘explained’ absences.
· Advise their Lecturer/personal tutor/skills coach if they need to go home either through illness or emergency.
· Catch up on any missed work as directed by their tutor(s)/Lecturer(s) prior to their next lesson in college and which will be checked and marked.
· Attend in person any support or disciplinary meetings. If the student does not attend the meeting could take place in their absence. 
6.2	Tutors/Lecturers are expected to:
· Start and finish classes on time; tutors are expected to be in their classrooms/workshops at least 5 minutes before the start of their class. 
· Advise learners of the attendance and punctuality procedure during induction and remind them throughout their course and include the opportunity to chat through issues regarding attendance at the earliest opportunity with their tutor, skills coach and/or pastoral team.
· Communicate the College’s high expectation of punctuality and attendance and ensure classroom standards are set and consistently applied. Each learner will be made aware of the College’s attendance and punctuality expectations during:
· Initial advice and guidance at point of enquiry
· Interview with course/admissions staff
· Open evening events
· Enrolment
· Induction 
· Tutorial
· 1:1 tutorial review(s)
· College literature and posters
· Accurately mark attendance, absences and lateness on registers within 15 minutes of the start of each session and ensure registers are kept up to date.
· Ensure that all marks entered onto the attendance register are accurate and follow the college marking code.
· Follow up any absence with a telephone call as soon as possible after the session ends to discuss the absence and to set catch up work on VLE Platforms such as CANVAS which should be completed before the next lesson in college. It is the individual tutor/lecturer’s responsibility to ensure students have completed their work on CANVAS, that this is assessed and that feedback is given. 
· Issue a report card to any learner whose attendance falls below 80%. Tutors to track the student and monitor the progress of these report cards.
· Where learners have missed consecutive sessions or where attendance to specific sessions is sporadic, this must be flagged with the personal tutor/personal development tutor and logged in ProMonitor. In the event of no one answering the call, the personal tutor/personal development tutor must contact the parent/guardian/carer if the learner is under 19. Additionally, an email/text should be sent to the student, requesting them to make contact and outlining the work to be completed and a completion date set, with arrangements made for the student to visit the tutor(s) whose lesson(s) were missed so that the matter can be discussed further and support plans put in place, if required.
· Automatic text messages will be sent to all 16-18-year-old learners, whose parents have not opted out of the text messaging scheme where the registers have been marked for that day, and any learners have been marked ‘0 – Absent’ or ‘E’ Explained Absence.  These messages will be scheduled to go out at 12pm and 4pm each day to one/both parents’ mobile phone numbers provided.
· All lateness should be accurately recorded on the register. 
· Where contact has taken place with the learner or parents/guardians/carer, and any other attendance intervention has been made, a comment on ProMonitor must be added that reflects the follow-up action(s) that have been taken. If the learner chooses not to engage with support interventions, attend supportive or disciplinary meetings they have been invited to, then these meetings could take place in the absence, and the actions of the learner recorded on ProMonitor.
· Ensure materials are available, for example on VLE for example Canvas or via alterative means, to enable learners to catch up with missed learning. Clear deadlines must be set for these activities and tutors must check, assess, feedback and ensure that the student has understood, fully completed and learning has taken place. All catch up plans must be logged on Promonitor with corresponding SMART targets.
· Encourage positive attendance through different initiatives, this could be competitions, rewards, highlighting nominations for learner of the month and/or attendance incentives and/or ProMonitor.
· If persistent absence takes place, after all interventions and support have failed, follow the disciplinary procedure (if appropriate) and undertake further supportive interventions and disciplinary action where necessary. 
· If a staff member is concerned about a learner who does not return after a holiday abroad or is uncontactable, it must be referred to the Safeguarding team as a Prevent referral (Counter Terrorism and Security Act 2015).
· Refer to the Safeguarding team where a learner may have unexplainable and/or persistent absences from education





