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In order to ensure an effective process of admission to college, the purpose and aims within college needs to be clear:

· To work to the principles of the SEND Code of Practice (2014)
· To work to the principles of the Mental Capacity Act (2005)
· To work to the principles of the Equality Act (2010)
· To develop students’ independence and time management responsibilities
· To develop students through high quality teaching, learning and mentoring
· To ensure that students are involved in decision-making
· To ensure the views of students inform quality improvement
· To monitor effectiveness of the referral, application, and admission process
· To monitor attendance and ensure that issues are addressed so as not to effect students’ progress

For the college attendance policy to be effective, it is important that staff are clear about its purposes and understand the processes, protocols and outcomes; and above all, perceive it as an effective and supportive mechanism for raising standards and learner experiences.
Staff will monitor the effectiveness of the policy and contribute to its development through the team meetings and the college’s quality assurance systems.


Who is this policy for?
This policy is for Sense College staff working with students funded by the DfE (Department for Education), in addition to:

· The Individuals1 Sense supports
· All College Staff and Volunteers, Principal and College Senior Management Team
· Parents
· Governors
· Stakeholders


What is this policy about?
Sense College regards the process of attendance management as an essential strand in our commitment to excellence and is all about:

· Ensuring robust processes, strategies and policies provide clear direction
· Considering the perspectives and needs of students
· Respecting what everyone has to say - sharing and listening
· Promoting good attendance
· Ensuring safeguarding and wellbeing
· Engaging and working together in partnership

One of the Sense College’s fundamental beliefs is that starting college should be an exciting and enjoyable part of the learning journey, which in turns encourages a positive outlook on good attendance and engagement.



1 • The individuals that Sense supports: Adults with SEND in receipt of an Educational Programme, in this document are referred to simply as ‘students’.
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Principles

Underpinning Philosophy:

Sense College is committed to providing an outstanding learning environment which encourages our students to have good attendance and be fully involved in the college community.

Our provision is designed to support students with a sensory impairment / learning disabilities or complex needs, in order for them to develop confidence and skills that will be relevant and useful in their everyday lives, and as such we are committed to understanding and safeguarding our students, through robust attendance monitoring.

Principles:

Our policy and processes are based on the following guiding principles, incorporating the Sense Mental Capacity policy:

· Everyone is assumed to have capacity unless it is proved otherwise. Staff must give all appropriate help before concluding that a learner cannot make their own decisions;
· Staff must accept that people have the right to make what might be seen as eccentric or unwise decisions;
· Any actions taken on behalf of a person who is deemed to lack capacity must always act in that person’s best interest;
· Any decisions taken should be the least restrictive of the person’s basic rights and freedom;
· The college’s decision making process is driven by assessing the impact on the learner;


Practice

Part One: Attendance Expectation

Sense College believes that good attendance and punctuality are key to a student’s ability to engage in college life, to reach their full potential and succeed in their study programmes.

Attendance expectations refer to the agreed days and times of the student’s programme sessions within our centres, as per their educational offer. This can differ between students, as all individuals attending Sense College have a personalised package of education put in place.

The college’s usual education day starts at 9.30 am and ends at 3.30 pm.

Sense College provides personalised timetables for each student, which clearly sets out the pattern of attendance required and the sessions of activities expected to be attended.

Sense College expects students to attend 100% of their programme but do understand that there may be occasions where this is not possible. As such we use a traffic light system to monitor student attendance, as follows:

· GREEN – Attendance is between 90% – 100%

· AMBER – Attendance is between 75% - 90 %

· RED – Attendance is lower than 75%

As well as good attendance, the college also expects good punctuality from all students. Poor attendance can be one of the first sighs of disengagement with the learning programme and/or a change in the students’ welfare. The close monitoring of attendance and punctuality is therefore a priority for the college and detailed records are kept for monitoring and contractual compliance requirements.



Part Two: Responsibilities

The college encourages all relevant stakeholders of a student’s programme to be engaged with the learning programme and to encourage good attendance, as well as monitor and act should the need arise due to absences.

Students are expected to attend on time to all of their scheduled sessions, unless prior agreement has been made with the centre Education Services Manager (ESM).

Parents/Carers are expected to always support and encourage students’ full punctual attendance.

Where a student is unable to attend through sickness or another legitimate reason, then contact should be made to the college centre of attendance, on each day of absence to provide a reason and/or update.

Centre Staff, including Education Coordinators, Tutors and ESMs are expected to record attendance promptly and accurately on the college’s central attendance systems, using appropriate codes and notes via MS TEAMs and Databridge (the college’s MIS system). Where an absence is noted, the ESM (and/or another appointed member of centre staff) will contact the student/family and follow the process, as detailed in part five of this Policy.

College Data Information Officer will collate and review all attendance records submitted from all centres, to identify and absences and patterns of concern, for notifying to the College Senior Managers.

College Senior Management Team (SMT) will liaise with the centre ESM to determine the students’ wellbeing and reason for absence to ensure the students’ safeguarding. College SMT will also discuss with the ESM and patterns or concerns rising from the absences, in order to instigate a review of the study programme and or further action if necessary to terminate the placement.



