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1.0 Introduction  

At Burton and South Derbyshire College (BSDC) we know that high levels of attendance and punctuality facilitate a 

good education and future career prospects. Ensuring high levels of both learner attendance and punctuality are the 

responsibility of all college staff. The purpose of this strategy is to outline the processes and procedures which should 

be followed to maintain high levels of attendance and punctuality.  

2.0 Scope and Purpose   

The BSDC attendance and punctuality strategy applies to all learners at the College. Its purpose is to help learners 

develop a positive approach to attendance and punctuality, reduce absenteeism and lateness, and encourage full 

attendance wherever possible. The strategy also aims to detect, monitor, and address patterns of poor attendance 

and punctuality, support those facing genuine barriers to attending, and celebrate learners who demonstrate high 

levels of attendance and punctuality. BSDC’s embedded Skills Promise places a strong emphasis on attendance as 

a core element of preparing learners for the world of work ensuring they are ‘job-ready’. 

3.0 Strategic Approaches 

BSDC recognises that a single, universal approach to managing attendance and punctuality is not appropriate and 

acknowledges that different types of learning programmes require tailored strategies. However, while the methods 

may vary, the expectations regarding attendance remain consistent across all programmes.  

Research consistently demonstrates a strong link between poor attendance, poor punctuality, and lower attainment. 

Regular communication with learners, parents, and next of kin (where applicable) when attendance becomes a 

concern helps to reinforce the value of good attendance and provides support to learners as they progress towards 

employment. 

At BSDC, we are committed to raising the profile of good attendance and punctuality from the very beginning of the 

learner journey. From application through to enrolment and induction, learners are made aware of the importance of 

attending and being punctual for all learning activities, and how poor attendance can impact both academic success 

and future career progression.  

4.0 Attendance & Punctuality Recording Procedures 

4.1 Legal Compliance Document: Registers are a legally binding record that requires accurate documentation of 

attendance and punctuality. Maintaining this record diligently is essential not only for compliance, but also for learner 

safety and safeguarding. Accurate registers ensures that all learners are accounted for and that any concerns 

regarding attendance can be addressed promptly.  

 

4.2 Register Marking Time Frame: A register owner is responsible for marking their register within the first 15 minutes 

of a session and updated any register marks prior to the end of the session. The register system clearly shows 

individual users any outstanding (unmarked/part marked) registers. The College has established a clear expectation 

regarding the prompt completion of registers, setting an in-year tolerance level of 97%. Compliance rates for register 

completion are monitored at departmental level and are reviewed during Academic Performance Reviews. 

 

4.3 Register Errors: Register owners are responsible and accountable for marking their registers accurately. If a 

member of staff has identified an inaccurate mark, they can edit register marks. Accuracy of register marks is 

important in the event of any change requests for learners (i.e., transfers, withdrawals, group changes).  
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4.4 Approved Register Marking Codes: 

 

Mark Approved Register Marks Impact 

P Present Positive 

L Late: To be used for all sessions where a learner arrives late, whether the lateness is 

notified or un-notified. Staff must record the number of minutes the learner was late. 
Positive 

E Examination Positive 

0 Absence Negative 

C Class Cancelled: (SLT Approval Required) Netural 

M Long Term Medical (SLT Approved Required) Neutral 

R Present – Offsite Online Learning Positive 

Z Work Experience / Industrial Placement Positive 

S Suspended Neutral 

Note: To maintain consistency and control in register marking, not all attendance codes are accessible to all tutors. 

Access to restricted codes requires approval from a member of the College’s Senior Leadership Team (SLT). 

4.5 Authorised Absences: The College recognises that from time-to-time, individuals may suffer from illness and/or 

injuries which mean they are not able to attend timetabled sessions. In these instances, individuals will be marked 

absent. BSDC’s attendance recording and monitoring strategy does not permit the use of authorised and/or approved 

absences, regardless of circumstance, mirroring the professional workplace environment learners are preparing to 

enter. 

4.6 Appointment & Holidays: We ask learners (and where applicable next of kin) that all appointments are made 

outside of timetabled sessions, but recognise this may not always be possible, and in such cases, evidence may be 

requested to justify absences and/or lateness. In all instances, these will be recorded as absences, regardless of 

evidence provided.  

