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Legislation, statutory requirements and statutory guidance

This policy is based on legislation and advice from the Department for Education (DfE) on:
Working together to improve school attendance.

Mental health issues affecting a pupil’s attendance: guidance for schools.

The Equality Act 2010

Keeping Children Safe in Education

Children Missing Education: statutory guidance for local authorities

This policy should also be read in conjunction with Petty Pool’s Safeguarding and
Vulnerable Adults Policy.

Rationale:

At Petty Pool College we recognise that attending college regularly has a positive impact on learning, progression and
therefore the best outcomes for our learners. We are committed to providing outstanding educational opportunities
for all our learners and recognise that face to face education is an important aspect in helping learners fulfil their
potential and get the most out of their college experience.

Petty Pool College will enable each learner to make the best academic, social and emotional progress by having high
expectations for attendance, providing a personalised curriculum that maximises opportunities for academic,
vocational and personal development and by reinforcing expectations of attendance consistently.

We will encourage excellent attendance for all learners by offering an environment in which learners feel safe, valued,
supported and ensure all those within foster an atmosphere that is conducive to learning, promotes tolerance,
fairness, resilience and equal opportunities.


https://www.gov.uk/government/publications/behaviour-in-schools--2
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2

Aims
This policy aims to:

Create a positive culture across the college which identifies the importance and promotes the benefits of regular and
punctual attendance.

Ensure a whole-college approach to making attendance and punctuality a priority and is a joint responsibility of
learners, staff and parents/carers in setting high expectations.

Work in partnership with all those associated with college including learners, staff, parents, trustees and external
professionals, where appropriate, to ensure excellent attendance and punctuality.

Further develop positive and consistent communication between home and college.

Monitor attendance and punctuality and take action to improve this where necessary.

Policy in Practice

College gates will be open at 8:40am for taxis to enter and park ready for learners to disembark and be in their
classrooms at 9:00am ready for registers to be taken. Any learners that arrive after 9:00am will make their way to
their classroom to be signed in on the register.

Session 1 registers are to be completed by 9:15am. Where learners have not arrived at the session and have not
notified the college (either through the college switchboard or email), tutors are to mark attendance as
‘unauthorised’ whereby Business Support will review these absences and contact home to determine whether the
learner is running late or will be absent. Any known absences will be added to Databridge before 9:15am.

All sessional registers for the reminder of the day are to be taken within the first fifteen minutes of every session.

Any student arriving to lesson after 9:15am and 12:45pm will be marked as late.

Absence is recorded legally as ‘authorised’ (approved by the college) or ‘unauthorised’ (not approved by college). See
appendix. 1 for a breakdown of authorised and unauthorised absences.

Reporting Absences

Parents/carers are required to ring the college main number before 8:30am and leave a message or alternatively
email absence@pettypool.org.uk on the first day of absence, giving a reason for the absence and an indication of

when they expect their young person to return to college.


mailto:absence@pettypool.org.uk

When the college hasn’t been informed of an absence, attempts will be made to contact parents/carers. Where
contact cannot be made after one full day, the absence will be recorded as unauthorised and a ‘learner absence’
event log will



be completed via Databridge which will be reviewed by the colleges Pastoral and Welfare Team to determine next
steps.

Medical/Dental Appointments inc. Non-Routine Medical Appointments

We try to encourage parents and carers to make appointments outside of college time where possible, but if that’s
not possible, college needs to be aware of any known medical appointments in college hours via email
absence@pettypool.org.uk in advance. Business Support will complete a ‘learner absence’ event log via Databridge

which will notify tutors.

Leave of Absence

Parents/carers requesting a Leave of Absence for any reason other than medical/dental must email us at
absence@pettypool.org.uk

All leave of absence is at the Vice Principal’s discretion.

In making a decision to authorise leave of absence the Vice Principal will consider if the absence is related to any
other the following:

Family crisis or extenuating circumstances (e.g bereavement, additional medical needs, adoption, parent employment
taking them overseas)

Religious observance

Extra-curricular activities that meet the aspirations of learners

The college aims to respond to leave of absence requests within five working days where you will be notified via email
or letter.

Holidays during term time

Holidays should not be booked during term time.

