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1. Aim of Policy 

1.1 Government legislation was introduced in 2013 to encourage young people to 
stay in education and training until they are 18. Therefore, every St Brendan’s 
student has a legal duty to attend College every day and attend each lesson on time. 
 
1.2 The purpose of this policy is to explain the principles of good attendance and 
punctuality that we work to in the College and to identify the responsibilities of staff, 
students and parent/carers. 
 
1.3 Levels of attendance and punctuality have a direct impact on the success of 
our students.  Students are more likely to complete and achieve their qualification if 
they attend lessons regularly and on time.  This is not only at subject lessons, but 
also at General RE (RPE), Futures, plus the wide range of enrichment activities, and 
is vital if students are to benefit fully from the academic, personal and social 
opportunities which are offered to them. 
 
1.4 We recognise that parent/carers play an important role in encouraging 
students to reach good attendance and punctuality levels and in supporting the 
College policy.  The Parent Portal is available for parents/carers to track the 
attendance and punctuality of their young people. 
 
1.5 Students who arrive late to lessons have an impact not just on their own 
learning but also on the progress of others in the lesson.  Therefore we need our 
staff to set and enforce, and our students to comply with, high expectations of 
attendance and punctuality, as would be required by future employers. 
 
1.6 The College will take appropriate action to promote and encourage good 
attendance and punctuality with students through a range of communication 
channels, e.g. Positive Attendance Awards, posters, tutorial sessions and 1:1s. 
 
 

2. Principles 

2.1 The link between good attendance and academic outcomes is clear and 
excellent attendance and punctuality is a universal expectation in the world of work. 
Therefore high levels of attendance and punctuality are expected from all students, 
which means being on time and attending every part of the Study Programme shown 
on the Learning Agreement that the student signs during enrolment.   
 
2.2 College expectation is 100% Attendance from all students. Anything below 
this, without good reason, is considered unacceptable and may have consequences 
in relation to the disciplinary process, progression, contribution towards examination 
fees or bursary funding.  
 
2.3 Students with attendance of 95% and above will be entered into a termly 
Positive Attendance draw as recognition of good attendance.  
 
2.4 Arrival at lessons more than 5 minutes after the start is considered as ‘late’ 
and the number of minutes late from the start of the class is recorded on the register.  
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More than 5 late lessons recorded in a two week period is a trigger point and there 
may be consequences in relation to the disciplinary process. 
 
2.5 The focus is on ‘presence’ rather than absence.  Students should be in 
classrooms ready for the start of their lessons.  Missing or being late to a timetabled 
lesson can be disruptive for the whole group and is therefore disrespectful to both 
staff and fellow students. 
 
2.6 Early intervention is key and staff will work with students and parent/carers to 
act swiftly where attendance or punctuality is consistently poor.   
 
2.7 Students will be able to see their own attendance and punctuality levels on 
the Student Portal and regular reviews and reporting of this will be part of the student 
monitoring process. 
 
2.8 Electronic registers must be completed within 15 minutes of the start of all 
teaching lessons, tutorials or any other activity that counts towards a student’s study 
programme. 
 
2.9 The College recognises that non-attendance may be a sign that a student is 
experiencing other issues or difficulties and will ensure that students with mitigating 
circumstances are not unfairly penalised but supported to overcome barriers to 
attendance. This will be done through a range of strategies including 1:1 meetings, 
referrals to support agencies, use of bursary funding, or adjustment of study 
programmes or timetables, for example. 
 
2.10   The Attendance Officer (AO) will contact all students who are absent without 
notification on a given day via email requesting contact. The AO will also generate a 
long term absence report and Academic Mentors (AMs) or the AO will attempt to 
contact the student and parent/carers to ask them to explain the reason for absence 
and reinforce the reporting of all absences.   
 
2.11  Holiday during term time is not authorised. If Parents/Carers choose to take 
the student on holiday, a letter must be sent to the Principal and the student must 
complete a form with the AO. Parents/Carers will be charged £40 per subject at the 
end of their courses if permission is refused by the Principal. This decision is final. If 
a student is travelling outside of the U.K., the Head of Learning Development & 
Safeguarding (HoLDS) will be informed. The AO will check that ALL students are 
back in College on the day they are expected to return and will refer to HoLDS 
should they continue to be absent. 
 
