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This strategy should be read in conjunction with the following college Policies: 

• Student Support and Disciplinary Policy  

• Health, Wellbeing and Fitness to Study Procedure 

• Safeguarding Children and Vulnerable Adults Policy and Child Protection Procedures 

 

 



 

4 
 

Overview and Expectations 

Winstanley College recognises the positive link between student attendance and student 

achievement and as a result, we expect our students to achieve maximum 100% attendance.  

Educational research states that excellent attendance has a positive impact on the academic 

achievement of students. An excellent record of attendance is therefore essential for students to 

make the best progress in their academic, social and emotional development.  

Students enrol to undertake an agreed programme of study and as such, students are expected to 

attend all curriculum, tutorial and support sessions on their timetable.  

Excellent attendance and punctuality are key employability and life skills that can be learned and we 

will work with students and their parents / carers to promote this. College expects students to 

attend all lessons promptly to ensure minimal disruption to learning for all. A student will be marked 

late if they arrive to class after 5 minutes from the start of the lesson.  

We will praise and celebrate excellent student attendance, including students’ UCAS / employment / 

apprenticeship references, written on behalf of the College.  

How do we monitor student attendance? 

• Through the accurate marking of registers at the beginning of each lesson (within the first 5 
minutes)  

• Personal Tutors conduct daily checks on student attendance. They will query absences and 
challenge poor attendance, in line with the College’s Attendance Management Strategy, 
Student Support and Disciplinary Policy and Health, Wellbeing and Fitness to Study 
Procedure  

• College has trigger points for attendance which may alert College to act if there are concerns 
around a student’s attendance  

• Each student’s individual circumstances will always be considered 

Trigger points for attendance review and intervention: 

1. Three separate incidents of unauthorised absence within a half term 
2. Six days of absence within one term 
3. Continuous absence of 3 days or more 
4. Returning to College after being on holiday during term-time  
5. Student’s overall attendance being a cause of concern: -  

Less than 95% attendance for any course followed by a student  
Attendance will be closely monitored and possible sanctions applied to help improve 
student’s attendance.   
Less than 90% overall attendance for any course followed by a student 

Sanctions will be applied in order to support and monitor student’s attendance to help them 

improve, unless there are extenuating circumstances impacting the student’s attendance e.g. 

medical / health need. Termly communications are sent to parents / carers where a student’s 

attendance is under 90%.    

Less than 85% overall attendance for any course followed by a student 

Serious concerns and sanctions will be applied to ensure improvements are seen. Internal 

progression to an additional year of study within the College will be subject to an interview 

with a senior member of staff. 

6. Any pattern of absence from either specific subjects or patterns of absence that cause concern  



 

5 
 

(Please note: a full week + 1 day of absence due to ill health requires a doctor’s note and / or 
medical evidence e.g. prescription dated within period of absence). 

 
If any of these trigger points are met, then the Personal Tutor will conduct a return to College 
interview which may result in additional support and / or disciplinary action. Absences should be 
addressed quickly to ensure appropriate support can be put in place to remove any potential 
barriers impacting a student’s attendance. Where sanctions or disciplinary action may be required, 
these may initially be ‘informal’ actions, which may lead to more formal measures if problems 
persist. 
 

Senior Tutors and Assistant Senior Tutors support Personal Tutors in their work, in line with the 

Student Support and Disciplinary Policy and the Health, Wellbeing and Fitness to Study Procedure. 

They will ensure appropriate support measures and, where appropriate, timely sanctions are in 

place to support the student to attend.  

A Personal Tutor will regularly contact home if a student’s absence is causing concern.  

Please note: it is a student’s responsibility to update college if their and/or their parent / carer’s 
contact details change.  
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Unauthorised Absences 

Unauthorised absences impact student attendance figures.  

Whilst the following reasons for absences will be recorded as notified on the student’s registers if 

the below steps are followed, please be aware that a notified absence will impact the student’s 

overall attendance.  

• Absence due to sickness / illness will be recorded as unauthorised (exceptions are listed 

below).  

• Routine Doctor and Dental Appointments will be recorded as unauthorised. 

The College asks that all medical and dental appointments are made outside of lesson time. 

In the rare cases that this may not be possible, students should complete a request for 

absence form (available from the Attendance Officer, Student Services Reception or the 

Guidance area) and present this to the Attendance Officer, along with any evidence to 

support the absence before the appointment. 

• Holidays in term-time will be recorded as unauthorised. College expects that students will 

not take holidays during term time. If a holiday has to be taken during the College term, the 

College asks that parents/carers and students complete the below steps: 

1. Along with a student request for absence form, a letter should be submitted by 

parents/guardians to the Senior Tutor outlining the request for the holiday, including the 

reasons the holiday has to be taken in term time. 