In exceptional circumstances the Vice Principal will review requests that are made in advance, via email, where a
decision will be made, and a letter/email will be sent out to you within five working days.

Any absences related to family holidays that have not been authorised by the Vice Principal in advance or where the
college is notified after the event, will be marked as unauthorised.

Persistent Absenteeism/Low Attendance


mailto:absence@pettypool.org.uk
mailto:absence@pettypool.org.uk

Where learners miss more than 10% of college (year to date) for any reason, Petty Pool defines this as ‘persistent
absenteeism’. Learners will automatically trigger low attendance procedures, which you can find in our Appendices
as...

Please note: Persistent Absenteeism/Low Attendance may result in claims for bursary and travel entitlements to be
cancelled or denied.

Where a learners’ attendance doesn’t improve and a learner doesn’t attend college for more than three consecutive
weeks, learners will be at risk of losing their place at college.



This would not be the case for low attendance or a period of absence in relation to extenuating circumstances such as
significant poor health, however we may still need to inform Cheshire CSW and the local authority.

If a learner is not responding to interventions and there is no evidence of extenuating circumstances, the Local
Authority may request an EHCP review be held where the learner may be withdrawn, and their Education and Health
Care plan potentially ceased.

Mental Health

Petty Pool College has high expectations for our learners and promotes the importance of regular attendance. We
understand that some learners have complex medical and mental health needs which may affect attendance.

Petty Pool College adopts a whole-college approach to promoting young people’s mental health and wellbeing
through developing trusted relationships with learners and their families which involves them in conversations around
the college’s values and ethos emphasising the importance of supporting mental health and regular attendance. This
includes teaching learners about respectful relationships, emotional wellbeing, mental health and supporting social
and emotional development.

Petty Pool recognises that non-attendance over a prolonged period can lead to heightened anxiety about attending in
the future therefore will work with learners and families to support in reducing this anxiety. It is important that
parents/carers communicate with college from an early stage, instances where their young person has expressed any
worries about attending college, such as, difficulties with friendships and/or relationships, college work, exams or
work experience.

The Inclusion Coordinators in conjunction with the Curriculum team will work to create a plan to implement
reasonable adjustments to alleviate specific barriers to attendance taking into account learners’ individual
circumstances. This will be done with the clear aim of improving attendance as much as possible whilst supporting the
underlying mental health issue. This will involve having sensitive conversations with learners and parents/carers as
soon as possible after being made aware of the issue. Support from the pastoral team may include making referrals to
relevant external professionals and always liaising with learners’ social workers if they have one.

Where learners have complex and long-term health conditions that impact attendance, the Health Practitioner can
offer support to learners to manage their health and medical conditions in college.

Where possible Petty Pool College will adopt a multi-agency approach to create a team around the learner where
external professionals and services may help to alleviate a learners’ concerns and barriers to attending college and
will ensure the learner knows which college staff they can talk to if/when required.



Safeguarding

Petty Pool College has a duty to safeguard and promote the welfare of all children and young people who attend the
college and provide a safe and secure environment. We believe everyone who comes into contact with our learners
has a role to play in safeguarding and that staff play a particularly important role as they are in a position to identify
concerns early and provide help to prevent concerns from escalating.

The college recognises that persistent absence from college, particularly unexplained absences, may highlight a
potential safeguarding concern as mentioned in the Keeping Children Safe in Education Guidance, therefore the
college will investigate any circumstances where this has become an issue.

Please refer to our Safeguarding Policy for further information.

Regarding our learners choosing to stay in full-time education with respect to the school leaving age in England and
due to the vulnerability of our learners, we will follow the guidance for schools as outlined in Children Missing
Education, statutory guidance for local authorities where we feel this applies to our learners.

Roles and responsibilities

Learners:
Petty Pool College expects all learners to maintain high levels of attendance and punctuality.

Attend all sessions ready to learn. Sessions times will be made clear via their college timetable.

An Accessible Attendance Policy will be shared with learners as part of the Admissions and Transitions process to
outline our expectations.

Parents/Carers:

Understand the college’s procedures in relation to absences through reading this policy and follow the set procedures
for reporting an absence of their young person from college, informing of medical appointments and requesting leave
of absence.

Support, encourage and enable their young person to attend.



Engage with their young person’s education, supporting their learning, take an interest in what they have been doing
in college and encourage and support their aspirations.

