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Aims  
 
Central to raising standards in education and ensuring all students can fulfil their potential is an 
assumption so widely understood that it is insufficiently stated – students need to attend regularly 
to benefit from their education. Missing out on lessons leaves students vulnerable to falling behind. 
Students with poor attendance tend to achieve less in college. 
 
Bridge Training expects all staff to : 
 

• Promote good attendance and reduce absence, including persistent absence; 

• Ensure every pupil has access to full-time education to which they are entitled; and, 

• act early to address patterns of absence. 

• All pupils to be punctual to their lessons. 
 

Philosophy  
Bridge Training Ltd (BTL) promotes a learning environment where it attempts to assist students in 
achieving to their maximum potential. BTL believes that if students are to benefit from their 
education and achieve their potential, good attendance and punctuality are crucial. BTL 
endeavours to do all that it can to ensure maximum attendance for all students and to identify and 
address any problems that impede punctuality and regular attendance. 
 
If there are problems that affect a student’s attendance or punctuality BTL will investigate, identify 
and strive in partnership with parents/carers, support workers and students to resolve those 
problems as quickly and efficiently as possible and use Personal Support Plans and Welfare staff 
to set targets and monitor effectiveness of interventions. 
 
This policy outlines BTL’s system for monitoring attendance and lateness.  It should be read in 
conjunction with BTL’s Code of Conduct and Behaviour/ Welfare Policy.  The policy aims to 
promote: 

• Clear, open channels of communication to inform students, parents/carers, support workers 
and staff of any issues with attendance and/or punctuality;  

• The creation of realistic targets for whole organisation and individual attendance and 
punctuality;  

• Regular evaluation of attendance and punctuality procedures, systems and interventions;  
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• The implementation of effective reintegration programmes following a period of absence (that 
is longer than two weeks) from BTL due to illness or injury and the promotion of positive staff 
attitudes to students returning after such absences;  

• Strategies to challenge students with poor attendance and/or punctuality and to reward 
students with good attendance and/or punctuality.  

 
We will always adopt a clearly focused approach aimed at returning the student to full 
attendance. A similar approach will be adopted with students whose punctuality is an issue. To 
achieve this vision; 
 
Teachers will; 

• Convey the importance of good attendance and punctuality for a successful education 

• Consistently challenge absence or lateness.  For school students, this should be reported by 
the teacher to reception as soon as possible on the day the absence or lateness occurs. For 
study programme students, absence and lateness should be closely monitored and reported 
to the Managers for Welfare and Education if there is cause for concern.  BTL will ensure that 
teachers are able to track the attendance of their students daily.  

• Accurately mark session registers using the correct marking codes  

• Complete all registers during each session. In circumstances where, by virtue of the activity 
being undertaken, this is not practicable, registers will be completed by the end of that day.  
(In circumstances where the scheduled teacher is absent the substitute teacher has the 
responsibility for ensuring the register is completed) 

 
Administrators will; 

• Ensure all planned registers are inputted accurately onto PICS. 

• Make timely changes to registers where required to account for attendance issues (young 
carer responsibilities etc) to ensure accessibility and inclusion for all groups of students 

• Make telephone calls to all  EHE students reported as being absent by 10.00am to identify 
reasons for their absence.  To pass this information onto the relevant teaching and 
management staff. 

• To follow up with teachers weekly and agree actions for students who there are concerns in 
relation to attendance, welfare and behaviour. 
 

Management will; 

• Provide CPD to all staff to maintain knowledge of registration, attendance and punctuality 
procedures as well as attendance and punctuality figures 

• Establish programme timetables prior to the start of a course to facilitate the production and 
use of registers as soon as the programme begins. Subsequent timetable changes will be 
minimised and recorded in the standard way to ensure that registers are always up to date. 

• Withdraw a student from their course if he/she Is absent at any time of the year for six 
consecutive weeks without authorisation, does not respond positively to the process of 
Personal Support Plans or reaches the stage where his/her attendance does not reach the 
required standard.  If a student has a valid reason for this absence, this needs to be discussed 
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with the Head of Welfare and Head of Education who will look at whether the student can 
continue with their course. 

• Analyse attendance and punctuality rates monthly and discuss at Management Meetings, 
within staff meetings and report finding to the Board of Governors. 
 

Governance Board will;  

• Hold managers to account by analysing reported data against targets set. 
 
Students will; 

• Understand the importance of good attendance and punctuality through positive reinforcement 
and working in partnership with BTL. 

• Understand the attendance process and each stage within it. 

