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                                           ATTENDANCE POLICY & PROCEDURES 
 

 
 
 
 
 

 
Valley College strives to provide a welcoming environment in which learners feel safe and 
secure. We seek to ensure that all learners are able to develop the skills they need to be 
fully included in their own community.  Valley College staff will work with learners and their 
families to ensure learners attend college regularly in order to maximize the opportunities 
each individual has to realise their true potential.  
 
Attendance is used to mean being physically present in college or at an alternative learning 
opportunity, arriving on time and staying for the duration of the session. There are 2 sessions 

VALLEY COLLEGE 

Addendum: From September it is vital for all young people to return to their education setting. 
This is to minimise the longer-term impact of the outbreak on their education, wellbeing and 
wider development. 

Learner attendance will be mandatory again from the beginning of the autumn term. The usual 
rules on attendance will apply, including: 
 advocates’ duty to ensure that their young person attends the education setting where they 

are registered regularly at their education setting where the young person is a registered 
learner at college 

 settings’ responsibilities to record attendance and follow up absence 

Most learners will be able to return to their setting. However: 
 a small number of learners will still be unable to attend because they are self-isolating or 

because they are a close contact of someone who has coronavirus (COVID-19)  
 shielding advice for all adults paused on August 1, subject to a continued decline in the rates 

of community transmission of coronavirus (COVID-19)  
 if rates of disease rise in local areas, young people or family members from that area, and 

that area only, may be advised to shield during the period where rates remain high and, 
therefore, they may be temporarily unable to attend 

 some learners who are no longer required to shield but who generally remain under the care 
of a specialist health professional may need to discuss their care with their health professional 
at their next planned clinical appointment – (more advice is available from the Specialist -  
letter required) 

All other learners must attend their setting. Support should be put in place to address the 
potential concerns of learners, and advocates about returning. These may include: 
 learners who were previously shielding 
 those living with someone who is clinically vulnerable 
 those concerned about the comparatively increased risk from coronavirus (COVID-19), such 

as those from Black, Asian and Minority Ethnic (BAME) backgrounds or those with certain 
health conditions. 

 
In case of report of positive case of coronavirus in college please refer to the flowchart (Appendix 
A) 

 
 



Page 2 of 4 
Attendance Policy – Valley College 

per day recorded – AM and PM. Valley College provision is based on 25 hours per week ie 
4 days per week which would equate to 8 sessions per week for recording purposes. 
 
ESFA funding conditions for provision for learners including those aged 19 to 24 and have 
an Education and Health (EHC) care plan, stipulate that a learner who has not returned to 
learning after being absent for 4 weeks could be withdrawn from their programme.  
 
Purpose 

 To highlight and ensure that all learners and advocates understand the importance 
of a learner attending and engaging with learning opportunities, including any work 
experience/placements/internships. 

 To highlight and ensure that all learners and advocates understand that a learners 
failure to attend college disadvantages them and may negatively affect successful 
outcomes. 

 
Safeguarding 
As per government guidance on attendance, Valley College staff will follow up any absences 
of learners who have not arrived in college.  This is in order to  

 ascertain the reason 

 ensure any proper safeguarding action is taken where applicable (being mindful of 
vulnerable adults missing in education) 

 identify whether the absence was authorised or not; and, 

 identify the correct code to use before entering it on to the college’s electronic 
management information system. 

 
Valley College has a defined agreed framework of recording attendance.   
 

 Learners are registered each morning and afternoon on Schoolpod 

 Learners are marked as present only if they are physically in attendance at the 
registration period.  In all other cases they are registered using the N code (no reason 
yet provided), unless staff have prior knowledge of the reason for non-attendance. 

 Where absence is unavoidable, the learner or advocate will notify college before the 
start time of 9.00am on 01706 214640 option 2.   

 If a learner has not arrived in college by 10:00am, and there is no reason for absence 
given, then a member of college staff will contact the learner and/or advocates 
immediately to ensure that the learner is safe. 

 The N code will subsequently be amended by the college Administrative Officer when 
a reason has been determined. 