The College’s term dates are published annually. Learners and their respective parent/guardians are strongly advised 

against learners taking holidays during term time as this is likely to result in significant lost learning and/or 

assessment opportunities. 

4.7 Religious Holidays & Festivals: The College recognise the significance of religious holidays and festivals respecting 

learners’ diverse backgrounds fostering an inclusive environment. 

Learners are asked to notify their Course Leader and/or Progress Coach of their planned absences due to religious 

holidays and/or festivals. Those aged 18-years or under will require parental/guardian consent. Parent and guardians 

will continue to receive automated absence notifications during these events. 

In these instances, individuals will be marked absent as our attendance recording and monitoring does not permit 

the use of authorised and/or approved absence, regardless of circumstance, however these absences will not result 

in intervention triggers. Learners will be responsible for making up any missed work. 

4.8 Leaving College Unwell: Learners are required to inform a member of staff if they intend to leave the College 

campus due to ill health. Where possible, we will encourage that learners try and attend any remaining sessions. 

Where this is not possible, the individual’s designated next of kin will be contacted for those aged 18-years or under 

to confirm safe and suitable travel arrangements are in place. 

4.9 16-19 EPYP Specific Procedures – Given to Parents / Guardians 

4.9.1 Parent/Guardian Absence Notification: The College sends notification emails to registered next of kin daily, 

reporting any formal learning sessions missed during that day for learners aged 18-years old or under. These emails 

are automated and for information purposes only. If a parent/guardian has already notified the College of their son, 

daughter or wards non-attendance, they will still receive this information. 
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4.9.2 Learner Absence Reporting:  

Learners or their parents/guardians are required to notify our Absence Monitoring Team by 9:00am on the day of 

absence. 

They can do so by: 

• Emailing: Attendance.Monitoring@bsdc.ac.uk 

• Calling: 01283 365400 

• Or via the switchboard: 01283 494400 (select option 4) 

This process reflects the expectations of a professional workplace, which learners are being prepared to enter. 

4.9.3 Reasonable Adjustments: Where individuals have ongoing medical conditions and/or personal circumstances 

which are likely to result in absences, these will be supported through reasonable adjustments, however, the College 

attendance expectations remain. 

4.9.4 Fitness to Study: Where attendance levels fall below expectations due to ongoing medical conditions and/or 

personal circumstances for prolonged periods, and/or there is a high probability it is likely to result in a failure to 

achieve some or all of the programme elements, then the College reserves the right to initiate its fitness to study 

policy. 

5.0 Attendance Monitoring & Intervention 

BSDC does not operate with predetermined numerical thresholds for attendance interventions, as it recognises that 

each learner’s circumstances are unique. Instead, decisions around intervention are informed by localised factors 

such as programme modality, length and type as well as learners’ individual circumstances including but not limited 

to safeguarding concerns.  

This flexible approach allows staff to apply professional judgement, setting consistently high expectations and tailored 

responses that are proportionate and effective, ensuring that interventions are meaningful and supportive rather 

than just punitive. However, where external funding guidelines stipulate minimum attendance thresholds, these are 

strictly enforced to ensure compliance and protect the integrity of funding claims. This balanced strategy reflects the 

BSDC commitment to inclusive practice while maintaining high levels of attendance expectations. 

5.1 External Funding Stipulations: Where external funding agencies set specific requirements regarding attendance, 

these stipulations will take precedence over the College’s internal strategies and interventions and must be strictly 

adhered to. 

 

5.1.1 Financial Support Policy: Attendance for those learners in receipt of financial support through college bursaries 

will be routinely monitored by the College’s Financial Support Team. Where a learners attendance falls below 75% 

the College reserves the right to suspend bursary payments. Before any sanctions or restrictions are applied, checks 

should be carried out to identify any unknown barriers, including safeguarding arrangements that maybe affecting a 

learner’s attendance and/or punctuality. Sanctions may be lifted following consultation and where actions have been 

taken to improve attendance and/or punctuality. However, if no improvement is observed, this may result in the 

termination of the bursary award. 

 

5.1.2 Consecutive Absences: If a learner is absent for a continuous period of four weeks, they must be withdrawn 

from the programme, regardless of the reason for their absence. However, funding may continue for up to four 

consecutive weeks (28 days), excluding holiday periods, provided the learner returns within that timeframe. Should 

the learner re-engage after a prolonged absence, they may be eligible for reinstatement onto the programme.  