• Ensure they call BTL by 9.30am if they are unable to attend training that day 

• Contact their employer direct if they cannot attend their placement. 

• Be required to attend all planned and timetabled assessments including examinations. 
 
Rationale  
 
It is acknowledged that the following factors contribute to improving student attendance, motivation 
and retention: 

• Identifying and supporting ‘at risk’ students as soon as warning signs appear. 

• Having a well-known and coherent infrastructure of support in place, including additional 
learning support and internal and external welfare support.   

• Delivering well-structured and managed course programmes, integrating 1:1 review, additional 
learning support and the implementation and updating of ILPs and enrichment activities. 

• Having a clear and fair Code of Conduct and Disciplinary Procedure which incorporates robust 
systems for monitoring attendance and punctuality, following up absences promptly and firmly 
and consistently applying appropriate rewards systems.   

 
EHE Students 
 
Bridge has put in place appropriate safeguarding responses for Under 16’s who go missing from 
College, particularly on repeat occasions. Where reasonably practicable, for 
every student, college should hold an emergency contact number for more than one person. 
Emergency contact numbers should be provided and updated by the parent with whom the 
student normally resides. This goes beyond the legal requirement but is good practice. Doing so 
provides college with additional options for making contact with a responsible adult when a Under 
16 is missing college and is also identified as a welfare and/or safeguarding concern. 
 
Where staff have concerns about a Young Person, they should use their professional judgement 
and knowledge of the individual pupil to inform their decision as to whether welfare concerns 
should be escalated. 
 
 

Commented [NH3]: Advisory Board – we can not call them a 
Board of Governors 

Commented [NH4]: Advisory Board 



 
  
 

Policy: 8.13 – Student Attendance and Punctuality 
  

Page 4 of 11 
 

Attendance and Punctuality Policy Statement   

• As retention, achievement and student attendance are inextricably linked, BTL expects all 
students to attend all planned and programmed sessions included within the student’s learning 
programme, including assessments. The components of a study programme will include 
theory and practical sessions, English and/or Maths classes (depending on previous 
attainment), work placements and prescribed enrichment sessions.   

• BTL will apply consistent and rigorous procedures to monitor student attendance and will offer 
appropriate support to facilitate and encourage students to comply with attendance targets.   

• The session register is the formal auditable document used by BTL to record attendance and 
punctuality.  BTL will ensure that this record is consistently marked and accurate.   

• Students who fail to meet the minimum standards set by BTL will be notified initially by letter, 
where BTL’s attendance requirements will be reiterated, and students will be made aware of 
the next step-process if their attendance remains at the same level.  Attendance and 
punctuality will also be monitored and challenged through daily telephone calls to absent 
students to identify reasons for their absence, liaison with parents/carers, the use of the ILP to 
set and review attendance targets with the student, Educational Review Meetings, and 
Behavioural Contract processes.  Students who fail to respond positively to these processes 
will be deemed to have breached the BTL’s Code of Conduct and will be subject to BTL’s 
Disciplinary Procedure. 

• Missing or being late to a programmed session can be disruptive for the whole group.  Missing 
or being late to a session without good reason is therefore disrespectful to both staff and 
fellow students.   

 
Targets   
BTL understands that students are at different points in their life when they enrol on a course and 
so maintaining a high attendance rate, when their home lives may be chaotic, or they have been 
out of education or employment for some time, may be setting them up to fail.  For this reason, 
BTL acknowledges that not all students will be able to achieve the expected 80% attendance rate 
as their starting point and so students will have a base attendance percentage (based on whether 
they had, had a disrupted education, been home-educated, come from a traveller background etc.) 
and the expectation will be that teachers will set targets for all students to increase their 
attendance from their baseline percentage and then on-going each month. 
 
Students Reporting Absence (Attendance and Punctuality – Definitions) 

• Student ‘present’ - A student is marked in attendance if they are present at the time of 
registration and remain in that session until its conclusion, as determined by the class 
teacher.   

• Student ‘absent’ (unauthorised) - A student is marked ‘unauthorised absence’ (U/A) when 
he/she does not attend any part of the scheduled session. 

• Lateness - A student is late (and marked ‘late’ on the register) if he/she arrives after the 
scheduled start of    the session.   