2.12  The procedures linked to this policy aim to identify students with poor 
attendance and/or punctuality and to use appropriate mechanisms within the College 
to address the barriers to good attendance. 
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3. Responsibilities 
Students: 
• Every student has a legal ‘duty to attend’ education or training and it is their 
responsibility to ensure they attend College every day and attend each lesson on 
time. 
 
• If a student is absent due to illness/emergency appointment from College then 
the student or their Parent/Carer should notify the College using the ‘Report an 
absence’ function on the website, the absence line or email by 9.00am on the first 
and each subsequent day of absence. 
 
• For any pre-arranged notified absence (e.g. University Open Day), the student 
should complete the form available on the College website and provide the required 
evidence. 
 
• Every student is expected to be punctual and any student arriving more than 5 
minutes late to a lesson or planned activity will be marked as late on the register. 
 
• If a student arrives late to a lesson they should knock on the door, wait 
outside the lesson and then only enter when the teacher requests them to.  The 
student will be challenged by the teacher at an appropriate time during or at the end 
of the lesson (so as not to disrupt the learning of others) when the student will 
explain their reason for lateness. 
 
• If a student is subject to an Attendance Contract or intervention, it is their 
responsibility to engage with the supportive steps offered to help them improve and 
maintain good attendance. 
 
Staff: 
• It is expected that all staff will act as positive role models in terms of their 
attendance and punctuality by arriving on time for lessons and not finishing lessons 
early. 
 
• It is the responsibility of all staff to lead by example, promoting good 
attendance and punctuality and communicating clearly the College’s high 
expectations – students are expected to be present in 100% of lessons and to arrive 
before the start of the lesson ready to learn. 
 
• Staff should consistently reinforce the message that poor attendance or 
punctuality is not acceptable and where it falls below an agreed level this will lead to 
action, including possible disciplinary action. 
 
• It is the responsibility of any member of staff taking a lesson (or asked to 
populate a register) to accurately and fully complete each lesson register within the 
first 15 minutes of the lesson.  This is a legal requirement for both safeguarding and 
audit purposes.  (See Register Marking Policy for Guidance) 
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• Staff should challenge any student who arrives after the start of the lesson at 
an appropriate time during or at the end of the lesson.  Teachers should then mark 
the number of minutes late from the start of the lesson on the register.   
 
• The AO will provide students with clear instructions on how to contact the 
College if they are going to be absent.  A Student Guide confirming all processes 
regarding attendance will be issued during Induction and will be available on Tutorial 
Teams pages and the College Website. 
 
• The AO will ensure notified absences (form, telephone or email) are 
documented and registers updated on a daily basis. 
 
• It is the responsibility of the Director of Faculty/Faculty Administrators and 
Academic Mentor Managers to ensure that registers are marked for absent team 
members. 
 
• All teachers and AMs will regularly monitor the overall attendance of their 
individual students and their lessons.  The attendance of any student about whom 
they have concerns will be dealt with according to the agreed College process. 
 
4.  Persistent Absenteeism 
As detailed by the Learning Agreement all students sign, attendance at College is 
compulsory. The College will attempt to address persistent absence in the following 
way: 

 If a student has not attended College in 3 days without notification, the 
Academic Mentor will be alerted by the Attendance Officer and try to make contact 
with the student and their parent/carer. 
 

 If a student has not attended for 5 days without notification, a letter/email will 
be sent to the student and their parent/carer requesting urgent contact. 

 

 If a student has not attended for 10 days without notification, a ‘Have you Left’ 
letter will be sent. If no response or contact is received within a 4 week period and 
the student has not attended lessons, the student will be withdrawn, as per 
Education and Skills Funding Agency policy. The student will be referred to relevant 
NEET prevention or support agencies as appropriate. If there are safeguarding 
concerns, the Head of Learning Development and Safeguarding will be contacted. 
 

 If a student has been absent for a prolonged period which has been reported, 
the College must be satisfied that there is a genuine intention from the student to 
return in order to remain enrolled. Their return to College may be phased and 
managed through a Health and Wellbeing Plan and there should be clear evidence 
of the student attempting to complete work during their absence.   