6.3	Attendance Officers are expected to:
· Update register marks for ‘Authorised’ absences and ‘Religious Holidays’ absence following approval from HOL. 
· Support in ensuring that the College’s attendance policies are being fully complied with by learners and staff.
· Monitor learner attendance and punctuality on a daily basis.
· Contact both learners and their parents in cases where unauthorised or unexplained absences are detected or instances of repeated poor punctuality are identified.
· Work collaboratively with the wider College team and keep lines of communication open in regards to learner issues around attendance.
· Record all attendance communications and impact on ProMonitor
· Work on initiatives which raise the awareness of staff, students, parents and the community with regards to the importance of good college attendance.
· Signpost students to other departments within the College if they have an issue that may affect their attendance i.e. tutors, progress coaches, student assist or mentors.
· Support in disciplinary meetings if/where required to do so

6.4	Administrators are expected to:
· Cover the absence line and update register marks for absences.
· Update register marks following an ‘authorised attendance’ on ProSolution to accurately reflect the circumstances of a student absence and coping in all students’ tutors.
· Support with appropriate attendance interventions for identified groups of learners
· Send out letters to parents where requested about learner attendance and arrange any meetings.
· Collate information from tutors about suspensions, visits or work experience etc to ensure that marks are flooded through to all registers.
· Support with the monitoring and completion of, and adherence to attendance report cards

6.5	Personal Tutors/Personal Development Tutors are expected to:
· Monitor and follow up the attendance and punctuality of their cohort of learners for all sessions, including English, maths and tutorial and record all activity, interventions and impact on ProMonitor.
· Issue a report card to any learner whose attendance falls below 80%. Tutors to track the student and monitor the progress of these report cards.
· Contact learners and parents/guardians/carers where attendance is a concern and/or likely to be withdrawn because of poor attendance.
· Assist learners whose attendance and punctuality are of concern to identify any difficulty and support them to improve attendance.
· Work collaboratively with college colleagues to provide support to poor attenders, signposting to a mentor, student assistance etc where necessary.
· If persistent absence takes place, follow the disciplinary procedure and undertake supportive interventions and Stage 1 disciplinary action where necessary.
· Escalate persistent attendance non-compliance to Head of Learning. This may consist of a Stage 2 disciplinary hearing as per the College Disciplinary Procedure.
· Encourage positive attendance through different initiatives, this could be competitions, rewards, highlighting nominations for learner of the month and/or attendance incentives and/or ProMonitor.

6.6 	English and maths Lecturers are expected to:
· Monitor and follow up the attendance and punctuality of their identified cohort of learners for all sessions, and record all activity, interventions and impact on ProMonitor.
· Issue a report card, to any learner whose attendance falls below 80%. Track the student and monitor the progress of these report cards.
· Contact learners and parents/guardians/carers where attendance is a concern and/or likely to be withdrawn because of poor attendance relating to English and maths.
· Assist learners whose attendance and punctuality are of concern to identify any difficulty and support them to improve attendance.
· Work collaboratively with college colleagues to provide support to poor attenders, signposting to a mentor, student assistance etc where necessary.
· If persistent absence takes place, follow the disciplinary procedure and undertake supportive interventions and Stage 1 disciplinary action where necessary.
· Escalate persistent attendance non-compliance to Head of Learning. This may consist of a Stage 2 disciplinary hearing as per the College Disciplinary Procedure.
· Encourage positive attendance through different initiatives, this could be competitions, rewards, highlighting nominations for learner of the month and/or attendance incentives and/or ProMonitor.

