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Great Oaks College Attendance Policy 
Person Responsible: Principal - Nickyie Thomas  

 
Date of Policy: 
 

March 2024 

Next review date: 
 

March 2027 

Rationale 
At Great Oaks College we recognise that regular and consistent student attendance 
is essential to our students making progress in their academic, physical and 
emotional development. It is the parent/Carer’s responsibility to ensure that their 
young people attend college regularly. We also recognise our responsibility as a 
college to monitor student’s attendance effectively and that this is part of our duty 
under the Education Act 2002, which places a duty on local authorities to have 
regard to guidance issued by the Secretary of State with regard to safeguarding and 
promoting the welfare of young person and students.  

At Great Oaks College, we also recognise that our students’ additional medical 
needs do impact from time to time, on their ability to attend college and that some 
student’s attendance rates may be lower than other students.  

We also recognise that some of our students display challenging behaviour which 
makes it more difficult for parents to ensure their regular attendance. At Great Oaks 
College we always seek to support parents and to work with health and social care 
professionals to support families. It remains however parental/Carer’s responsibility 
to ensure their young person attends college regularly. 

 
Aims 

We are committed to meeting our obligation with regards to college attendance 
through our whole-college culture and ethos that values good attendance, including: 

o Promoting good attendance  
o Reducing absence, including persistent and severe absence 
o Ensuring every student has access to the full-time education to which they 

are entitled 
o Acting early to address patterns of absence 
o Building strong relationships with families to ensure students have the 

support in place to attend college 
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Roles and Responsibilities  

The Principal 

The Principal is responsible for:  

o Implementation of this policy at the college 
o Monitoring college-level absence data and reporting it to the board 
o Supporting staff with monitoring the attendance of individual students 
o Monitoring the impact of any implemented attendance strategies  
o Having an oversight of data analysis 
o Devising specific strategies to address areas of poor attendance identified 

through data 
o Building relationships with parents/carers to discuss and tackle attendance 

issues 
o Creating intervention reintegration plans in partnership with students and 

their parents/carer. 
 
 
The Designated Safeguarding Lead 
 
Monitoring the attendance of students that are causing concern. 
Using the monthly safeguarding meeting to gather, analyse and assess the 
attendance of students that are causing concern and set actions to ensure that 
safety and wellbeing.  
 

Class teachers/ Teaching assistants  

Class teachers/Teaching assistants are responsible for recording attendance on a 
daily basis, using the correct codes, and submitting this information to the college 
office on the same day by 9:15am for the morning sessions and by 1.30pm for the 
afternoon sessions. SA Admin/office staff 
 Admin/office staff will: 

o Take calls from parents/carers and students about absence on a day-to-day 
basis and record it on the college system 

o Transfer calls from parents/carers and students to the Deputy Principals if    
more complex support needed on attendance  

 

Parents/carers  
It is the parent/Carer’s responsibility to report student absence and the reasons for 
that absence by telephoning the college on the first day they are absent. 
Parents/Carers should then keep the college up to date with the details of any 
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continued absence. If a parent fails to report absence directly to the college, then 
college will contact parents/carers on the day of absence to ask for information. This 
will normally be carried out by the admin team. 

 

Parents/carers are expected to: 

o Make sure their young person attends every day on time 
o Call the college to report their young person’s absence before 9am] on the 

day of the absence and advise when they are expected to return 
o Provide the college with more than 1 emergency contact number for their 

young person 
o Ensure that, where possible, appointments for their young person are made 

outside of the college day 

Students 
o Students are expected to attend college every day on time. 

 
Objectives 

 Attendance causing concern 

The College admin officer will investigate where a student’s attendance has fallen 
below an acceptable level for that student. This will take into account each student’s 
individual health of which the college has been made aware. In usual circumstances 
this is where a student’s attendance falls below 90% and there is no clearly identified 
medical reason for this.  

Where student’s attendance is causing concern and is below the attendance 
expected for them, parents will be sent an absence letter. That student’s attendance 
will be reviewed after four weeks.  

The admin officer will produce a summary of attendance actions taken for the 
students causing concern meeting. 

