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This Policy should be read in conjunction with the following LSC policies and 

documents:  

  

Policies  Documents    

1.6 Safeguarding Adults  

1.6a Safeguarding Children  

Learner Code of Conduct  

 

  

All college policies are impact screened by the Safeguarding, Prevent and 

Equalities Committee (SPEC) when material changes are proposed to 

policies. It is for the Policy Author to highlight to SPEC when material changes 

are proposed.  

  

The policy has been reviewed using the Equality Impact Screening tool (EIS), 

positive impact is explicitly intended and very likely.  

  

This policy was EIS by SPEC on:  

__________________________________________________  
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Aim  

Landmarks Specialist College (LSC) is committed to providing high quality 

education and support that maximises life opportunities for our learners. To 

achieve this, we must:  

• Set high expectations for attendance and punctuality in all timetabled 

sessions.  

• Accurately record attendance and punctuality.  

• Work in partnership with learners, their parents/carers and any involved 

external professionals where appropriate to ensure good attendance 

and punctuality.  

• Monitor attendance and punctuality and take action to improve this 

where necessary.  

  

Roles and Responsibilities  

  

Learners  

• LSC expects all learners to maintain high levels of attendance and 

punctuality.  

• Where possible, learners should let the college know if they are going 

to be late or not able to attend (see ‘reporting absences’).  

  

Parents/carers  

• Understand the college’s procedures in relation to absences through 

reading this policy, including reporting absences.  

• Support and enable their young person to attend, including being 

punctual if parents/carers transport (as much as possible, on the 

understanding that sometimes lateness is unavoidable) and work with 

college staff around interventions should they be needed.  

• Ensure absences are reported.  

  

Tutors  

• Record lateness through Databridge attendance registers.  

• Ensure your paper register is completed within the first 10 minutes of the 

session. 

• Ensure that registers on Databridge are completed by the end of the 

day, including recording any absences appropriately.  

• Tutors who receive advance notice of learner absences must ensure 

these are recorded on a ‘Learner – Absence’ Databridge event log.  
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Learner Welfare Team 

• Complete a whole-site paper register for learners as they arrive in 

college. (On occasions where a Learner Welfare Coordinator is not 

available one other member of staff to complete). 

• If a learner is more than 15 minutes late, contact home to determine if 

the learner is running late, or will be absent.  

• Learner absences from all sites must be reported to the welfare team 

by 10am so that parents/carers can be contacted without delay.  

• The Welfare team will complete absence event logs after completing 

phone calls as required. 

  

LSAs (including job coaches)  

• LSAs are sometimes required to work independently with learners offsite 

in circumstances such as supporting on work experience or a 

supported internship.  

• If the learner is more than 15 minutes later than expected:  

o If the learner is on a supported internship or work experience, the 

LSA should contact a member of the Wayfinder Team, who will 

inform the employer and contact parents/carers.  

o If the LSA receives confirmation that the learner is running late, 

the LSA should wait for the learner until they arrive and ensure 

that ‘minutes late’ is recorded as part of their Databridge 

register.  

o If the LSA receives confirmation that the learner is not attending, 

the LSA should complete an absence event log for the learner 

and contact the Site Lead of the site the learner attends for 

redeployment.  

o If the learner is working off-site for any other reason, the LSA 

should follow the procedure for reporting absences outlined 

above (Welfare Team). As above, if the LSA receives 

confirmation that the learner is not attending, they must contact 

the Site Lead of the site the learner attends for redeployment.   

  

Personal Tutors  

• Monitor the attendance of their personal tutor group on a weekly basis, 

ensuring they are aware of the reasons for absence.  

• If you receive advance notice of a learner’s absence, you must ensure 

this is recorded on the ‘Learner – Absence’ Databridge event log.  

• Raise any concerns regarding attendance with the Campus Manager 

and Learner Welfare Manager. Concerns include:  

o If the learner’s overall attendance percentage drops below 85%.  

o If the learner stops attending specific sessions or days for more 

than two weeks.  
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o If the learner is consistently late to college, or to sessions (e.g. late 

more than once a week).  

o If the learner has unauthorised absences for more than 10% of all 

absences.   