6.7	Mentors are expected to:
· Take referrals from the personal tutor/personal development tutor/attendance officers and curriculum teams following up on learners whose attendance is a concern to identify reasons why.
· Provide appropriate support or referrals to external agencies where appropriate to help remove barriers to attending and being punctual.
· Reinforce expectations for attendance and punctuality with all learners.
· Work with learners who have special circumstances and support learners on an action plan to support improvement.
· Follow up and cross check referrals from the attendance report for identified groups of learners where poor attendance is recorded in their study programme, English and maths and vocational subjects.
· Liaise with personal tutors/personal development tutor/attendance officers and curriculum teams and provide updates on progress of those learners, recording interventions and impact on ProMonitor.
· Signpost students to other departments within the College if they have an issue that may affect their attendance i.e. Head of Learning, tutors, or student assistance.

6.8	LSA’s are expected to:
· Reinforce expectations for attendance and punctuality with all learners (please note that the Local Authority expect 95% attendance for high needs learners).
· Work with learners to identify reasons for none-attendance and provide appropriate support to remove barriers and update the support plan to reflect strategies as part of the review cycle.
· Report low attendance/concern of attendance to Head of Inclusion and Learning Support Co-ordinator – learners added to at risk EHC/HNF.

6.9	Heads of Learning are expected to:
· Ensure this procedure is implemented and consistently applied in the learning area by all staff
· Attend attendance and at-risk meetings with learner details of those who are not attending, and the actions being taken to address
· Proactively monitor attendance of learners on all aspects of their programme including vocational, English and maths, tutorial and work experience and discuss regularly in weekly team meetings
· Implement area incentives and ensure the celebration of good and improving attendance is celebrated consistently throughout the area
· Develop and implement strategies to engage learners in useful activities to enable them to achieve their potential and develop skills for employability and progression. This will be used as a tool to improve attendance.
· Carry out learning walks to reinforce standards and expectations and to challenge any learners.
· 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 disciplinary procedure
· Meet with learners and parents/carers/employers where the learner has low attendance on any area of their study including maths, English lessons, tutorial, vocational area, work experience/placement and set clear actions and expectations, in-line with the disciplinary procedure
· Report on attendance and punctuality within the areas Quality Performance Reviews. 
· Follow the Colleges Disciplinary Procedure by Conducting stage 2 disciplinaries for students failing to meet the colleges aspirations on attendance.
· Approve any amendments to register marks that are outside of ‘Present’, ‘Absent’, ‘Late’ or ‘Left Early’ and inform MIS or administrators of any changes. 
6.10	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 stage 2 disciplinary, the relevant Director/Assistant Principal/Deputy Principal will follow the College Disciplinary Procedure at Stage 3, in-line with the disciplinary procedure.

6.11	The Assistant Principal Curriculum and 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.

7.	PROCEDURE: 
7.1	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 closed and/or progression opportunities for the next level of course or an Apprenticeship at College may be limited 
7.2 	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.

7.4 Learners reporting absence to the College:
7.4.1	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 disciplinary action.
7.4.2	Administrators will put through a change request to pre-populate the appropriate registers and email the teaching and learning support team where relevant.
7.4.3	Where learners know of an absence in advance, they must call the absence line to inform of any upcoming absences.
7.4.4	Any learners requesting an ‘authorised absence’ must contact the absence line prior to the absence taking place. 

7.5 English and maths attendance weeks 1-5
7.5.1 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:
[bookmark: _Hlk176449399]7.5.1.1	On a daily basis, MIS to run a report for learners who have an unauthorised absence from maths and English that day. This report is to be shared with all HOL’s.
7.5.1.2	Text messages to be sent out to learners, parents/carers and employers (apprentices) to inform them of their absence.
7.5.1.3		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.	

7.6 [bookmark: _Hlk176449620]English and maths for Apprentices

6. 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 maths or English; 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:

· FS 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 

7.7 Study Programme Attendance weeks 1-5 (non-contracted learners)
7.7.1	The following stages must be followed within the first 5 weeks of the learner’s start date. The College’s disciplinary process does not apply in the first six weeks to learners with poor attendance. However, all withdrawals must be authorised by the appropriate Director or HoL.