The meeting will decide on an appropriate action for instance; 

• 2nd letter will be sent including a four-week attendance target with another 
review date 

• An attendance meeting to be set up between the parents/carers, the student 
and the appropriate senior leader 

Where students do not attend college regularly and parents do not keep us fully 
informed of the reasons for student absence in line with their medical needs the 
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college has a duty to consider this as a safeguarding issue and report it to the 
appropriate authorities.  

If a young person ceases to attend regularly then Great Oaks College may withdraw 
their place at the college. EFA funding is withdrawn if a student is absent for three 
consecutive weeks without authorisation. 

Absence from college for reasons other than their medical needs or illness 

Parents are informed of their duty to ensure that their young person attends college 
regularly. They are asked not to book any other events during college term time that 
will result in them being absent from college, and in particular are asked not to book 
holidays during term time. 

If there are unavoidable reasons for absence other than meeting a young person’s 
medical needs, then parents need to write to the Principal requesting permission. 
The Principal may decide whether there are exceptional reasons for which a student 
needs to be absent, however it is highly unlikely that any holiday would be 
considered to be an exceptional reason. The parents will receive a reply in writing 
either giving or not giving permission for the absence. 

Where permission has not been given for absence the student’s absence is 
‘unauthorised’ 

College refusal 

Great Oaks College students are adults. If a student is refusing to attend their 
College Course, they are clearly communicating their choice.  

College staff will provide advice to students and their families or carers to maintain 
a College Placement and will refer to and liaise with relevant agencies able to work 
towards consistent college attendance. 

If, despite all possible support having been provided, a student continues to refuse 
to attend it will be assumed that the student is expressing their preference not to 
continue a programme of study, and support will be provided to the family to seek 
an alternate provision. 
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Template 1 

College Letterhead 

                                        

                                                                                 

                Date………….. 

Dear Parent/Carer, 

 

Name of young person…………………….. 

DOB ……………………. 

Attendance…..% 

 

I am writing to you about your young person’s college attendance. As I am sure you 
are aware regular attendance is important so that students can maximise their 
educational opportunities. I note from the college register; your young person’s 
attendance is below 95%.  

 

College will continue to monitor your young person’s attendance and if there is no 
significant improvement further correspondence will follow. 

 

Please contact the college office if you have any queries regarding this letter. 

 

Yours faithfully, 

 

Principal 
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Template 2 

College Letterhead 

                                                                                                                

 

   Date…….. 

Dear Parent/Carer, 

 

Name of young person……. 

DOB……. 

Attendance %.............. 

Further to my previous letter dated ….., I am writing to express my ongoing concerns 
regarding…………..’s level of college attendance. 

 

College is now setting …….. a  % attendance target which we will review on ……… 

 

College can only authorise an absence when medical evidence is provided. We do 
not expect a medical certificate from your GP; however, the legal burden is with the 
parent to provide: a date stamped appointment card / appointment letter, a label from 
any prescribed medication for the absence to be authorised. 

 

If your young person’s attendance does not improve and absences are not 
authorised you will be invited to a college meeting. We may consider terminating the 
college placement if attendance does not improve. 

 

Yours faithfully, 

Principal 

 

 



 

7 
 

Template 3 

College Letterhead 

                                                                                                                

   Date…….. 

 

Dear Parent/Carer, 

 

Name of young person……. 

DOB……. 

Attendance %.............. 

 

Further to my previous letters, I am writing to express my ongoing concerns 
regarding………….. ‘s college attendance. I would therefore like to invite you to a 
meeting in college with Mr/Mrs………..on …………at………… 

 

This meeting will give us an opportunity to discuss ways that we can support you in 
improving your young person’s attendance. We are now considering terminating the 
college placement if attendance does not improve. 

I would be grateful if you could confirm your attendance, however, if this appointment 
is not suitable, please contact the college office to arrange an alternative time. 

 

Yours faithfully, 

 

Principal 
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Approved by Board of Trustees 
Print Name  
Sign  
Date Agreed  

 

Killian O'Sullivan

23/7/2024