  

Campus Managers  

• Maintain an ongoing record of attendance for all learners attending 

their site, tracking patterns, identifying learners requiring intervention, 

and putting appropriate support into place.  

• Report on attendance and punctuality each month.  

  

Reporting Absences  

  

Where possible, learners should be encouraged to contact their personal 

tutor or Learner Welfare Team to let them know that they will be absent. 

Where this is not possible, parents/carers should contact the college on their 

behalf at the earliest opportunity on the day of the absence, including 

stating a reason for the absence and an expected return date. 

Parents/carers should keep the college informed of any changes to this.  

  

The preferred means of reporting absences is through a phone call, as this is 

the quickest way to let staff know that the learner will not be attending:  

• Call the main college line on 01246 433 788 before 9am and speak to a 

member of the admin team, or the learner’s personal tutor, or: 

• Call the learner’s personal tutor directly through their work mobile 

number, or: 

• Email welfareteam@landmarks.ac.uk 

  

If a learner is absent for an unknown reason or if the college has not been 

informed, a member of staff will contact parents/carers on the morning of the 

absence to find out more information as part of our duty to safeguard our 

learners.  

  

Recording Absences  

  

A register is taken for every session at LSC. Tutors mark a paper register and 

an online register on the college’s MIS system, Databridge. Absences may be 

classified as ‘authorised’ or ‘unauthorised’, depending on the reason.  

  

LSC aims for learners to have as few unauthorised absences as possible. If 

attendance becomes a cause for concern, a meeting will be held between 

the learner, parents/carers, the learner’s personal tutor, and a learner welfare 

coordinator if required to see what measures can be put into place to 
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reduce the number of unauthorised absences moving forwards. For example, 

if the learner does not want to attend, it may be that their programme needs 

reviewing to ensure they feel happy to attend college.   

  

Authorised  Unauthorised  Dependant on 

circumstances  

Medical 

Appointments: 

Attendance at 

medical or healthcare 

appointments, where 

evidence is provided. 

Minor Illness: 

Short-term illness, 

including headaches, 

colds, or coughs. 

Mental Health: 

Absence due to mental 

health needs, subject to 

appropriate notification 

and engagement with 

support services. May 

include reduced 

timetable for anxiety, 

phased starts or 

programme pause to 

access support.  

Disability-Related: 

Absences directly 

related to a declared 

disability or long-term 

medical condition, in 

line with reasonable 

adjustment 

arrangements. 

External Appointments 

(Non-Medical): 

Attendance at non-

medical external 

appointments that 

could reasonably be 

arranged outside of 

timetabled learning. 

Family / Domestic Issues: 

Significant family or 

domestic circumstances 

that temporarily prevent 

attendance. 

Bereavement / 

Funeral: 

Absence due to the 

death of a close 

family member/friend 

or attendance at a 

funeral. 

Sleep-Related 

Absences: 

Absences related to 

tiredness, oversleeping, 

or poor sleep routines. 

Transport Issues:  

Unavoidable and 

significant transport 

disruption beyond the 

learner’s control. 

Religious Observance: 

Absence for 

recognised religious 

festivals or 

observance. 

Term-Time Holidays: 

Holidays taken during 

term time. 

 

Transition Visits: 

Attendance at 

approved transition or 

progression-related 

visits. 

Behavioural Absences: 

Absences linked to 

behavioural concerns.  
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College Closure: 

Absence resulting 

from college closure 

due to severe 

weather. 

  

Suspension Absences:  

Absences linked to a 

period of suspension.  

  

 

It may be the case that parents/carers would like to take their young person 

on holiday during term time, however the college would like to discourage 

this where possible, particularly around the end of the year when learners 

may be completing qualifications. As above, holidays are considered an 

unauthorised absence for learners on our educational programmes.   

  

Please note that Landmarks follows the Derbyshire term dates (the academic 

calendar can be found on our website), which may differ to the dates 

provided by other local authorities.   

  

Low Attendance  

  

LSC defines low attendance as a learner who has attended for less than 85% 

of the time, which is calculated cumulatively.  Persistent absence is where a 

learner is absent for more than one week at a time.  