Learner misses a session – contact by tutor or attendance officer and recorded in ProMonitor. Telephone call to student and learner from tutor




Learner has less than 85% attendance during first 2 weeks of learning. Parents/Carers must be informed by tutor or HoL


	

Refer to Head of Learning
Formal warning given
Letter sent home to confirm at risk of being withdrawn
Telephone call to inform parent
Target for improvement set and learner placed on report
Review date agreed for 2 weeks’ time








Review attendance with Head of Learning



Targets met – no further action
Targets not met – potential withdrawal – HoL/Director of Curriculum to bring details to withdrawal meeting







7.8 Study Programme Attendance contracted learners and all non-contracted learners from Week 5 onwards

7.8.1	The stages outlined on the ‘Attendance Disciplinary procedure’ flow chart (Appendix 1) must be followed from 5 week onwards of the learner’s start date, in conjunction with the college disciplinary process 

8. ABSENCE

8.1 Absence is defined according to the register marking code in the table below:
		 [image: C:\Users\ebran1sc\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\DA9FA05C.tmp]

8.2 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

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:
	Mark
	Mark denotes
	Positive Mark
	Negative Mark
	Neutral Mark

	N
	No Class Planned
	
	
	

	T
	Transferred
	
	
	

	W
	Withdrawn
	
	
	

	X
	Class cancelled
	
	
	

	V
	College Trip
	
	
	

	F
	Finished
	
	
	

	Y
	Exam
	
	
	

	C
	Completed
	
	
	

	M
	Directed Study (T-Level Only)
	
	
	















8.4	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

9. PUNCTUALITY

9.1	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.

9.2	Punctuality/early leaving will be monitored through the following stages:

1. 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.
1. 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.
1. Learner can also notify the College via the Absence line if they are running late.


10. ATTENDANCE INCENTIVES 

10.1 Each Head of Learning is responsible for implementing consistently a range of incentives to motivate and engage with learners on:
· improving attendance on their study programme 
· improving attendance in English and/or maths
· improving attendance in the vocational programme
· attendance and completion of work experience

10.2 Learner attendance incentives include:
· Certificates
· Prizes
· Vouchers
· Trips
· Visits
10.3 All successes are to be celebrated in the areas and noticeboards updated 


11. INTERVENTIONS TO ADDRESS ABSENCE ISSUES

In the first instance, time should be spent by tutor, mentor or attendance officer or personal tutor/personal development tutor as appropriate in investigating issues and barriers to attendance and to identify where support or interventions can be used to support improved attendance and punctuality. In many cases simple measures or solutions can make all the difference such as support for travel, tips for getting started in a morning or waking up.  Learners can be referred to a range of internal services for intervention as appropriate
11.1 Learners with more complex support needs will be signposted to the relevant specialist team or external agency:
· Drugs/alcohol abuse – mentors 
· Accommodation issues – mentors
· Mental health/depression – Counselling Team – 3430 
· Financial support – Student Finance Team – 3604
· Travel problems – Student Finance Team – 3604
· Suspected abuse – Safeguarding Team – 3670
· Harassment and bullying – lecturer/mentor
· Specialist learning support needs – Learning Support Team – 3563 
· Health issues – Scott Bailey - 3660 
· Home visits (only in exceptional circumstances) – mentors 3553




Appendix 1 – Attendance Disciplinary Procedure flowchart
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	ISSUE
	0
	1
	2
	3
	4
	5
	6
	7

	DATE
	19.10.11
	07/05/2013
	20.05.13
	28.08.2013
	22.12.15
	03.02.16 
	17/09/16
	19/01/17

	ISSUE
	8
	9
	10
	11
	12
	13
	14
	15

	DATE
	20/04/17
	26/06/17
	17/08/17
	21/02/18
	25.8.19
	13.07.20
	09.07.21
	16/08/22

	ISSUE
	16
	17
	18
	19
	
	
	
	

