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Attendance and Punctuality Policy 
 
 
1. Principles 
The College will provide opportunities for each student to realise his/her true 
potential and to progress to further study, higher education, training or employment.  
 
To gain full benefits from their studies, 100% attendance and punctuality are 
expected from all students on all aspects of their study programme. 
 
Good attendance and punctuality at college facilitates improved retention, 
achievement, personal and academic skills development, positive progression and 
employability. It also minimises the risks of students being involved in anti-social 
behaviour or activities that could potentially result in safeguarding concerns. 
 
College staff will work in partnership with students, their parents and carers, 
employers and statutory and voluntary agencies to ensure each student attends 
college regularly and punctually. 
 

The College will reward excellent attendance and time-keeping and will pro-actively 
challenge the behaviour of those students who give low priority to attendance and 
punctuality. 
 
2. Purpose 
This policy aims to: 

2.1 To share responsibility for promoting college attendance and punctuality 

amongst everyone in the College and the broader college community 

2.2 To develop and implement an effective attendance and punctuality procedure 
that touches all aspects of the College’s life, and relates directly to the College’s 
values, ethos and curriculum and positively impacts upon retention, achievement, 
success, progression and employability. 

 

2.3 This attendance policy and its implementation should encourage students to 
attend College more regularly and punctually by the implementation of specific 
measures, e.g. 

I. Registering students accurately and efficiently 
II. Setting attendance targets  

III. Contacting students, parents or carers when reasons for absence are 
unknown or unauthorised 

IV. Regularly monitoring students attendance and punctuality 
V. Reporting college attendance and punctuality statistics to parents/carers, LEA 

and other agencies as appropriate 
 

 2.4 To reinforce good attendance and punctuality and to encourage improved 
attendance by using such measures as: 

I. Informal comments from tutors and subject staff 
II. Contracts and attendance logs 
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III. By assemblies, awards and certificates 
IV. Welfare support 

V. Mentoring 

VI. Target setting, review and action planning 

VII. Disciplinary policy and procedures 

 
 

3. Scope 

This policy applies to all students enrolled at Haringey Sixth Form College. 

 

4. Responsibilities 

4.1 Responsibility of Students 
I. Students are expected to attend college for all aspects of their study 

programme and arrive punctually at the start of all lessons. 
 

II. Students should where possible inform their Personal Tutor and subject 
teachers in advance if there is a problem that may lead to their absence e.g. 
health and welfare issues, medical appointments, etc. Documentary evidence 
will be required for medical and other appointments. 

 

III. If a student cannot attend college they should contact the absence line by 

9am on each day they are absent, giving details of the reasons for their 

absence and the date they anticipate returning to College.  

 

IV. On returning to College students should complete an absence recording form 

within one week and provide evidence for their absence e.g. medical 

appointment card or parental letter, upon completion the form should be 

submitted to their Personal Tutor for signing. Authorised absence will only be 

given in exceptional circumstances and can only be authorised by the Head of 

Academic, Vocational and Pastoral Care or the Lead CaLM's. 

 
 
4.2 Responsibility of Teachers 

I. Teachers must record absenteeism accurately and within 15 minutes of the 
start of the lesson on registers. Lateness should be recorded on registers. 
Lateness is defined as arrival after the official start time of the lesson. 

 

II. Teachers must challenge lateness to class appropriately, guaranteeing that 
offenders are clear about our policy while ensuring that the learning of the rest 
of the students is not disrupted. Teachers must inform Personal Tutors about 
students who are persistently late and also record this on ETrackr 

 

III. Teachers need to insist on punctuality for themselves, their colleagues and 
their students. 
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IV. When a student is missing from their lesson teachers should record this on 
ETRACKR and, where possible, follow it up with a call home.  

 

V. Where they are concerns about a student’s attendance these should be 

discussed with the student’s Personal Tutor 

 

VI. Where students have missed information or work due to lateness or absence 

the teacher should make every effort to ensure the students are given every 

opportunity to catch up on work missed. 
 

 

4.3 Responsibility of Personal Tutors 
I. Personal Tutors must enforce this policy rigidly, if a student is absent without 

explanation this should be followed up as soon as possible to ensure that the 
student is able to return to College as quickly as possible and to identify any 
potential welfare or safeguarding concerns. Personal Tutors are responsible 
for the pro-active monitoring of their students. 