  

High attendance is important, as it is an important factor which contributes to 

a learner’s ability to make educational progress. Learners who attend 

consistently will be able to access the full range of opportunities that the 

college offers and therefore be better equipped towards achieving their 

goals.  

  

Interventions for low attendance could include:  

• Phone calls and/or meetings with the learner, parents/carers and any 

relevant external professionals to discuss ways to improve attendance  

• Home visits  

• Phased returns, e.g. accessing the college for half a day before 

returning to full days  

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

in college  

• Programme reviews – determining whether the learner’s timetable 

needs to change to reflect changing needs  
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• Pausing the placement until a time where the learner will be more able 

to attend (for example, if the learner is experiencing significantly poor 

health, including mental health)  

  

If a learner’s attendance is not able to improve following interventions, then 

their placement at LSC may be considered at risk. This would not be the case 

for low attendance or a period of absence in relation to extenuating 

circumstances such as significantly poor health, however the Local Authority 

would still need to be informed. If a learner is not responding to interventions 

where there are no reasonable extenuating circumstances in place, an 

annual review will be held where the learner’s placement at LSC may be 

terminated.  

  

Catching Up on Missed Time  

  

If a learner is absent for more than one week, their personal tutor will contact 

parents/carers to discuss plans for catching up on missed time. This will look 

different for each learner depending on the individual and their 

circumstances, but could include:  

• Joining sessions remotely from home through Zoom or Microsoft Teams  

• Sending paper copies of work home to complete   

• Discussing potential temporary timetable changes to allow learners to 

catch up on missed work when they return (e.g., increased number of 

functional skills sessions if completing a functional skills qualification)  

  

Catching up on missed time is important to support learners to keep on track 

with their learning, and so that they are able to rejoin sessions as smoothly as 

possible. There may be some sessions where it is not possible to catch up from 

home; in which case, personal tutors will discuss other strategies that can be 

implemented on the learner’s return.  

  

 

Absence Reporting Procedure  
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Lifelong Learning  

  

While LSC encourages high attendance for all of its learners, please note that 

reasons for authorised absences are much more flexible for our learners 

accessing our day services provision, Lifelong Learning.    

  

If a learner is expected to be off college for a holiday or is unwell, a phone 

call should be made to let LSC know of the absence, which will then be 

entered on Databridge by our staff team. 

  

When a learner has not attended for a number of weeks/months they may 

risk losing their place and funding from social care. Although Lifelong 

Learning is flexible, we must still adhere to funding and contracts which has 

been approved at the start of a learner’s provision.  

  

Time keeping is important and learners are expected to arrive for start of 

sessions for Lifelong Learning at 09.30 a.m. - if a learner is going to be late, we 

ask that we are notified with a phone call or an email before 10.30 a.m. Any 

changes must be agreed with the Lifelong Learning Manager in advance 

and will reviewed regularly.   

  

Learners who are late on a regular basis can be offered a flexible start time, 

but this must be agreed with Lifelong Manager beforehand.  

  

Attendance of learners will be discussed at annual reviews.  

  

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Annex 1 – Accessible Attendance and Punctuality Policy  
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Attendance and Punctuality Policy  
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Annex 2 – Template Letter to Parents/Carers  

  

Date: [Date]  

  

Name of parent/carer  

Address  

Address  

Address  

Post code  

  

Dear [Parent/Carer]  

  

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

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

At Landmarks we have high aspirations for our learners and expect 

attendance for at least 85% of the time, as we recognise that low 

attendance can impact our learners’ ability to make educational progress 

and achieve their targets.   

  

I have attached our attendance policy to this letter which outlines the 

college’s procedures in relation to low absence.  

  

Although we anticipate that learners will occasionally have absences, lower 

than 85% attendance suggests that there may be other factors involved 

which the college may be able to support with. We would therefore like to 

invite you to a meeting to discuss this further and see if we can work together 

to increase [learner]’s attendance at college.  

  

[date/time/location of meeting]  

  

If you are unable to attend, please inform the college by calling 01246 433 

788 or email your personal tutor in order to rearrange this meeting.   

  

Yours Sincerely,  

[NAME]  

[SIGNATURE]  