	DATE
	18/08/23
	30/8/24
	17/10/2025
	25/11/2025
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Description
Present

Absent

Late Arrival

Departed Early
Explained Absence
College Trip (Present)
Caught up work
Finished

Exam

No Class Planned
Withdrawn
Completed
Transferred
Authorised Absence
Directed Study
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Attendance disciplinary procedure S/ STOKE

for non-contracted leamers, and all leamers post-day 42 > COLLEGE

THE PROCESS STARTS WHEN A LEARNER'S ATTENDANCE DROPS BELOW 85% IN ANY OF VOCATIONAL,
MATHS OR ENGLISH

Relevant lecturer/tutor to evidence early interventions they have made and the impact this has had (including
consideration of EHCP and parental engagement) on ProMonitor.

NO/INSUFFICIENT RESPONSE WITHIN TWO WEEKS

Lecturer/tutor to issue an attendance report card, and set a calendar reminder to check the report in two weeks' time.
Record these actions and parental engagement on ProMonitor.

NO/INSUFFICIENT RESPONSE WITHIN TWO WEEKS

Subject leads/curriculum coordinators to check full completion and evidence of informal stage.
EVIDENCE IN PLACE 9@ EVIDENCE NOT IN PLACE

> @ Complete and evidence
Check two-week attendance: informal stage

<70% @ 70-84% >85%
% @ End, continue monitoring

> @ Repeat informal stage for
max. 2 cycles

Lecturer/tutor to arrange a Stage 1 Disciplinary Meeting ASAP. Report card remains, and parents/guardians are
informed.

Parental/guardian intervention to be recorded in a ProMonitor comment. Learners with an EHCP/HN/LAL have the
right to be accompanied by an appropriate person/representative.

Lecturer/tutor to inform the Attendance Officers for prioritisation on their case load, and inform parent/guardian of
outcome/targets.

Set a two-week calendar reminder to check progress against agreed actions.
Check two-week attendance:

<70% 70-84% >85%
% @ End, continue monitoring

> @ Repeat formal stage 1 for
max. 2 cycles
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Lecturer/tutor to request a Stage 2 Disciplinary Meeting via the Admin team. Attendance report card and continuous
monitoring remains in place.

Admin team to check ProMonitor to ensure that all required evidence is in place.
EVIDENCE IN PLACE T EVIDENCE NOT IN PLACE

(c]

Admin team to arrange Stage 2 Disciplinary Meeting and invite HoL., lecturer/tutor and parent/guardian - plus other
staff representative if EHCP/HN/LAL.

Disciplinary Meeting takes place. Discussion points, outcomes/targets and actions recorded as a ProMonitor meeting.

Lecturer/tutor to inform the Attendance Officers for prioritisation on their case load, and inform parent/guardian of
outcome/targets if not present.

Lecturer/tutor to set two-week period of continuous monitoring of progress by all staff, recording actions and impact
oon ProMonitor.

Check two-week attendance:
<70% 70-84% t >85%
@
(]
Hol. to request a Stage 3 Disciplinary Meeting via the Admin Team. Attendance report card and continuous

monitoring remains in place.

Admin team to check ProMonitor to ensure that all required evidence is in place.
EVIDENCE IN PLACE T EVIDENCE NOT IN PLACE

Admin team to arrange Stage 3 Disciplinary Meeting and invite Vice Principal, Assistant Principal and/or Director (as
appropriate), Hol and parent/guardian  plus other staff representative if EHCP/HN/LAL.

Disciplinary Meeting takes place. Discussion points, outcomes/targets and actions recorded as a ProMonitor meeting.

Formal outcome to be confirmed to parent/guardian in writing by Admin team.

Admin team inform
lecturer/ttor and Hol.
that formal stage 1 must
be revisited

End, continue monitoring

Repeat formal stage 2 for
max. 2 cycles

Admin team inform
lecturer/twtor and Hol.
that formal stage 2 must
be revisited
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