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1.  Introduction 
 

 

Good attendance and punctuality are a key component of a students’ ability to succeed 
and reach their full potential whilst studying with the college. All courses have been designed 
so that students acquire knowledge, information and experience in classroom, workshop or 
work environments so attending all classes is vital.   There is significant academic research 
which shows that attendance directly affects the grades that learners achieve. Put simply, 
poor attendance and punctuality lead to poor grades and significantly narrows the options 
available to our students once they have left college. The close monitoring of attendance is 
therefore a priority for the college.  For legal reasons it is also imperative that students’ 
attendance is registered. 

 

 
 

2.  Policy Statement 

 
Attendance refers to the scheduled time that students are expected to spend on college 
programmes such as, lectures, workshops, Maths, English, directed independent study, 
work placement and tutorial, as specified on their timetable.  Enrichment activities are 
designed to further enhance the study programme and give students the opportunity to 
take part in a wide range of extracurricular activities.  Attendance at enrichment activities 
will be registered separately from the main programme and will be monitored on a regular 
basis.  
 
Poor attendance can be one of the first signs of disengagement with the student’s 
programme of study and the college will attempt as far as possible to ensure that learners 
remain fully engaged and succeed on their programme.  The college accepts that many 
causes of absenteeism exist and will work with students and their parents on an individual 
basis to address the needs of each learner. Student Advisors will be available throughout the 
students’ course to offer advice and guidance on course and career options.  

 
Full attendance at college is expected and is critical to students’ success and achievement of 
their learning goals. Students will be expected to sign a contract at the beginning of their 
programme agreeing to full attendance.    

 
Parents/Carers are expected to support this policy and as such will be in formed of their 
son/daughters attendance through the Parent Portal and through discussions at parents’ 
evenings. 

 
Examples of what the College consider to be legitimate absences are detailed in 
Appendix 1.   
 

 
3.  Scope 

 
This policy applies to all learners undertaking a full or part time course, a Traineeship or an 
Apprenticeship in Further or Higher Education. 
 

 

 
4.  Responsibilities 

 
Students are expected to attend all of their timetabled sessions, unless prior agreement 
has been made and agreed with the personal tutor.  Students over the age of 18 are 
expected to notify their absence through the attendance Line.  Students expecting prolonged 
absenteeism should contact their personal/course tutor to discuss the possibility of an 



alternative study arrangement. In addition, students can contact Student Services, if they 
wish to discuss reasons for prolonged absenteeism, and where pastoral support can be 
offered. 
 
Parents and carers are expected to encourage their son/daughter’s full attendance at all 
lessons and monitor their attendance through the Parent Portal.  If a student is unable to 
attend through illness or other legitimate reason, then their parent (if under 18) must notify the 
College using the attendance line on each day of the absence.  

 
Teachers and Tutors are expected to record register marks in a timely fashion using the 
correct codes for absence as indicated in the Register Guidelines.   
 
Heads of Department are responsible for monitoring the overall attendance of each of their 
students and invoking the disciplinary process as necessary. They are also responsible for 
ensuring that timetables and associated registers for each component of the study 
programme are correct and that work placements are timetabled accordingly.  
 
The Attendance Officer will, on a daily basis, monitor all unauthorised absences and will call 
the students’ parents (or the student if over 18) to notify them of the absence.  The outcome of 
the call will be recorded on the student’s record. The Attendance Officer will be responsible for 
recording notified absences against the student’s record. 
 
 

 

5.  Monitoring 

 
The Senior Management Team will monitor the operation of this policy by receiving 
regular reports on student attendance. 
 
Automatic alerts will be generated by Pro-Monitor to indicate repeated non-attendance 
patterns to classes which may indicate problems. These will be investigated by the 
Attendance Officer and communicated to the relevant Department Head/Programme 
Manager.  In addition, Pro-Monitor will visually RAG rate individual student attendance and 
punctuality on the students’ home page.  
 
GREEN  Attendance is between 90% & 100% 
AMBER  Attendance is between 85% % 89% 
RED  Attendance is lower than 85%  

 

 

Teachers are expected to notify Personal Tutors of unauthorised absences using Pro-
Monitor comments.  This will generate an e-mail to the personal tutor for action. Individual 
instances of unauthorised absence must be raised by personal tutors, either with the student 
informally or through 1:1 progress reviews. 
 
If a student has had four consecutive weeks of non-attendance then they must be 
withdrawn from the college in line with funding regulations. This ruling applies, unless, for 
example there are specific individual student problems and then the need to extend would be 
discussed and agreed between the learner and tutor concerned.  It is the responsibility of 
the personal tutor to inform the Head of Department so that the withdrawal form can be 
completed. 

 
Where a student has applied for a 19+ Adult learning loan to cover the cost of their course, 
their attendance will be reported to external agencies as stipulated in the terms and 
conditions of the loan. 

 
The college will set a minimum target for student attendance each year and will advise both 
students and parents if their attendance falls below this level.   Personal Tutors will work 



with parents and the College Attendance Officer to ensure that students are fully supported 
and encouraged to attend all timetabled lessons and scheduled work placements. The 
Student Disciplinary Procedure will be invoked for persistent poor attendance and/or poor 
punctuality. 

 
The college will actively promote excellent attendance and seek ways to reward students who 
have achieved 100% attendance. 



Appendix 1 
 
 
 

 

Examples of Authorised Absence 
 

 
REASON EVIDENCE REQUIRED 

 

Medical appointment which cannot be arranged 
outside of college hours 

 

Appointment card or letter from 
doctor/dentist 

 

Recognised Religious holidays 
 

Maximum of 3 days allowed per year 

 

Visit to university to attend an open day/interview 
or a career related interview or audition 

 

Invitation letter 

 

Attendance at a funeral 
 

Letter from parent/guardian. No more than 
one day per occurrence. 

 

A driving test 
 

Confirmation letter from DVLA 

 

A college representatives’ meeting 
 

College authorisation 

 

Court attendance or probation meeting 
 

Letter from court 

 
 
 
 

 
Sickness 

 

Confirmation by a parent/guardian is 
required.  Sickness absence exceeding 
five days requires confirmation from a 
doctor. 

 

Long term or frequent sickness absence 
due to a serious illness or recognised 
medical condition must be discussed with 
your Tutor. 

 
An emergency family situation/ bereavement 

 

Letter from parent/guardian.  Up to three 
days per occurrence 

 

 
 
 

Examples of Unauthorised Absences 
 
Fareham College will not authorise any absences for the following reasons; 

 
 Holidays taken in term time 

 Paid or unpaid work which is not part of the student’s study programme 

 Non-urgent medical appointments that could be arranged outside of lessons 

 Birthdays or similar celebrations 

 Babysitting younger siblings 

 Driving Lessons  

 
Parents/Guardians should therefore ensure that family holidays are booked out of term time. 