2. The student must notify all their teachers and their Personal Tutor of the absence. Any work 

that is assigned by the teacher must be completed and handed in upon their return to 

college.  It is the student’s responsibility to catch up with any other missed work once they 

have returned to college.  

3. If the college has serious concerns about a student’s attendance and academic performance, 

we will advise that they do not go on the holiday as it may jeopardise the student’s 

achievement. 

Authorised Absences  

Only exceptional circumstances warrant an authorised leave of absence from college. Authorised 

absences do not impact student attendance figures. Authorised absences mean that the college 

has either given approval in advance for a student to be missing from lesson(s) or has accepted an 

explanation offered afterwards as justification for their absence. College will consider each 

application individually, taking into account the specific facts and relevant background context 

around the request.  

• College trips and visits are dealt with internally and registers will be marked accordingly. If 

these are College organised events, then the register mark will not impact the student’s 

overall attendance.   

• These will ONLY be authorised if the reason for absence is unavoidable, and the evidence 

has been presented to the Attendance Officer.  Students must complete a request for 

absence form prior to an absence from College for these reasons. The request for absence 
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form should be completed and handed into the Attendance Officer along with any 

supporting evidence before the event.   

• It is the student’s responsibility to ensure that they are registered appropriately and have 

presented College with documentary evidence in advance wherever possible of any 

authorised non-attendance.  

• Absences will not be approved if documentary evidence of reason for absence is brought 

into College more than two College days after the absence has occurred.  

Authorised Absences:  

1. University Interview (3 maximum) 
2. Hospital / Orthodontist Appointments/ Serious illness supported by a doctor’s note only * 
3. Religious Holidays 
 

If you are ill whilst at college: 

• You MUST come to Guidance to see your PT before leaving College  
• For safeguarding reasons, we will contact a parent or carer to make them aware you are 

going home and confirm if they can collect you and / or other travel arrangements for you to 
get home safely  

• We will then update your register accordingly 
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Student Absence Procedure-How to notify College of a Student Absence  

Student absence must be reported by a parent/carer, not the student.  

Absences must be notified prior to 10.00am on each day of absence. If a student lives 

independently, then arrangements regarding absence reporting must be made with the student’s 

Personal Tutor.  

The College operates an automated system for reporting absences. Parents/carers do not need to 

speak to a member of staff to report a student absence.  

Absence from College must be reported every day of the absence, as outlined below: 

1. To report a student absence, parents/carers need to have the student’s ID number ready 

(this can be found on the student’s ID card) 

• Contact Winstanley College on 01695 633244  

• Press 4 to report a student absence 

• Press 1 to report an absence using the College’s automated system  

• Parents/carers then enter the student ID number (omitting any letters) followed by 

the # key. For example, student ID number W001234 should be entered as 001234# 

• A text message will be sent to NOK to confirm the absence has been reported 

successfully and the register will reflect a notified absence 

• Please note that notified absences do still count as a negative attendance mark and 

therefore will impact a student’s overall attendance  

2. Parents/guardians can also contact Winstanley College’s Attendance Officer by email at 

attendance@winstanley.ac.uk 

Please note: During term time, the Attendance Officer’s working hours are Monday –Friday, 

9am until 12:45pm. If parents/carers report an absence after 12:45pm, the daily 

unauthorised absence text message may still be received.  

3. Students must email all of their subject tutors and their Personal Tutor to notify them of 

their absence and request details of work they will / have missed during their absence. It is 

the student’s responsibility to contact their teachers and to ensure they catch up with all 

missed work. 

Parents/carers can raise any attendance related concerns with the student’s Personal Tutor. 

Unnotified Absences  

Should a student receive an absent mark from (at least) one of their lessons where prior notification 

of their absence has not been received, the College will text the student’s NOK at the end of each 

College day to inform them of this.  

Absence Text Template: Hello, our records show that your child may have been absent today. Please 

email attendance@winstanley.ac.uk to explain their absence. Thank you. 

Please note: individual texts are not sent at the point a lesson has been missed but at the end of the 

college day.  

mailto:attendance@winstanley.ac.uk
mailto:attendance@winstanley.ac.uk
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Parents / carers are able to check all of their child’s registers and attendance marks on the Parent 

Cedar page. If a parent / carer has any queries about their child’s attendance, then we advise 

checking these registers for further information. Please also remember that a student’s Personal 

Tutor can also be contacted at any time.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