Promote the value of a good education and the importance of good attendance at home.



Do everything they can to prevent unnecessary absences such as making medical appointments and booking holidays
outside of college hours where possible.

Access college support when they or their young person are having difficulties, keeping college informed of any
circumstances that may affect their young persons’ attendance.

Tutors:

Ensure registers on Databridge are completed for every session and within the first fifteen minutes of the session start
time.

Monitor the attendance of their group on a weekly basis ensuring they are aware of reasons for absences and raise
any concerns with the Curriculum Managers and Pastoral and Welfare Manager. Concerns and patterns emerging may
include:

If the learner stops attending specific days for more than two weeks,
If a learner is consistently late to sessions or refuses to attend sessions for more than two weeks

Be active in their approach to promoting good attendance to learners including forming positive relationships with
families.

Ensure teaching and learning experiences encourage regular attendance of their learners, teaching learners about the
value of good attendance in relation to their progression and achievement.

Ensure they are fully aware of the colleges attendance policy and processes and seek support if they are unsure of
how to manage an attendance issue.

Learner Mentors/Job Coaches:

Learner Mentors (LM) and Job Coaches (JC) are sometimes required to work independently with learners off-site in
circumstances such as supporting on work placement or a supported internship.

If a learner is more than 15 minutes later than expected, the LM/JC should contact the appropriate Curriculum
Manager who will inform the employer and contact parents/carers.

Business Support:
Monitor the answer phones and emails and update the attendance record on Databridge.
Check to ensure all registers are marked and we have an account for every learner before 10am.

Review unauthorised attendance register marks and contact home to determine whether learners who haven’t
arrived at the first session of the day are absent for the day or running late and update the attendance record on
Databridge.

Amend timetables accordingly in relation to student absences and inform Curriculum Lead where this affects staffing.



Business Support to complete a ‘Learner Absence’ event log where any issues or concerns from discussions with
parents/carers regarding learner welfare arise.

Record on Databridge via a Learner Absence event log, medical and dental appointments amending timetables.

Forward any requests for learner leave of absence to the Vice Principal for authorisation responding to parents with a
decision in five working days.

Forward any safeguarding concerns onto the DSL

Curriculum Managers:
Amend staffing as required in relation to learner absences.

Work alongside the Inclusion Coordinators to maintain an ongoing record of attendance of all learners, tracking
patterns and identifying learners requiring interventions and putting appropriate support in place.

Support tutors to follow attendance processes and how to manage attendance issues in the first instance.

Be active in their approach to promoting good attendance to learners and their parents/carers, which includes
forming positive relationships with families through welfare calls.

Regularly review and monitor the college’s attendance policy and guidelines and ensure all provisions are in place for
staff, parents/carers and learners to implement it measuring its effectiveness.

Regularly review attendance data, formulate reports and reports to Senior Managers any concerns.

Use data dashboards to identify patterns of absences and work with learners and their families to devise solutions
and make accommodations to re-engage learners where their attendance has fallen below 90%.

Inclusion Coordinators:

Inclusion Coordinators to work with learners via interventions including home visits, to identify and break down
barriers to support learners to re-engage with their education to improve low attendance including but not limited to
learners with mental health concerns.

Make any necessary referrals to and work with external professionals, local authorities and CCSW in individual cases
of non-attendance.

Document any specific interventions or steps taken to work with learners and their families to improve attendance.

Senior Managers:
(Principal/CEQ, Vice Principal and, Assistant Principals)
Review and approve this policy in conjunction with the CEO and Board of Trustees.

Ensure the importance of attendance is made clear by promoting the relevant college policies and guidance to
parents/carers and staff and ensuring the implementation of those policies.



Ensure all legislation regarding attendance is complied with and that up-to-date guidelines are communicated to staff,
parents/carers and learners.

Regularly review attendance data at SMT meetings and discuss issues that have arisen to stay on top of attendance
targets.

Ensure the college is implementing effective means of recording attendance and organising data via MIS systems.

Senior managers utilise data dashboards to maintain a strategic overview of college-wide attendance, identifying
trends, flagging concerns, and ensuring timely interventions to support learner progress.