 

II. Personal Tutors should go through the weekly RG11 attendance report in 

every tutorial, challenging those students with attendance less than 90% and 

taking appropriate disciplinary action. Students with between 90% to 95% 

attendance should be encouraged to improve their attendance and those with 

95% + attendance should be congratulated. 

 

III. Personal Tutors should use all methods of communication available to contact 

students and parents/carers in the event that a student is absent without 

explanation or a student has punctuality issues, including phone calls, email 

and letter. 

 

IV. Upon returning from a period of absence Personal Tutors should ensure 

students complete an absence recording form within one week, documentary 

evidence is checked and the form is signed by the Personal Tutor and then 

forwarded to the Head of Academic, Vocational and Pastoral Care or the Lead 

CaLM's  for recording on ETRACKR within one week of the absence. 

 

V. In the event that a student has an on-going issue with attendance or 

punctuality the Personal Tutor should arrange an individual meeting with the 

student to discuss the attendance and/or punctuality and to agree an action 

plan for improvement, parents and carers should be made aware that this 

meeting is taking place and offered the opportunity to attend.  
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VI. Where it is identified that there are pastoral or welfare issues the Personal 

Tutor should liaise with the Student Services team in order to provide a 

programme of support to the student. 

 

VII. If following the initial meeting to discuss performance in relation to attendance 

and/or punctuality and subsequent action plan there is no improvement the 

Personal Tutors should instigate the issuing of a first formal warning and 

arrange a disciplinary meeting to be attended by the student and his/her 

parent/carer. At the disciplinary meeting strategies for improvement should be 

discussed, targets set and an action plan agreed. The Personal Tutor is 

responsible for monitoring the student’s attendance and punctuality and 

adherence to their attendance and punctuality action plans. 

 

VIII. If after the issuing of a first formal warning there is no improvement in the 

student’s attendance and/or punctuality the student should be referred to 

CaLM'sthe CaLM for follow up action. The Personal Tutor should remain 

involved in the monitoring of the student and liaise on a regular basis with 

CaLM'sthe CaLM. 

 

IX. In order to promote excellent attendance and punctuality, students with 100% 

attendance should be acknowledged through the awarding of attendance 

certificates. 

 

 
 

4.4 Responsibility of CaLM'ss 
I. CaLM'ss are responsible for the pro-active monitoring of students in their 

caseload, ensuring that through attendance reports and liaison with Personal 
Tutors they identify those students for who attendance and/or punctuality is a 
concern. 
 

II. CaLM'ss are responsible for compiling and keeping updated an attendance at 
risk list for their caseload and submitting this to Attendance Officers so that at 
risk students can be contacted at the earliest point of non-attendance. 

 

III. Where the issuing of a first formal warning for attendance and/or punctuality 

has not resulted in an improvement, CaLM'ss should instigate the issuing of a 

second formal warning and arrange a disciplinary meeting to be attended by 

the student and his/her parent/carer. At the disciplinary meeting strategies for 

improvement should be discussed, targets set and an action plan agreed. The 

CaLM is responsible for monitoring the student’s attendance and punctuality 

and adherence to their attendance and punctuality action plans working in 

close liaison with the Personal Tutor. 

 

IV. Where it is identified that there are pastoral or welfare issues CaLM's the 

CaLM should liaise with the Student Services team in order to provide a 

programme of support to the student. 
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V. If after the issuing of a second formal warning there is no improvement in the 

student’s attendance and/or punctuality the student should be referred to the 

Head of Academic, Vocational and Pastoral Care for follow up action. The 

Personal Tutor and CaLM's should remain involved in the monitoring of the 

student and liaise on a regular basis with the Head of Academic, Vocational 

and Pastoral Care. 
 

