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	Regular attendance matters. Absence and disengagement are also potential safeguarding indicators and must be followed up promptly.





1. Purpose and principles
Bromley Mencap Training Centre (BMTC) expects learners to attend regularly, arrive punctually and participate in their programme. Good attendance supports achievement, wellbeing, independence and progression. As a specialist FE provision for learners with EHCPs, BMTC recognises that absence may reflect SEND, health, emotional wellbeing, family circumstances, transport, relationships, curriculum barriers or safeguarding concerns. The response will therefore combine high expectations with early support, reasonable adjustment and professional curiosity.
Attendance will be considered alongside participation, engagement, progress and individual circumstances. Learners will be involved in decisions and parents/carers and relevant professionals included where appropriate.
2. Attendance expectations and daily procedure
Learners or parents/carers should notify BMTC by telephone, text or email before 10.00am on the first day of absence, giving the reason and expected return where known. BMTC will hold current learner telephone/email details and parent/carer or nominated-contact telephone/email details.
Registers use: P - Present | L - Late | A - Absent/unexplained | E - Excused/authorised. Repeated lateness is reviewed as an attendance concern where appropriate.
	Role
	Responsibility

	Tutors
	Take the register promptly, record lateness, pass relevant information/concerns to the Learner Development & Progression Coordinator/Administrator, set work for learners studying from home and assess completed work.

	Learner Development & Progression Coordinator/Administrator
	Owns day-to-day attendance administration: checks registers; follows unexplained absence; contacts learner, then parent/carer/nominated contact if needed; records reasons/outcomes; maintains the central tracker; undertakes routine Stage 1 contact.

	Senior SEND Tutor
	Has oversight of attendance and engagement; reviews concerns with the Coordinator/Administrator; considers SEND and reasonable adjustments; oversees Stage 2 support and reintegration.

	Lead LSA
	For persistent/long-term absence, maintains weekly learner contact, monitors participation in home learning and liaises with tutors about work set and completed.

	Director of Education / SMT
	Oversees persistent or complex Stage 3 cases and wider professional/local-authority involvement.

	DSL / DDSL
	Leads whenever absence or non-engagement raises a safeguarding concern.


Attendance information will be recorded once wherever possible to avoid duplicate systems and unnecessary workload.
3. Safeguarding and unexplained absence
Absence and disengagement are potential safeguarding indicators. Staff must consider circumstances and patterns, not only percentages. Unexplained or unusual absence, repeated failure to make contact, a sudden change in attendance/engagement, or any concern about safety or welfare must be escalated promptly to the Senior SEND Tutor/DDSL. Staff must not wait for a threshold or scheduled review where immediate concern exists.
Safeguarding detail is recorded through the safeguarding system, not on the attendance tracker. The tracker should use only a brief cross-reference such as “Safeguarding concern - see safeguarding record”.
4. Monitoring and three-stage support
The Learner Development & Progression Coordinator/Administrator maintains one central attendance tracker for the 16-learner cohort. It will show attendance %, lates, RAG, attendance stage, brief reason/current action, last contact, next review and home-learning engagement where relevant.
Green: 95% and above - no attendance concern.
Amber: 90-94.9% - monitor and consider early intervention.
Red: below 90% - attendance review required.
RAG is a visual monitoring aid and does not replace professional judgement. Every three weeks, the Coordinator/Administrator and Senior SEND Tutor review all learners. Only significant or persistent cases need escalation to SMT; the central tracker is the monitoring record.
Stage 1 - Early Support. The Coordinator/Administrator contacts the learner and/or parent/carer, establishes the reason, identifies immediate barriers/support and records a brief note on the tracker. No additional form is required.
Stage 2 - Attendance Support. If concerns continue or barriers are more complex, the Senior SEND Tutor becomes involved. The learner and, where appropriate, parent/carer explore SEND/communication needs, health/wellbeing, transport/home circumstances, relationships/safeguarding, curriculum engagement and reasonable adjustments. An Attendance Support Plan may be used where helpful and normally reviewed within three weeks.
Stage 3 - Persistent or Complex Absence. The Director of Education/SMT oversees a wider review. This may include the placing LA SEND/EHCP team, an early EHCP Annual Review, health/social care/SALT or other professionals, review of reasonable adjustments/placement suitability, safeguarding referral, or a planned phased return. Persistent absence does not automatically result in removal from the programme.
5. Persistent/long-term absence and continued learning
Where a learner is persistently or long-term absent but well enough to learn, the expectation is that they continue education from home as far as reasonably possible. BMTC may provide work through OneDrive/email, CENTURY Learning or other online platforms; adapted tasks; virtual access to lessons through Microsoft Teams where practicable; and ICT equipment for home use where needed.
Tutors set appropriate work, assess completed work and provide feedback. The Lead LSA maintains weekly contact, checks access and participation, identifies barriers and liaises with tutors. The Coordinator/Administrator records a simple engagement status: Engaging | Partially engaging | Not engaging | Unable to participate | N/A. Where a learner is not well enough to learn, there is no expectation to complete work; contact focuses on maintaining connection and planning return.
6. Return to on-site learning
Following persistent or long-term absence, the Senior SEND Tutor will oversee reintegration. Support may include a return-to-learning conversation, temporary reasonable adjustments, additional LSA support, catch-up arrangements, a planned phased return and coordination with relevant professionals. Any reduced or phased timetable must have a clear rationale and review date and should normally aim to return the learner to their full appropriate programme.
7. Quality assurance
Attendance and engagement will be considered alongside progress, achievement, safeguarding, EHCP outcomes and learner development. Significant themes and actions will inform quality assurance, SAR and QIP activity. Conduct procedures are considered only where there is sustained deliberate non-engagement without good cause and appropriate support has already been offered.
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