Ensure the college’s teaching and learning experiences encourage regular attendance and that learners are taught the
value of high attendance for their own progression and achievement demonstrated through learners’ behaviours and
attitudes.

Consider and review any requests for leave of absence in relation to extenuating circumstances that may require a
learner to be absent sending a email within 5 working days as to whether the request has been authorised or
unauthorised.

The Board of Trustees

The Trustees are responsible for:

Reviewing this attendance policy in conjunction with the CEO and Director of Education
Monitoring the policy’s effectiveness

Holding the Director of Education to account for its implementation

Monitoring this policy

This attendance policy will be reviewed by the Director of Education and nominated trustee every three years, or
more frequently, if needed, to address findings from the regular monitoring of the attendance data. At each review,
the policy will be approved by the CEO.



Appendix 1.

Authorised and Unauthorised Absences.

Authorise absences include:

[lIness inc. mental health issues
Routine medical or dental appointments

Non-routine medical appointments inc. working with external professionals (physiotherapy, occupational therapy,
counselling, etc)

Exceptional circumstances — e.g. family crisis, religious observance, aspirational extra-curricular activities

Holidays *related only to exceptional circumstances and pre-agreed/authorised.

Unauthorised absences include:
Holidays

Birthday celebrations
Overslept/too tired

Missed taxi

Shopping/days out

Refusal to attend college

*This isn’t an exhaustive list, and each absence will be considered on an individual basis to determine whether it will
be recorded as authorised or unauthorised.



@)Petty Pool

Additional Appendices Internal Processes and Procedures

(For staff use only)



Appendix 1a

Register Marks. Authorised and Unauthorised Attendance.

observance, aspirational
extra-curricular activities

Present
Register Mark Statistical Notes/Guidance
Meaning
Present in college Present Present Learner is present at registration — taken in the first 15
minutes of every session.
Includes all sessions, confirmed at work placement (internal
& external), off-site trips
Late Late Present Learners will need to sign in at reception where staff will be
notified of the learners’ arrival. Where the learner is late and
not in relation to an authorised medical/dental
appointment, register notes will need to state time of arrival
and reason for lateness.
Tutors are only to mark their registers for learners running
late, when learners enter their classroom. Note: A late
register mark is a present mark and implies the learner is
onsite.
Learners are engaged in Present — Present Home learning needs to be prearranged and agreed with
home learning distant curriculum managers.
learning A corresponding event log needs to be filled detailing
contact made, work received, etc.
See further guidance — Appendix 5.
Learners at an alternative Present- Present For learners who are transitioning out of college and/or are
transitional provision alternative at an alternative provision with a member of college staff
provision supporting.
Authorised Absence
A learner is unable to Authorised Authorised Parent/carers to ring/email college before 8:30am stating a
attend college due to Absence-lliness | Absence reason and how long they expect learner to be absent with a
illness and/or mental date of expected return.
health concerns.
Alearner has a medical or | Authorised Authorised Parent/carers to request authorisation of appointments via
dental appointment inc. Absence — Absence email in advance. Business Support will respond with an
non-routine medical medical email to confirm appointment has been logged. A Learner
appointments appointment. Absence event log will be completed and register amended.
A learner has time off for Authorised Authorised Parents/carers to request leave of absence in advance and
a holiday, authorised in Absence — Absence will have received an email confirmation if authorised by
advance under Holiday Vice Principal. A Learner Absence event log will be
exceptional completed and register amended.
circumstances.
Leave of absence related Authorised Authorised Parents/carers to request leave of absence in advance and
to any exceptional Absence — Absence will have received an email confirmation if authorised by
circumstances —e.g. leave of Vice Principal. A Learner Absence event log will be
family crisis, religious absence completed and register amended.

period of time)

N.B Authorised Absences will be prepopulated on Databridge (excluding illness unless stated learner will be absent for a

Unauthorised Absence

A learner has time off for

Unauthorised

Unauthorised

Parents/carers confirmed after the fact that the learner was

as birthday celebrations,
overslept, too tired,
refusal, shopping, day
out, missed taxi, etc.

a holiday not pre- Absence - Absence on holiday.

agreed/authorised. Holiday

A learner is absent from Unauthorised Unauthorised Parents/carers have made contact and reason for absence is
college for reasons such Absence Absence as listed (this also includes where Leave of Absence requests

have been made and request has been unauthorised).
Parents/carers have failed to contact college — Business
Support has made a call with reason for as listed.