  
5. Review of this Policy 
The College Leadership Team will review this policy on an annual basis in 
connection with the Positive Behaviour Management Policy which includes 
Disciplinary Procedures. It will be reviewed yearly.   
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Relevant Policies: 

 Safeguarding Policy 

 Student Missing Education 

 Register Marking  

 Admissions Policy 
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Attendance Monitoring Process: Student Guide 

Attendance at all lessons is key to your success here at College and we will monitor 
your attendance closely. The process below shows you how this is done. 
 
 
 
                                                          Attendance improves 
                                                     
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance Warning: You’re missing 
lessons without telling us why and 
have attendance at 85% or below. 

The warning will be issued via email 
and progress reviewed after 3 weeks.  

Stage 1 Warning: Your attendance 
was below 90% during your review 

period. You are now on a formal 
warning and your parents will be 
contacted. Your progress will be 

reviewed after 4 weeks where 90% 
minimum attendance is expected. 

Stage 2 Warning: You and your 
parents/carer will be invited to an 

Attendance Panel meeting with your 
Mentor, Attendance Officer and 

relevant teaching staff to discuss your 
attendance. You will be placed on a 

Stage 2 Warning and set targets for 4 
weeks. 

Stage 3 Warning: You and your 
parents/carer will be invited to an 
Attendance Panel meeting with a 

Mentor Manager/Head of Student 
Services, Attendance Officer, member 
of Learning Development (if relevant) 

and set targets for 4 weeks. 

Stage 4 Final Meeting: You and your 
parents/carers will be invited to a final 
meeting where a decision will be made 
as to whether you are able to continue 

at College.  

We will continue to 
monitor your 

attendance but will 
take no further 

action  

We may extend your 
review period (no 

more than twice), or 
remove you from 

this stage 

We may extend your 
review period (no 

more than twice), or 
remove you from 

this stage 

We may extend your 
review period (no 

more than twice), or 
remove you from 

this stage 

Progression may not 
be offered, your 

programme of study 
may be adjusted 

 
 
 
N
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i
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Attendance Panel Meetings 
What is an Attendance Panel Meeting and why have I been asked to attend one? 
We’ve asked to you attend a meeting as previous attempts to help you improve 
attendance and/or punctuality have not had an effect. Your attendance is impacting 
on your progress at College and we would like to discuss how we can help you attend 
all lessons on time.  
 
The panel consists of key members of College staff who will be able to give an 
overview of your progress, attendance and the support available at College to help 
you improve, as well as the possible consequences of no improvement being made. 
The meeting is your opportunity to discuss any issues or difficulties you may be 
having in attending. The objective of the meeting is to create a plan to support you to 
improve your attendance.  
 
Do you include RPE, Maths or English Plus and Tutorial in my attendance? 
Yes. These lessons are an important part of your study programme and preparing you 
for life after College.  
 
What if I have a genuine reason for my absences or I need support? 
We take the wellbeing of our students seriously and will not penalise students where 
there is a genuine barrier to attendance. One purpose of these meetings is to 
establish if you are experiencing difficulties and to support you in overcoming them.  
 
There are various ways we can support you, including targeted 1:1 academic and 
pastoral support, bursary funding, counselling, time management, careers advice, 
mediation, referrals to specialist support agencies to name a few.  We may decide 
that a Health and Wellbeing Plan is the best way to support you in some cases. 
 
What happens if my parents/carers can’t attend? 
We understand there may be circumstances which mean your parent/carer is unable 
to attend. In these cases, the Panel Meetings will still go ahead but we will invite you 
to bring another advocate with you. This could be a friend (who also attends College), 
another relative, such as an older sibling, or your Mentor can act as your advocate. 
 
What happens if I don’t attend? 
If you are unwell, we’ll re-arrange the meeting. However, if there is no reason for you 
not attending, targets will be set in your absence and communicated home. The chair 
of the meeting will make sure you receive your targets in person. 
 
What happens if I meet my targets? 
We want to recognise where a student has improved and so if you fully meet your 
targets, we may remove you from that stage and will communicate home to make 
sure your parents/carers are aware. 
 
What if I don’t meet my targets or I reach Stage 4? 
If you don’t meet your targets, we may decide to extend them to give you a further 
opportunity to meet them. However, we will only do this twice. If you still do not meet 
your targets, you will be moved to the next stage. At Stage 4, a decision will be taken 
as to whether you can continue at College or not. 
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