• Authorised absence - This is absence that has been discussed with and agreed by the 
student’s teacher or the Head of Education or Welfare prior to the absence occurring.  
Evidence of appointments should be sought and only authorised once given to the teacher/ 
Manager. 
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The Purpose of Risk Rating Students 
A student’s ‘level of risk’ is determined each month, based on their attendance percentage.  They 
are then risk-rated according to the level of severity of risk, using a RAG rating system whereby: 

• RED = HIGH RISK 

• AMBER = MEDIUM RISK 

• GREEN = LOW RISK 
 

Based on this rating, the following measures will be implemented: 

Risk Level Intervention 

GREEN 
Low risk 

No intervention necessary.  Student is on track to achieve and 
has increased their attendance from the previous month or 
maintained 100% attendance 

AMBER 
Medium 
risk 

The student has maintained the same attendance as the 
previous month.  As BTL is striving for all students to increase 
their attendance month on month, the teacher will set an 
attendance target on the student’s ILP which is both realistic but 
also challenges the student. 

RED 
High risk 

The student’s attendance has dropped from the previous 
month.  Their teacher will need to set a target for attendance on 
the student’s ILP and monitor this over the month.  If 
attendance fails to improve and the student is RED the 
following month, a review meeting will be planned with the 
student, the Head of Safeguarding and Student Support and 
the parents/carers to look at reasons for absence and whether 
the student can remain on the course. 

 
The Head of Welfare will work in conjunction with the teachers and Head of Education to monitor 
these targets and review their progress on a regular basis.  These reviews may be in the form of 
one or more of the following: 
 

i. One-to-one review meetings between the teacher and the student to identify reasons for 
non-attendance, poor timekeeping etc. 

ii. Personal Support Plan (PSP) Meetings – student is invited to a formal meeting with their 
parent(s)/carer(s), the appropriate teacher(s), and any other agencies working with the 
student, in order to identify the most appropriate outcome for the student concerned (eg 
transition to an alternative provider, timetable alteration etc).  BTL believes the PSP to be 
an ongoing chance for monitoring of progress as well as a final opportunity for a student to 
show an improvement in their attendance/attitude and will set consequences of these 
targets not being met.   
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EHE Students 
Bridge Training recognises that students that have been home educated for a period of time may 
struggle to integrate into a new educational environment, both academically and socially. Due to 
this reason, our attendance strategy for this cohort will be to place them on a reduced timetable for 
a minimum of six weeks in order to make the student feel more comfortable in settling into a new 
routine, and so they can be assessed as to what their barriers and support needs are. 
 
The process for Inducting and timetabling EHE students is as follows: 

• Deputy Head of Education (DHE) to conduct initial look around and book in for diagnostics 
and Induction 

• No timetable to be set at this stage but, after Induction, DHE to make an appointment for 
EHE student to see a member of the SMT the following week. 

• The member of SMT to discuss barriers with the EHE student and also purpose of 
tutorials/mentoring action plan and set timetable 

• The member of SMT to liaise with DHE re timetabling 

• All EHE students to be on a reduced timetable for the first 6 weeks so that there can be 
an assessment of their needs and to integrate them gradually 

• The aim will be to increase their hours after the first six weeks, if appropriate, but certainly 
over the duration of their course 
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Appendix A - Absence Process 

Week 1                              Student is absent 

 

                         Reception contact student              student returns to training   

                                                                                 

                                                                                                  Target set 

Week 2                              Student is absent for a second week 

 

 

                Attendance Officer calls/emails student                   student returns to training   

                                                                                 

                                                                                                  Target set 

Week 3                            Student is absent for a third week 

 

Parent/guardian contacted by reception and Personal Support Plan (PSP) meeting 

held. 

Short Term Targets set 

                                                                                student returns to training   

 

                                                                                 Target(s) achieved 
 

Week 4                            Student is absent for a fourth week  

 

Student contacted to arrange a PSP meeting 

Week 5                        Student is absent for a fifth week 

 At week 6 Student is removed from programme once agreed with Head or Deputy 

Head of Education and leaver paperwork completing stating reason for removal and 

contacts made. Removal Date will be last day of attendance 
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Appendix B 
 