Appendix 2

Leave of Absence Request Form (Non-Medical)

Petty Pool Vocational College

Name(s) of Group & Year
learner(s)

State reason for absence

First day of absence Total number of college days missed

Return date to college

Signature (Parent/Carer) Date

For College Office Use Only

Acknowledgement of reply for Leave of Absence Vice
Principal Decision:
Authorised Absence Unauthorised Absence

Reason for decision:

Signed Date

Copied to Parents/Carers Logged on Databridge




Appendix 3

Attendance Monitoring Stage One

Absence details
received direct to
Tutor or LM —
must be
redirected to
Business Support
— do not take
these messages
or calls direct

If the learner is
accounted for
then they will be

Parent/Carer/Learner notifies
Business support absence via

If a learner is not present for the

the learner is not on site

For every day of a learners absence,

or/CM to determine reason for abse|
and to check welfare of learner

If the learner is not
on site — the register
should be marked
as

‘Unauthorised
Absence’

Business Support

reason for the
learners absence
and update
Databridge

If the learners parent
or carer is unable to
be reached after
numerous attempts,







Attendance Monitoring Process

Stage 1

Parents/carers to inform college of their child’s
absence before

Any learner whose absence has not been
reported will be

contacted via telephone after 9:30am.

If o mmrmdtmmd hca lhmanin Acdallllalendd L AN e aaa

Any learner whose absence drops to 90% or below will automatically trigger stage 2 of the absence monitoring process
and will be classed as low attendance

Stage 2

Class tutors will monitor their learners with low
attendance and liaise with parents/carers, as well as
class tutors, to support the learner achieving a higher

Continued absence

A letter will be sent to invite the parents/carers to a face
to face meeting with a curriculum manager and any other

Continued absence

Stage 4

Parents/carers will be invited to an attendance panel held

by the Vice Principal, Pastoral and Welfare Manager, and
Curriculum manager to review learner attendance and
inform next steps.

Parents/carers may be asked to bring a medical

If absence continues to drop or doesn’t rise above the expected level, then there will be continued

supportive steps.



Appendix 4

Example letter to Parents/Carers re: low attendance

Name of parent/carer Address
Postcode

Dear [Parent/Carer],

| am writing to you regarding [learner] attendance at college. At the time of writing

this letter, [learner’s] attendance percentage for the year so far is XX%.

At Petty Pool College, we have high aspirations for our learners and expect attendance for at least 90%
of the time, as we recognise that low attendance can impact our learners’ ability to make educational
progress and achieve their targets.

Although we anticipate that learners will occasionally have absences, lower than 90% attendance
suggests that there could be other factors involved which the college may be able to support with.

Petty Pool College wants to support all learners in maximising their time at college and therefore ask for
your support in ensuring their presence at college improves. Should you need support or have any

guestions orconcerns, please don’t hesitate to contact a member of the pastoral team.

Yours sincerely

Gareth Edwards,
Vice Principal



Appendix. 5

Further Guidance: Pastoral and Welfare Support.

Continued from Policy in Practice Section — Persistent Absenteeism/Low Attendance.

Interventions may include:

Phone calls and/or meetings with learner, parent/carers and
any relevant external professionals to discuss ways to improve
attendance,

Home visits,

Phased returns, e.g. accessing college for half days before
returning to full days,

Blended learning between home (online, joining sessions
remotely) and in college,

Distance learning for a short period of time,

Study Programme reviews — determining whether the learners
timetable needs to change to reflect changing needs.

Any interventions and support offered around home learning (including
distance learning, blended learning, etc) needs to be agreed between the

Curriculum Managers and the Inclusion Coordinators beforehand and will
include a ‘team around the learner’ meeting to ensure all staff are fully
aware of expectations, support and evidence required. See below.

Home/Distance Learning.

Evidence required to ensure expectations with regards to

home/distance/blended learning are adhered to include:

A weekly call from tutor/LM logged on Databridge via a ‘Distance Learning
Event Log

Evidence of work completed weekly and emailed to the tutor.

A once a week welfare call from the Inclusion Coordinator to

determine where learners are at in terms of coming back to

college.
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