 

4.5 Responsibility of CaLM's 
Students’ attendance and punctuality will be monitored by CaLM 

I. CaLMs will ensure that action is taken with all students who display poor 
attendance and/or punctuality. 

 

II. CaLMswill monitor the attendance and punctuality of the courses in their area 
and set targets for courses. 

 

III. CaLMs will also highlight and commend students with good attendance. 
 

IV. CaLMs are responsible for managing the performance of   teachers 
 

 

4.6 Responsibility of the Head of Academic, Vocational and Pastoral Care 

I. The Head of Academic, Vocational and Pastoral Care will oversee the 

effective review and implementation of the attendance policy and ensure that 

processes are in place to monitor attendance and take pro-active follow up 

action in the event of unsatisfactory attendance and/or punctuality. 

 

II. Where the issuing of a second formal warning for attendance and/or 

punctuality has not resulted in an improvement, the Head of Academic, 

Vocational and Pastoral Care will instigate the issuing of a final formal 

warning and arrange a disciplinary meeting to be attended by the student and 

his/her parent/carer. At the disciplinary meeting strategies for improvement 

should be discussed, targets set and an action plan agreed. The Head of 

Academic, Vocational and Pastoral Care will be responsible for monitoring the 

student’s attendance and punctuality and adherence to their attendance and 

punctuality action plans working in close liaison with the CaLM and Personal 

Tutor. 

 

III. If after the issuing of a final formal warning there is no improvement in the 

student’s attendance and/or punctuality the student will be recommended for 

withdrawal to the Director of Quality and Standards  
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IV. The Head of Academic, Vocational and Pastoral Care is responsible for 

ensuring that there is an effective range of welfare and support services in 

place to reduce the barriers to education, e.g. College Counsellor, College 

Welfare Officer and financial support for students. 

 

V. The Head of Academic, Vocational and Pastoral Care is responsible for the 

implementation of a cross college tutorial programme that promotes excellent 

attendance and punctuality, provides opportunities for students to develop 

their skills and knowledge and supports progression. 

 

VI. The Head of Academic, Vocational and Pastoral Care is responsible for 

managing the performance of CaLM's, Personal Tutors, Attendance Officers 

and the Welfare Officer. 

 

 

 

4.7 Responsibility of MIS 
I. To provide accurate and timely reports detailing student attendance on a 

daily/weekly/monthly/termly/annual basis to facilitate the effective 

monitoring of attendance and appropriate intervention 

 

 

4.8 Responsibility of Attendance Officers 
I. To promptly contact identified ‘at risk’ students who have not attended 

college on a daily basis to ascertain the reasons for their non-attendance 

and to encourage them back to College as soon as possible. 

II. To record on ETRACKR details of student non-attendance based upon 

students who contact the absence line and those who are contacted by 

Attendance Officers directly. 

III. To refer students who identify pastoral issues to the Welfare Officer 

 

 
4.9 Responsibility of the Welfare Officer 

I. To make effective use of attendance reports to identify students who are ‘at 

risk’ due to attendance issues 

II. To make arrangements to see students who are ‘at risk’ due to attendance 

issues to identify if there are any underlying welfare concerns. 

III. To provide welfare support to students with attendance issues to facilitate 

them to be able to improve their attendance. 

 
 
4.10 Responsibility of Parents/Carers 
To help fulfil their important role in a young person’s education parents/carers 
should: 
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I. Encourage good attendance and punctuality by making sure that their 
son/daughter/ward comes to College regularly, arrives on time to classes and 
keeps to the rules on attendance. 

 

II. Inform the College on the first day of non-attendance and provide written 

documentation upon the student’s return explaining the reason for absence. 

 

III. Attendance at College meetings to discuss concerns with regard to 

attendance and/or punctuality. 

 

IV. Not book holidays or other activities during term time requiring students to 

miss vital education. 

 

 

 

5. Procedures for Managing Attendance and Punctuality 

In order to ensure that attendance and punctuality are managed effectively the 

following procedures should be followed: 

 
5.1 Teachers must record absenteeism accurately and promptly on registers within 

15 minutes of the start of the lesson.  

 

5.2 Lateness should be recorded on registers. Lateness is defined as arrival after the 

official start time of the lesson. 

 

5.3 Teachers must challenge lateness to class appropriately, guaranteeing that 
offenders are clear about our policy while ensuring that the learning of the rest of 
the students is not disrupted.  