 Learners who need to leave during the college day for appointments must show the 
appointment card or a letter from the parent/carer/advocate to the teaching staff 
before leaving.  Learners arriving late due to medical appointments must also show 
on arrival their appointment card or letter.  This is to ensure the safety of all learners.   

 
Advice and guidance for learners and parents/carers/advocates 
 

 Attendance is reviewed on a weekly basis and any concerns passed to the Head 
of College. Attendance would not be expected to fall below 90% during each 
academic year 

 Holidays should not be taken in term-time and will be recorded as unauthorised 
absence. Absences in term-time can only be authorized in exceptional 
circumstances. This could be up to 15 days per academic year. ‘Exceptional’ 
circumstances are those which do not happen regularly or are not expected.  
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 The learner or advocate may make a specific request for absence in writing in 
advance to the Head of College who must be satisfied that there are exceptional 
circumstances based on the individual facts and circumstances of the case which 
warrant the leave. A leave of absence is granted entirely at the Head of College’s 
discretion.   

 Any learner refusing to engage in learning who leaves the college/work 
experience/placement during a session will be marked in the register as absent. 

 
Religious absence 
The college will authorise one day per religious festival eg Eid (ie the day set aside 
by the religious body of which a learner and/or parent/carer is a member). This will 
be marked in the register with an R mark. Any additional leave must be requested in 
advance and this can only be authorized if it is fitting that exceptional circumstances 
apply. (marked as a C mark) 
 
Attendance below 90% 

 If attendance falls below 90%, a meeting will be arranged with the Head of 
College to ascertain issues surrounding attendance with the learner and 
parents/carers/advocates and to discuss any appropriate support.   

 If attendance does not improve, a further meeting will be arranged to ascertain 
difficulties with attendance and strategies to improve attendance. If attendance 
does not improve after the 2nd meeting a verbal warning will be issued by the 
Director of College.   

 If attendance does not improve after the verbal warning has been given a 
meeting will be arranged and a written warning will be issued and the learner 
maybe withdrawn from the programme at Valley College. The College will 
inform the local authority of any withdrawal. 
 

Reintegration of learners following a significant period of absence 
 

 Valley College recognises and is sensitive to the needs and circumstances of 
learners who return following a period of significant absence. 

 The learner and advocates will be consulted in this process. 

 All relevant staff will be involved and informed of the process. 

 A timescale for a plan of reintegration should be agreed if applicable. 
 
References: 
The Education (Student Registration) (England) Regulations 2006 
DfE School Attendance: Guidance for maintained schools, academies, independent schools 
and local authorities (July 2019) 
EFSA Funding Guidance for young people 2019-2020 (version 1.0 published June 2019) 
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Written By: SJ &LM Oct 2019 

Reviewed: SJ Sept 20 
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Page 4 of 4 
Attendance Policy – Valley College 

Appendix A 
FLOWCHART FOR DEALING WITH SUSPECTED AND CONFIRMED COVID-19 

COLLEGE NOTIFIED OF CASE OF COVID19 

Does the learner/staff have a positive test result? 

Does the learner/staff have a Covid-19 symptoms? 
 New continuous cough and/or 
 Fever (temperature of 37.8C or above) 
 Loss of or change in normal sense of taste or smell 

(anosmia) 

MANAGE AS PER OTHER 
ILLNESSES 

Ie If diarrhoea and vomiting 
learner to stay off college 
whilst symptomatic and 48 hrs 
after the last symptoms 

Learner/Staff 
gets NEGATIVE 

test 

Learner/Staff gets 
POSITIVE test     

result following 

CONFIRMED CASE 

SUSPECTED CASE OF 
COVID19 

 Record minimum     
dataset  

 Advise learner/advocate 
that the person with 
symptoms should self-
isolate for 10 days and 
the rest of the 
household for 14 days 

 Advise the learner to get 
tested as sson as 

CONFIRMED CASE OF 
COVID19 

 Ask advocate/learner for 
date of onset of        
symptoms/date of test 

 DoE helpline 0800 046 8687 
Option 1 is         available 
to support in managing 
the case 

 Complete minimum     
dataset and return to LA. 

NO 

NO 

YES 

YES 


