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1 Introduction
Transferable Skills training (TST) is committed to encouraging a learning environment where regular attendance and punctuality are highly valued. This policy outlines the expectations and procedures for managing attendance and punctuality, which are crucial for the success and development of our learners. 

2 Scope
This policy applies to all learners enrolled in TST programs. It sets out the requirements for attendance and punctuality, the process for recording and monitoring attendance, and the actions to be taken in cases of non-compliance. This includes managing withdrawals and ensuring compliance for funding purposes.

3 Definitions
· Punctuality:
 The timely arrival of a learner to scheduled class or activities.
· Attendance (as set by Step in to Learning requirements): 
Present (“/”): The presence of a learner at scheduled classes or activities.
Late ("L"): Arrival more than 15 minutes after the start of a class or activity.
Work Experience (“W”): Used when a learner is participating in approved work experience offsite.
Approved Activity (“V”): Used when a learner is participating in approved educational activities offsite (interviews, meetings, referrals, events etc).
Absent (“A”): Unplanned learner absence. Reasons will be noted if known or followed up. 
Excluded Permanent (“X”): Used when a learner is absent due to permanent exclusion from the program.
Excluded Timely (’T’’): Used when a learner is absent due to temporary suspension from the program.
Reintegration Plan (’R’’): Used when a learner returns to College following a period of absence from study. 

4 Policy Statement

Attendance Requirements
All learners are expected to maintain at least 90% attendance throughout their program.
However, if a learner's initial attendance before joining Step into Learning was at or near 0%, and they demonstrate significant improvement (e.g., achieving 50% attendance over the course of a year), this will be recognised as a positive achievement. Such improvements must be clearly evidenced and documented. Attendance records will be carefully monitored, and significant growth in attendance will be marked as a success within the Self-Assessment Report (SAR).

Punctuality Requirements
Learners are expected to arrive on time for all classes and scheduled activities. The following standards apply:
Morning Arrival: Any learner arriving within 15 minutes after the start of the first class will be marked as "L" (Late) on the register. Arrival more than 15 minutes late will be recorded as "VL"
(Very Late).
Returning from Breaks: Any learner returning within 5 minutes of the scheduled end of a break will be marked as "L" (Late). Returning more than 5 minutes late will be recorded as "VL"
(Very Late) on the register. The policy is applicable to all learners engaged in programs of study within TST.

Evidence and Compliance
All partners must have evidence that individual learners are actively engaged in their specified study programs during the period for which funding and retention is claimed. This includes maintaining accurate records of learner contact time with tutors. Attendance registers must be updated daily, and Step into Learning will provide a unified register template for use in the 2025-2026 academic year. An absent learner without cause must be contacted, please see the instructions below in section 5 ‘process to contact’.

Withdrawals
Process Before Withdrawal:
If a learner has been absent for more than three days, the site will contact the parent or carer to determine the cause of the absence. If the absence continues, a letter will be sent requesting a meeting to discuss how the site can best support the learner's return to the classroom. Upon their return, the learner will be met to determine the most effective way to support their catch-up. See process for parents
Processing Withdrawals: If a learner has not attended any sessions for a continuous period of four weeks, and there has been no contact or valid reason provided for their absence, they must be withdrawn from the program. Withdrawal should be processed using the amendment forms, which must be signed by the tutor or an administrator. The learner progression section of the amendment form must be completed.
Partial Withdrawals: If a learner withdraws from part of their study plan prior to 42 days before the end date, the study plan must be adjusted to reflect the actual hours attended. This adjustment, along with the amendment form, must be submitted. This requirement does not apply if the learner withdraws from the entire study plan.
Return Intentions: If a learner has been absent for more than four weeks without being withdrawn, you must submit auditable evidence demonstrating the learner’s intention to return.

Process for contact
Morning Registration: Sites are expected to register all learners by 09:30 each day.
Initial Contact: If a learner is marked as absent without prior notification, the site must contact the parent or carer by 10:30 to determine the reason for the absence.
Determining the Cause of Absence: Parents or carers will be asked to provide a reason for the absence. If a valid reason is given, the absence will be recorded as authorised. If no valid reason is provided, the absence may be recorded as unauthorised.
Follow-Up for Unauthorised Absences: If contact is not made or no valid reason is
provided, the site will continue efforts to reach the parent or carer throughout the day.

Persistent Absence
If a learner is absent for more than three consecutive delivery days without a valid reason, this will be classified as persistent and unexplained absence. The site will send a letter requesting a meeting with the parent or carer to discuss how best to support the learner’s return to class. This situation must also be flagged on CPOMS as a safeguarding concern.

Support Upon Return 
When the learner returns, a meeting may be arranged to assess their needs and plan how to help them catch up on missed work and reintegrate into the classroom.


Escalation for Extended Absence
If the absence continues beyond four weeks without a valid reason or communication, the site may begin the withdrawal process in line with the
policy.
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