 

5.4 Teachers must inform Personal Tutors about students who are persistently late. 
 

5.5  Attendance Officers should contact on a daily basis those students identified as 

‘at risk’ due to attendance who do not attend their first lesson of the day to 

ascertain the reasons for non-attendance and to encourage a prompt return to 

College. 

5.6 When a student is missing from their lesson teachers should record this on 
ETRACKR and, where possible, follow it up with a call home.  

 

5.7 Staff should make effective use of attendance reports to identify attendance 

concerns. Personal Tutors should go through the weekly RG11 attendance report 

in every tutorial, challenging those students with attendance less than 90% and 

taking appropriate disciplinary action. Students with between 90% to 95% 

attendance should be encouraged to improve their attendance and those with 

95%+ attendance should be congratulated. MIS will provide central attendance 

reports every 3 weeks and students with less than 90% attendance over the 3-
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week period will be identified for intervention strategies that may include 

disciplinary action, mentoring by SLT or SMLT, welfare support or participation in 

attendance assemblies. 

 

5.8 Where they are concerns about a student’s attendance these should be 

discussed with the student’s Personal Tutor and recorded on ETRACKR. 

 

5.9 Concerns about student attendance and/or punctuality should be followed up by 

Personal Tutors as a priority to identify the cause and to put in place an 

intervention strategy; this may include welfare or financial support as appropriate. 

Details of interventions should be recorded on ETRACKR. 

 

5.10 The Welfare Officer should take a pro-active role in contacting students ‘at 

risk’ due to non-attendance to identify if there are any underlying welfare 

concerns and put intervention strategies in place. 

 

5.11 Parents/carers should be informed with regard to any causes for concern in 

relation to student attendance and/or punctuality and offered the opportunity to 

attend a meeting to discuss further. 

 

5.12 Where informal meetings have resulted in no improvement in attendance 

and/or punctuality the disciplinary process should be used and parents/carers 

involved in the disciplinary meetings. 

 

5.13 Where students have below 90% attendance they will not be eligible for the 

discretionary bursary for that period. 

 

5.14 Excellent attendance should be acknowledged and celebrated through 

awarding certificates and assemblies. 

 

 

 

 

6. 14 – 16 Year Olds 

The following additional procedures should be followed for 14 – 16 year olds: 

 

6.1 ESOL 14-16 learners are expected to aim for 100% attendance.  The parents / 

carers are informed of this at the initial interview and are asked to support the 

College in this aim. 

6.2 The parent / carer will be contacted on the day that the learner is absent. 

6.3 All students are expected to bring a note from home explaining their absence.  If 

they do not bring a note on the day that they return to the College, their parent / 

carer is contacted. 

6.4 The Local Authority will be informed of repeated absences. 
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6.5 There will be weekly detentions and any students who are late for class will 

automatically have a detention to catch up on any missed work. 

6.6 A daily attendance return is sent to the Local Authority for 14-16 learners. 

 

7. Monitoring and Review 
 
7.1 The ongoing implementation of the Attendance Policy will be monitored through 

feedback from staff to the Senior Leadership Team. 

7.2 Student attendance targets will be monitored and reviewed annually as part of 

the quality assurance process. 

7.3 Student attendance will be a standing agenda item at course team meetings to 

facilitate feedback on implementation and success of the policy 

7.4 The policy will be reviewed annually, unless changing circumstances require an 

earlier review. 

 

8. Monitoring and Review 

The Director Student Support Services will have the delegated day to day 

responsibility for the implementation of the policy. 

 

9. Access to Policy 
 

9.1    To the public: 
 A copy of this policy is available on the College website and on request 

in hard copy. 
 
9.2    To students: 

 Copies of the policy will be available during induction .  
 
9.3    To staff: 

 All staff will have access to the policy on the VLE and will be made 
aware of it as a part of the staff induction process. 

 

10.0   Feedback 

The College welcomes feedback from students, parents/carers, stakeholders, staff 

and the wider community. Any comments on the policy should be addressed in 

person or in writing to the Principal or to any trustee. 

 

Comments from students will be actively encouraged through the tutorial process. 
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 11. References 

This policy should be read in conjunction with the Student Disciplinary Policy and the 

Teaching and Learning Policy 

 

 