 

To support the monitoring of consecutive absences, details of learners at risk of breaching consecutive absence 

thresholds will be automatically shared with Directors of Curriculum, who should then initiate the College’s learner 

withdrawal process. 
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6.0 Roles & Responsibilities  

Job Role Responsibilities (Synopsis) 

All Staff Members 

✓ Ensure learners understand and know the College expectations in terms of attendance 

and punctuality.  

✓ Support the learner to achieve high standards of both attendance and punctuality in all 

aspects of their respective programme. 

Progress Coaches 

✓ Support the monitoring of learners’ attendance 

✓ Reporting instance on non-attendance using Pro-monitor 

✓ Sign post services to learners to support high levels of attendance and punctuality  

✓ Flag attendance and/or punctuality concerns accordingly CLs, CTLs, and DC 

✓ Maintain effective and timely departmental at-risk logs  

✓ Attend fortnightly at risk meeting with curriculum managers. 

Course Tutors 

Course Leader  

✓ Ensure learners understand and know the College expectations in terms of attendance 

and punctuality.  

✓ Support the learner to achieve high standards of both attendance and punctuality in all 

aspects of their respective programme. 

✓ work with support staff to monitor learners’ attendance and punctuality  

✓ Challenge learners robustly if they are not following the absence procedures  

✓ Use Reporting Services and ProMonitor to monitor learners’ attendance  

✓ Ensure concerns, interventions are documented accordingly on ProMonitor 

✓ Undertake interventions where required 

Curriculum Team Leaders  

✓ Chair learner at risk meeting (16-19 EPYP ONLY) 
✓ Use Reporting Services and ProMonitor to monitor learners’ attendance across 

curriculum cost centre. 

✓ Ensure concerns, interventions are documented accordingly on ProMonitor 

✓ Undertake interventions where required 

✓ Contribution to providing oversight of attendance and punctuality performance for 
curriculum departments at performance reviews.  

Directors of Curriculum 

✓ Undertake intervention where required 

✓ Approve the submission of withdrawal for panel approval  

✓ Ensure that meeting notes are recorded on ProMonitor as soon as possible  

✓ Prepare regular reports to CMT providing an overview of attendance and punctuality 
across their respective Directorates, including where applicable actions being taken to 

address concerns 

7.0 Monitoring  

Information Systems Links 

Pro-monitor ProMonitor Search Students 

Internal Report BSDC Reporting Services 

 

8.0 Attendance Support & Intervention 

8.1 Approach to Support & intervention: BSDC adopts a clear and consistent approach to support and intervention. 

Whilst committed to removing barriers to learning and attendance through appropriate support, our expectations 

regarding attendance remain unchanged. As a provider of predominantly technical, vocational, and professional 

programmes, regular attendance is essential to ensure learners develop occupational competency and become job 

ready by the end of their respective learning programmes. These requirements are fundamental and cannot be 

waived, regardless of individual circumstances. 

8.2 Study Modality Differentiation: BSDC recognises that a single, universal approach to managing attendance and 

punctuality is not appropriate and acknowledges that different types of learning programmes require tailored 

strategies. However, while the methods may vary, the expectations regarding attendance and punctuality remains 

consistent across all programmes. 

 

https://ilp.bsdc.ac.uk/ProMonitor/index/search/studentsearch.aspx?academicyearid=2425
http://bsdcmissql01/reports/browse/Curriculum%20and%20Performance/Classroom%20Based%20Learning
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8.3 Triggers, Escalations, and Interventions: The following outlines a defined set of learner attendance trigger points, 

tailored to the programme's modality, along with the escalation process and the corresponding interventions to 

support improvement. 

Study Modality 
Triggers 

(Any one of the 

following) 

Escalation Intervention Arrangements 

16-19 EPYP 

Study 

Programmes 

 

Apprentices  

(All Age Groups)  

Overall attendance 

level raises significant 

concerns 

Assessment: Where one or more of 

the triggers have been reached the 

Progress Coaches should be 

notified, and an assessment 

conducted at the proceeding 

Learner at Risk Meeting. 

(Fortnightly) 

Risk Meeting: Outcomes from at-

risk meetings are formally recorded 

in ProMonitor, and at-risk learners 

are clearly identified within the 

system to ensure effective oversight 

and awareness. 