16-19 Bursary - Authorised Absence   
If a student wishes an absence to be recorded as ‘authorised absence’ and claim their 16-19 
he/she must inform their teacher prior to the event and provide the evidence indicated below:   

i. A medical appointment that cannot be arranged outside training hours.  
ii. Appointment card or letter.    
iii. A special religious holiday.   
iv. Letter from parent/care 
v. A university/college open day or university/college/careers or job interview.   
vi. Work experience that is an integral and agreed part of a course.   
vii. An emergency need to look after a family member or other person for whom the 

student has a caring responsibility.  
viii. Letter from parent/carer or relevant social service. Personal tutor authorisation.   
ix. Attendance at a probation meeting.   
x. Participation in a BTL-related activity, including representing the course or BTL in 

inspections/agreed student involvement events.   
xi. Bereavement and attendance at a funeral - close relative or friend.   
xii. Severe disruption to transport (strike action/severe weather/serious road accident)  
xiii. Driving test.   
xiv. Jury service.   
xv. Notification letter   
xvi. Severe weather conditions that cause the closure of the college or recommendation 

that students from certain regions do not travel to the college  
 

16-19 Bursary - Unauthorised Absence    

• Holidays not agreed to prior to the holiday occurring   

• Leisure activities.   

•  Birthdays or similar celebrations.   

•  Child-minding or looking after people for whom the student is not identified as a carer.   

•  Shopping.   

•  Driving lessons.   

•  Medical appointments which can be arranged outside the scheduled programme timetable.   
 
 
 
 
 
 
 
 
 
 
 
 



 
  
 

Policy: 8.13 – Student Attendance and Punctuality 
  

Page 9 of 11 
 

  Appendix C 
 

Contents of Attendance Register 

Teachers must take the attendance register at the start of each day and once during the 

afternoon session. On each occasion they must record whether every pupil is: 

 

• Present; 

• Authorised – exceptional circumstances 

• Unauthorised 

• Late 

• Early leaver 

• Work related 

• Holiday 

• Sickness 

• Medical /Dental appointments 

• X suspended 

• Teacher absence 
 
 Code P: Present at College 
 

Students must not be marked present if they were not in college during the timetabled session.  

 

Code L: Late  
 

A student arriving after the start of session should be marked absent with code L, or with 

another absence code if that is more appropriate. 

 

Code E: Left Early 
 
A student leaving before the end of the session without approval or not returning from break  
 
Code W: Work / Work experience / At an interview with prospective employers, or 
another educational establishment/ Off site activities 

 

Work as agreed and confirmed with Bridge Training (work form completed) – can be spot-

checked by Bridge. Work experience agreed and organised by Bridge Training – BUT mark as 

U or Absent if not attending required session.  Interviews arranged by Bridge or with written 

evidence 
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Code H: Holiday authorised by Bridge 
 

Outside of Term times, Bridge should not grant leave of absence unless there are exceptional 

circumstances. The application must be made in advance and SMT must be satisfied that there 

are exceptional circumstances based on the individual facts and circumstances of the case 

which warrant the leave. Where a leave of absence is granted, SMT will determine the number 

of days a student can be away from college. A leave of absence is granted entirely at SMT 

discretion. 

 

Code S: Illness (not medical or dental appointments) 
 

Bridge advise students/parents to notify them on the first day the student is unable to attend 

due to illness. BTL should authorise absences due to illness unless they have genuine cause 

for concern about the veracity of an illness. If the authenticity of illness is in doubt, BTL can 

request parents to provide medical evidence to support illness. 

BTL can record the absence as unauthorised if not satisfied of the authenticity of the illness but 

should advise parents of their intention. BTL will not request medical evidence unnecessarily. 

Medical evidence can take the form of prescriptions, appointment cards, etc. rather than 

doctors’ notes. 

 

Code M: Medical or dental appointments 
 

Missing registration for a medical or dental appointment is counted as an authorised 

absence. Teachers should, however, encourage students to make appointments out of 

college hours. Where this is not possible, the student should only be out of college for the 

minimum amount of time necessary for the appointment. 

 

Code U: Unauthorised Absence from School 
 

Unauthorised absence is where Bridge Training is not satisfied with the reasons given for the 

absence. Absence codes are as follows: 

 

Code X: Suspended  
 

This code is used to record sessions that pupils are not expected to attend.eg Awaiting 

Behaviour (PSP) meeting or Approved suspension due to sickness/ Maternity 

 

Code A: Unable to attend due to exceptional circumstances 
 

This code can be used where a student is unable to attend because: 

 

• The site, or part of it, is closed due to an unavoidable cause; or 
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• A local emergency has resulted in widespread disruption to travel which has prevented 

the student from attending school. 

• The student is in custody; detained for a period of less than four weeks.  

• Agreed by Welfare or SMT due to Safeguarding concerns 

• Agreed by Welfare or SMT for exceptional circumstances – to be accompanied by a note on PICS 

 

Code T: Teacher Absence 
 
This code should be used where teacher absence is the reason for absence and should be 
approved by SMT 

 

 
 