Part Three: Authorised Absences

Sense College recognises there will be times when absence from college is unavoidable and our aim is to support students as much as we can, to make these occurrences as infrequent as possible.

Examples of what the college considers to be legitimate reasons for absence are:

· Medical Appointment which cannot be arranged outside of college attendance hours.
· Recognised Religious holidays – although there is an expectation of no more than 3 of these days per year.
· A review meeting or college arranged event.
· Transition visit to another provider/placement, a prospective employer or an interview/audition.
· Attendance at a funeral, bereavement/emergency family situation or special family occasion – up to three days per occurrence.
· Attendance at Court or a probation meeting.
· Sickness – confirmation by a parent/carer is required. Sickness absence exceeding two weeks requires confirmation from a doctor. Long term or frequent sickness absence due to serious illness or recognised medical conditions must be discussed with the centre ESM and authorised by the college SMT.

All absences must be notified to the college centre of attendance as soon as possible, but by no later than 10 am on the day of expected attendance. Failure to do so will trigger our absence process, as detailed in part five.


Part Four: Un-Authorised Absences

Sense College cannot authorise or accept absences from the study programme for the following reasons:

· Paid or unpaid work which is not part of the student’s study programme
· Non-urgent medical appointments that could be arranged outside of sessions
· Birthdays, parties or similar celebrations/events
· Visiting family/friends
· Undertaking other leisure activities not part of the study programme, such as driving lessons or community groups
· Holidays taken during term time – Parents/Carers should ensure that family holidays are booked outside of scheduled sessions and term time.

Should frequent un-authorised absence occur, the college will seek to terminate the student’s placement, as set out in part six.


Part Five: Monitoring and Safeguarding

Attendance is recorded and monitored throughout the college

Centre staff and ESMs will liaise with the student and parent/carers routinely on a daily basis and will complete attendance tracking systems, as well as notify college SMT in the event of any un-authorised or unusual absence.

Sense College requests that when a student needs to be absent from college, that contact is made as soon as possible, on or before the first day of absence – either by phone, email or letter – giving the reason and expected length of absence.

If a student is absent without explanation, the college will take steps to make contact and confirm the reason for absence and the expected date of return. For this reason, parents/carers should provide contact details for the main carer and at least one (preferably two) supplementary contact details that we can use.

When an unexpected absence occurs, a member of the centre’s staff (ESM, Receptionist, or Tutor) will make contact with the student or primary parent/carer. In the event there is no response, staff will leave a voice mail including their name, time and date of call, reason for call and a request for the parent/carer to make contact with the centre urgently to confirm there is no emergency and to determine the expected date of return for the student.



In the event that the primary parent/carer is not available, attempts will be made to call other designated contacts of the student and any message given will include the name of the staff member, the date and time of the call and a request for the primary parent/carer of the student to make contact with the centre as soon as possible.

Failure of Sense Staff being able to make contact with the student and/or their parent/carers and determining an adequate reason for their absence from college, then the college will follow its safeguarding processes and make contact with the social worker or local safeguarding teams, to ensure the safety and wellbeing of the student. The process flowchart for these actions is detailed in Appendix 1.


Part Six: Continued Absence and Outcomes

Full attendance is essential for successful engagement and success of a student’s learning programme.

In the event of prolonged time away from college, absences of two weeks or more, will be notified to the local authority of the student, including the Social Worker and the Education department and the funding team.

In the event that a student has had four consecutive weeks off college then further action will be taken to terminate the placement – either temporarily or permanently, in line with funding regulations.

Temporary Withdrawal/Termination of Placement

Where there is a specific reason and intention that the student will be able to return to the college to continue their study programme, then a temporary ‘Break In Learning’ may be applied, as long as a clear return date is agreed within the next 12 months. The decision of whether a temporary ‘Break In Learning’ can be applied will be made by the College SMT and in agreement with the local authority. In these circumstances, the Department for Education (DfE) will be notified via the colleges Individual Learner Record (ILR) return. Regular contact will be made by the college to the student and/or parent carer to determine progress and ensure commitment to return to college as soon as possible.

Permanent Withdrawal/Termination of Placement

Where a temporary withdrawal is not appropriate for a student, then a permanent withdrawal from the placement will be made. At this point the student will be withdrawn from all college study programmes and access to college resources, activities and staff support will cease.

A college withdrawal form will be completed and all relevant parties will be notified, including the centre staff, College SMT, the Local Authority (social worker, education department and funding teams, Sense Finance Teams and the DfE.

Following a student’s withdrawal from their placement, the student may not re-start or undertake another study programme with the college, unless exceptional circumstances are agreed between the College SMT and the Local Authority.


Quality Assurance
The Attendance Policy and processes follow various elements of quality assurance to ensure consistency, fairness, accuracy and overall development to ensure the safety and wellbeing of students, in addition to promoting engagement and success with learning study programmes.

This policy will be reviewed:

· As the need arises;
· Following feedback on the documentation;
· Bi-annually.




Conclusion

Sense College believes that an effective system of attendance recording and absence monitoring can significantly enhance the wellbeing and engagement of students in their learning programmes, as well as the quality of provision by raising standards, increasing learner confidence, independence and achievements, as well as supporting staff to develop and improve their practice.
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