Recording: Progress Coaches will 

establish monitoring log to closely 

track learners’ attendance and/or 

punctuality and the impact of 

established actions.  

Reviewing: Departmental at-risk 

logs are maintained by Progress 

Coaches and are regularly 

monitored, reviewed, and actioned 

by Curriculum Management 

fortnightly. 

 

 

Intervention actions are proportionality 

and appropriately assigned, these include 

but are not limited to:  

 

Intervention Escalation: 

 Supportive meetings. 

 Engagement of wider support 

services (removing barriers)  

 Formal attendance / punctuality 

concern notifications 

 Parental/guardian/employer 

attendance notification concerns 

 Enhanced monitoring arrangements 

 Parental/guardian/employer 

intervention meeting 

 Disciplinary proceeding 

 Fitness to Study / Withdrawal 

 

All interventions should be formally 

recorded on learners ProMonitor. 

Apprentice Absences (SMART)  

Patterns of non-

attendance raises 

significant concerns 

Attendance on 

compulsory English & 

maths raises 

significant concerns 

(compliance trigger) 

Risk of financial 

support withdrawal 

(compliance trigger) 

(see sections 5.1.1) 

Consecutive absences 

trigger (compliance) 

(see sections 5.1.2) 

 

Study Modality 
Triggers 

(Any one of the 

following) 

Escalation Intervention Arrangements 

Adult Learning 

Programmes  

Overall attendance 

level raises significant 

concern 

Assessment: Where one or more of 

the triggers have been reached the 

Course Leader/Tutor/Curriculum 

Team Leader should be notified, 

and an assessment conducted 

whether intervention is both 

suitable and necessary. 

 

Reviewing: Course Leader / 

Curriculum Team Leaders are 

responsible for regularly monitoring, 

reviewing and where necessary 

escalating interventions. 

 

Intervention actions are proportionally 

and appropriately assigned; these include 

but are not limited to:  

Intervention Escalation: 

 Supportive meetings 

 Engagement of college and wider 

support services (removing barriers) 

 Formal attendance / punctuality 

concern notifications 

 Enhanced monitoring arrangements 

 Disciplinary proceeding 

 Fitness to Study / Withdrawal 

 

All interventions should be formally 

recorded on learners ProMonitor. 

Patterns of non-

attendance raises 

significant concerns 

Risk of financial 

support withdrawal 

(compliance) 

Risk of financial 

support withdrawal 

(compliance trigger) 

(see sections 5.1.1) 

Consecutive absences 

trigger (compliance) 

(see sections 5.1.2) 
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Study Modality 
Triggers 

(Any one of the 

following) 

Escalation Intervention Arrangements 

Distance 

Learning 

Programmes  

Automated non-

submission trigger 

Assessment: Where one or more of 

the triggers have been reached the 

Distance Learning Tutor/DL 

Administrator should be notified, 

and an assessment conducted 

whether intervention is both 

suitable and necessary.  

Reviewing: Distance Learning 

Manager is responsible for regularly 

monitoring, reviewing and where 

necessary escalating interventions. 

 

Intervention actions are proportionally 

and appropriately assigned; these include 

but are not limited to:  

Intervention Escalation: 

• Supportive meetings 

• Permitted (7-day) extension 

• Engagement of college and wider 

support services (removing barriers) 

• Formal attendance / punctuality 

concern notifications 

• Enhanced monitoring arrangements 

• Disciplinary proceeding 

• Fitness to Study / Withdrawal 

 

All communications are recorded in the 

Contact History or Notes on the systems. 

Consecutive absences 

trigger (compliance) 

(see sections 5.1.2) 

 

9.0 Reinforcing Positive Attendance & Punctuality 
Whilst BSDC acknowledges and appreciates learners who consistently demonstrate high levels of attendance and 

punctuality, it is important to reinforce that such behaviours are not celebrated as exceptional achievements. Instead, 

they are recognised as fundamental workplace expectations. The College’s embedded Skills Promise emphasises that 

regular attendance and punctuality are essential attributes for becoming job-ready, and learners are expected to 

uphold these standards throughout their educational journey. This approach ensures that attendance is viewed not as 

a rewardable act, but as a core professional responsibility that mirrors the expectations of the modern workplace. 
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