
 

 

 
 

 

 

 

 

 
 

 

 

  



 
Good attendance is inextricably linked to good attainment and achievement.  We are all 
accountable for the attendance of pupils and each member of the provision community has 
a role to play. Poor attendance usually results in under-achievement and can contribute to 
poor behaviour, disaffection and social exclusion.  Fast Forward Provision is committed to the 
continuous improvement of the attendance figures, beginning with a target of 90% this year. 
 
Responsibility of the provision: 

• promote high standards of attendance for everyone 

• be accountable re. attendance 

• provide support and systems which enable students, staff, parents/guardians to take 
responsibility 

 
Responsibility of Instructors:  

• promote good attendance by example, reminder and reward 

• register students at the start of the a.m. session 

• seek reason for any absence  

• refer students whose attendance/punctuality is a concern to support. 

• counsel and mentor tutees with attendance problems 

• monitor attendance reports of tutees daily.   

• ensure that official holiday forms are completed by parents and sent to provision when 
completed 

 
Responsibility of Support: 

• attend monthly attendance meeting with instructors  

• notify instructors of any concerns/action to be taken re. tutees 

• monitor attendance reports daily  

• carry out spot attendance checks on targeted students  

• co-ordinate attendance certificates for 100% attendance 

• file copies of attendance certificates in Achievement Files 
 
 
Responsibility of Education Manager: 

• ensure staff register attendance at lessons using registration software 

• inform parents/guardians if attendance is impeding progress 

• work closely with instructors/student support team re attendance issues 

• monitor, evaluate and review systems, procedures and the work of individuals 

• liaise closely with instructors and student support to monitor and improve the whole 
provision attendance 

• analyse absence/lateness/truancy  

• be accountable to the provision, parents and students at all times 
 

Responsibility of Director: 

• request feedback on policy and practice 

• assess the success of the actions outlined in this policy.  
 



Lateness: 
 
(Registers close 30 minutes from the beginning of registration. For statistical reasons, arrival 
to the provision after this time is recorded as an unauthorised absence and will be subject to 
formal attendance processes.  
 
Provision attendance is determined between the hours prescribed by the provision. As part 
of a parent’s/carer’s responsibility to ensuring their child attends regularly at the provision, it 
is important for parent/carers to ensure their child is arriving on time to the provision. Fast 
Forward Vocational Training will not tolerate a child being late to the provision consistently 
and reasons will be contested.  
 
The staff in all the provisions strive hard to ensure each pupil within their care is taught to 
good standards. This cannot be achieved where a child is late to the provision and is not ready 
to learn. It is important that a child arrives to the provision on time.  
 
Lateness to the provision can be a very upsetting and isolating experience for a child:  
 
• Before the beginning of the day, it is important for a child to have contact with their peers. 
This is one of the times during the day where they can share quality time with their peers and 
are able to forge their friendships. Children who are late to the provision miss this opportunity 
and can quickly become anxious and withdrawn, lacking in self-esteem and feeling left out.  
 
 
• Children who are late to the provision readily become identified amongst their peer group 
as a person who is unprepared for the provision and who disrupts the learning of others. This 
can leave the child feeling confused and unsettled, having to play catch up with their work 
without having had the appropriate instruction from the instructor. In turn, this may lead to 
the child becoming unhappy and disaffected with their learning and not wanting to come to 
the provision.  
 
• All the business of the provision day is generally given to the pupil in the registration period. 
Where a child is late to the provision, they may miss out on vital information important to 
their learning. Persistent lateness to the provision may be a safeguarding factor and is 
therefore monitored to identify pupils who may be vulnerable for welfare reasons or 
identified as not making progress in their learning. Each half term the parent/carer and main 
education setting is notified in writing of the amount of time which their child has missed 
from their learning, by arriving late to the provision.  
 
 
Monitoring Attendance: 
 
An audit of registration is undertaken annually across all the Fast Forward provisions 
nationwide to provide quality assurance of attendance practice. Results of the audit are 
monitored and reviewed by the Education Manager and Director.  
 
Persistent Absence: 



 
A pupil who has 10% or more absence is classified for statistical purposes as being a 
‘Persistent absentee’. This is measured in sessions missed from the provision and could be 
owing to either authorised or unauthorised absence. These are pupils which the provision 
considers to be particularly vulnerable and, in most cases, will be subject to an Improved 
Attendance Plan, to ensure they are supported in attending the provision regularly. 
 
Unauthorised Absence: 
 
Unauthorised absence is recorded where the provision is not satisfied with the reasons given 
for the absence. Parents/carers are expected to notify the provision of their child’s absence 
on the first day of the absence and every day thereafter. All unexplained and unexpected 
absences will be followed up in a timely manner, preferably immediately via a telephone call 
with the students’ parents/carer which is recorded and filed with the main educational 
setting. Every effort will be made to establish the reason for a pupil’s absence. When the 
reason for the pupil’s absence has been established the register should be amended, with the 
appropriate code. 
 
The provision has a responsibility to follow up all unexplained and unexpected 
absence. 
 
 
Children Missing from Education: 
 
A child who is absent from the provision for 10 consecutive provision days without notice 

from home is regarded as a ‘child missing from education’. As a major safeguarding concern, 

the provision seeks to speak with the roll school to identify the whereabouts of the student.  

 

Daily Procedure: 
 
Should a student not attend the provision at the prescribed time; the provision instructor 

will initially contact the Fast Forward central office on 01482 460464. The attendance officer 

will then contact a parent/carer to seek the reason for absence. The reason for absence will 

be recorded and held on the student file along with reporting the absence and reason for 

absence to the main educational setting.  

This process must be completed within one hour of the student day starting.  

 

This policy, its practices and procedures are reviewed annually. (Each Academic year)  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


